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19.103 


19.103 MILITARY LEAVE 


References: 


Procedure 19.105, Sick/Injured with Pay and Special Leaves  
Fraternal Order of Police/City Labor Agreement 
City of Cincinnati Human Resources Policies and Procedure 
Uniformed Services Employment and Reemployment Rights Act of 1994 


Purpose: 


Establish a procedure for the use of active duty military leave.  


Definitions: 


Active Duty Training (ADT) is the minimum period of active duty a reservist must 
perform each fiscal year to satisfy military training and participation requirements. 


Military Drill is monthly training performed by National Guard and Reserve service 
members to enhance military skills and maintain individual and unit readiness in the 
event of mobilization and deployment. 


Uniformed Services Employment and Reemployment Rights Act of 1994 
(USERRA) is a federal act which protects service members' reemployment rights when 
returning from a period of military service, including those called up from the National 
Guard or Reserves.  USERRA also prohibits employer discrimination based on military 
service or obligation. 


Military Family Support Program (MFSP) is a Department program established to 
assist officers and their family members during active duty military leave.  


Information: 


The Department recognizes the importance of military service and the commitment of 
National Guard and Reserve service members employed by the Department.  


In compliance with USERRA, officers using military leave must: 


• Give written or verbal notice to the Department prior to leave 
• Be released from military service honorably; and  
• Report back to work in a timely manner 


An officer who receives or has previously received a dishonorable discharge from any 
military service will not be eligible for protection under USERRA. 


Officers returning from military leave of absence comprised of voluntary and/or 
involuntary service will be eligible for reinstatement to a position of like status and pay 
provided the employee meets all requirements of law, rules, and regulations. 


  


Revised 10/16/14, Replaces 06/05/14 1 







19.103 


Procedure: 


A. Military Information  


1. Officers must submit Form 31P, Change in Personal Information, to 
Personnel Section when: 


a. Enlisting in the military 


b. Military information changes, e.g. unit, rank, discharge date, etc. 


B. Military Drill or Active Duty Training (ADT) Leave 


1.  National Guard and Reserve service members who have an advanced drill or 
ADT schedule will immediately provide their supervisor with a copy of the 
schedule to assist in planning for the officer’s future absence. 


a. Officers must notify their supervisor if changes occur. 


2. Leave and Earning Statements (LES) and CS8, Certification of Military 
Training Pay, must be submitted to Finance Management Section. 


C. Active Duty Leave 


1. As soon as specific dates are known, officers called to active duty leave must notify: 


a. Their district/section/unit commander 


b. Personnel Section 


c. Finance Management Section 


2. Personnel Section will schedule a meeting with the officer to: 


a.  Ensure personal contact and benefit information is accurate.  


b. Obtain current military information, e.g. unit name, rear detachment 
contact information, anticipated length of deployment, etc. 


3. Personnel Section will contact the MFSP Coordinator, who will assign a MFSP 
Liaison Officer to attend the meeting. 


a. During the meeting, the MFSP officer will brief the officer about the 
program.  Participation in the program is voluntary.  


4. Officers on active duty military leave may be assigned to Personnel Section 
based upon the length of deployment, Department needs, and their bureau 
commander’s recommendation. 


5. Officers notified of an active duty military leave have the option of storing all 
Department issued equipment, except their Department issued identification 
card and firearm, in the Supply Unit.  Firearms will be stored at the Target 
Range. 
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a. Officers must arrange with Supply Unit to turn in equipment prior to their 
anticipated leave date. 


b. All equipment will be stored in the Supply Unit until the officer returns 
from active duty leave.  Firearms will be stored at the Target Range. 


c. If an officer does not wish to store their equipment in the Supply Unit, 
they must ensure their equipment is stored in a secure location. 


D. Return from Active Duty Leave/Orders 


1. Officers must notify Personnel Section of their anticipated return to work date 
within the following time frame: 


a. For active duty less than 31 days, notify no later than 24 hours following 
the completed service period.  Officers must also notify their 
district/section/unit supervisor.  


b. For active duty service of 31 to 180 days, notify no later than 14 days 
after completing the service period. 


c. For active duty service for more than 180 days, notify no later than 90 
days after the completed service period. 


d. An officer who fails to report pursuant to the above USERRA 
requirements will be treated as absent without leave and is subject to 
the Department’s disciplinary process. 


2. Officers must submit copies of their Form DD214, Military Department of 
Defense Certificate of Release or Discharge from Active Duty, to Finance 
Management Section and Personnel Section, prior to returning to the 
Department.  The Form DD214 ensures criteria for protection under USERRA 
has been met. 


3. Officers must attend training to review: 


a. Firearms 


b. Defensive Tactics 


c. Pursuit driving and policies 


d. Use of Force 


e. Any operating procedures initiated during their absence 


f. Any other necessary training as determined by the officer and Training 
and Development Section. 


1) The Training and Development Section Commander will determine the 
type and amount of training needed based on the duration of active 
duty leave and Ohio Peace Officers Training Academy requirements. 
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E. Available Resources for Veterans 


1. Early intervention is the key to reducing combat stress.  Supervisors should 
be cognizant that “combat stress” may occur in military members returning 
from active duty in a combat zone and should be observant of the following 
indicators: 


a. Anger 


b. Irritability 


c. Difficulty concentrating 


d. Loss of confidence 


e. Depression 


f. Isolation 


g. Fear 


2. Department Peer Support Program 


3. Department Military Support Group 


4. Public Employees Assistance Program 
513-421-7600 


5. Police Psychologist 
513-961-7066 


6. Cincinnati VA Medical Center 
3200 Vine Street 
513-861-3100 


7. Local United States Department of Veteran’s Affairs Office 
801B W. 8th St. Suite 126 
513-763-3500 


8. Hamilton County Veteran’s Commission 
230 E. 9th Street Rm. 1100 
513-946-3300 


9. Warrior Point Incorporated 
 www.warriorpointe.org 
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19.105 SICK/INJURED WITH PAY AND SPECIAL LEAVES 


References: 


Procedure 12.817, Court Management System (CMS) 
Procedure 12.830, Donated Time 
Procedure 19.103, Military Leaves 
Procedure 19.107, Family Medical Leave Act 
Procedure 19.130, Limited Duty Personnel 
Procedure 19.140, Outside Employment 
Fraternal Order of Police/City Labor Agreement 
American Federation of State, County and Municipal Employees (AFSCME)/City Labor Agreement 
City of Cincinnati Human Resources Policies and Procedure 


Definitions: 


Original documents include photographs, hard drives, original Digital Video Recorder 
(DVR) disks, and any documents that are handwritten or contain an original signature. 


Infectious Diseases are generally considered to be viral hepatitis (HAV, HBV, HCV) 
and human immunodeficiency virus (HIV), which are bloodborne, and tuberculosis (TB), 
which is airborne.  Treat all contaminants and source patients as potentially infectious. 


Other Potentially Infectious Material (OPIM) is any blood, body fluids (semen, saliva, 
vaginal fluids, etc.) which visibly contain blood, or situation where it is difficult or 
impossible to differentiate between body fluids. 


Note:  Feces, sweat, nasal secretions, saliva, sputum, tears, urine, and vomit are not 
considered “OPIM” unless visibly bloody. 


Bloodborne Pathogens Exposure: 


• Percutaneous injury (e.g., needle stick) 


• Contact of mucous membrane or non-intact skin (e.g., exposed skin that is 
chapped, abraded, or afflicted with dermatitis) with blood or other potentially 
infectious material. 


Possible Methods of Bloodborne Pathogens Exposure can include: 


• A puncture, laceration, or abrasion of the skin. 
• A splash or spitting into the eye, mouth, or interior of the nose with blood or 


OPIM. 
• Contact with broken skin including rashes, chapped skin, open wounds, or 


healing wounds with scabs. 
• A human bite that breaks the skin. 


Purpose: 


Provide Employee Health Service (EHS) with each employee's health history, 
enhancing their ability to provide the employee with proper medical care. 
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Establish a uniform Department procedure for recording and reporting personnel injured 
or exposed to infectious disease in the line of duty. 


Ensure necessary documentation of sick and injury cases. 


Establish guidelines for requesting a special leave of absence. 


Policy: 


City primary care physicians may examine and diagnose Department employees when 
EHS is closed.  Employees must follow all medical directives concerning duty status 
established by the treating physician. 


Sick With Pay (SWP) should not be approved unless the employee has properly 
reported and justified the absence. 


Medical information is considered confidential and will not be discussed with anyone 
who does not have a legitimate need for the information. This includes the reason an 
individual calls off sick, injured, or FMLA related status. 


Officers may not work a police-related detail while on light duty, in an off-duty injured 
with pay status, in any off-duty sick status, or off-duty due to any Family Medical Leave 
Act (FMLA) approved time. 


Officers must physically report for work after being off duty while injured, sick, or taking 
FMLA approved time before working a police-related detail. 


Officers who call their workplace and report themselves ready for duty are not eligible to 
work an outside employment extension of police service detail prior to reporting for their 
next scheduled tour of duty. 


Officers who will be unable to attend court due to sickness or injury must report the days 
they will be unavailable for court to their immediate supervisor, who will enter the 
information into the CMS. 


Information: 


Injured With Pay (IWP) benefits may be initially approved for payment by the EHS 
Physician or by the Police Department, subject to final recommendation and approval 
by the EHS Physician. 


District/section/unit commanders will approve or disapprove Sick With Pay (SWP) 
benefits. 


Personnel Section may request the EHS Physician's opinion in considering the decision 
to approve or disapprove SWP benefits. 


Department employees may also refer to the Human Resources Policies and 
Procedures, Chapter 3 - Employees Benefits, and Chapter 4 – Leaves of Absence for 
additional information. 


Disagreements with the determination of IWP, SWP, or FMLA status are handled 
according to current City/Department policy and procedure and/or current union contract 
stipulations. 
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The Form 91SP, Supervisory Investigation of Employee Injury, and checklist for 
completion are available on the Intranet. 


The Form 31EC, Employee Emergency Contact Information, is available in the 
CPDFORMS folder on the H: drive of Department computers. 


Procedure: 


A. Responsibilities of Department Employees Unable to Appear for Duty Due to 
Sickness or Injury 


1. As soon as possible and before the start of the next tour of duty, notify a 
supervisor from the assigned unit.  Department employees calling in sick 
should request to speak with a supervisor.  If no supervisor is available at 
that time, the employee answering the original call may document the 
information and provide it to a supervisor as soon as possible.  The 
supervisor can re-contact the sick employee if additional information is 
needed. 


a. Provide the supervisor with: 


1) The nature of the sickness or injury. 


2) How long you expect to be off duty. 


3) Whether you called or will call a physician or dentist. 


4) The telephone number where you can be reached. 


5) Notice of court appearances, off-duty details, meetings, public 
appearances and training dates that may need to be rescheduled. 


b. Contact EHS when directed by a supervisor. 


c. Comply with any request from the Police Department or the EHS 
physician to respond to the EHS. 


d. EHS will provide Personnel Section with the original Form 96 and a 
copy to the affected officer following the medical examination.  The 
Form 96 will list any duty restrictions determined by the EHS Physician.  
EHS will contact the affected officer’s unit of assignment with any 
change in duty status. 


1) Personnel Section will compare the employee’s duties to the 
Classification of Physical Demands of Work listed on the reverse 
side of the form, complete the bottom portion of the form, and fax 
a completed copy to EHS within 24 hours. 


2. When the condition improves allowing a return to duty, notify a unit 
supervisor as soon as possible. 


3. If EHS approval is required, a sick or injured employee may not return to duty 
without approval. 
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4. Civilian employees are also governed by current City/union contracts or 
Human Resources Policies and Procedures. 


B. Supervisory Duties When an Employee is Unable to Appear for Duty 


1. Upon receiving a call that an employee is sick or injured: 


a. Document the information provided by the employee on a Form 25S, 
Application for Leave of Absence, or a Form 91SP, Supervisory 
Investigation of Employee Injury, as appropriate. 


1) In the "Reason" section of the Form 25S, explain why the person 
is off sick or injured. 


a. Refer to Procedure 19.107, Family Medical Leave Act, to 
determine if the sick leave request falls under FMLA 
provisions. 


2) On the Form 25S, indicate your recommendation to the 
district/section/unit commander to approve or disapprove use of 
SWP or IWP. 


a) Recommend the approval of SWP when the employee has 
properly reported and justified the request. 


3) Forward the form through the chain of command to the 
district/section/unit commander. 


b. Record that the employee called off sick or injured in the unit blotter. 


c. Ensure Personnel Section is notified when an employee is admitted to a 
hospital as result of an on or off-duty injury or sickness. 


1) If after normal business hours or on weekends, the information 
can be left on Personnel Section’s voice mailbox line number at 
352-3534. 


2. When an employee calls in sick and a supervisor has reason to believe the 
employee is improperly using sick time, or if a physician's or dentist's 
verification is necessary per the American Federation of State, County, and 
Municipal Employees (AFSCME) contract, the supervisor will: 


a. Direct the employee to produce a physician's or dentist's statement 
within three working days justifying the absence. 


1) Employees failing to bring in a physician's or dentist's statement 
may be subject to disciplinary action and should be carried in a 
Leave Without Pay (LWP) status. 


b. Prepare a Form 25S 


1) Check the "Medical certificate requested" block. 


2) Enter the reason for requiring the physician's or dentist's 
statement. 
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3) Route the form through the chain of command to the 
district/section/unit commander. 


3. When an off-duty employee calls off with an on-duty injury or a recurrence of 
an on-duty injury: 


a. Complete Form 91SP. 


1) Include the date of the original injury and date of recurrence (if 
applicable), a brief description of the original injury, and a 
thorough description of the current problem. 


a) Mark "recurrence" at the top of the Form 91SP, if applicable. 


b. Carry sworn employees as IWP in the time book unless IWP benefits 
were denied by EHS. 


c. Carry Division 1 employees SWP per union contract and Human 
Resources Policies and Procedures for the first 40 hours of their 
disability period, excluding the day of the injury, unless they are 
hospitalized for one or more days as a result of the on-the-job injury. 


1) Non-sworn employees will not be carried IWP until a final decision 
is made by EHS Physician, except as outlined above. 


a) In those cases, the employee must identify the type of leave 
to be initially used, i.e., vacation, compensatory, SWP. 


2) If IWP is approved by the Risk Management Office, the payroll 
reports and time book will be adjusted to reflect prior balances. 


d. Direct the employee to contact EHS as soon as possible but no later 
than the end of the next business day and note this on the Form 91SP. 


e. Workflow the completed Form 91SP through the chain of command to 
the district/section/unit commander. 


1) When workflowing the 91SP, “Add Notification” to Personnel 
Section. 


C. Duties of District/Section/Unit Commander When an Employee is Unable to 
Appear for Duty Due to Sickness or Injury 


1. Upon receipt of Form 25S for SWP benefits: 


a. Review and sign indicating approval or disapproval of the use of SWP 
benefits. 


b. Forward the original daily to Personnel Section via the chain of 
command. 


c. Maintain a copy in the district/section/unit tickler file. 
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1) When an employee returns to duty, note the date of return on the 
unit copy.  Send a copy to Personnel Section and transfer the unit 
copy to the employee's unit Medical Jacket. 


2. Upon receipt of a Form 91SP for IWP benefits: 


a. Review and initial. 


b. Notify Personnel Section as soon as possible of the sickness /injury and 
date in cases of: 


1) On-duty injury or a recurrence of an on-duty injury. 


2) A hospitalized employee. 


3) Exposure to an infectious disease. 


c. Make a blotter entry, when appropriate, indicating Personnel Section 
was notified. 


d. Workflow the Form 91SP directly to Personnel Section. 


3. Inform the affected bureau commander of cases involving serious injury, 
sickness, or extended sickness. 


D. Sickness While on Duty 


1. An employee becoming sick on duty will report the sickness to a supervisor.  
The supervisor will assist or make arrangements to transport the employee 
home, to EHS, to a private physician, or a hospital, as conditions determine.  
The supervisor will prepare a Form 25S as outlined in Section B.1.a. 


2. Employees becoming ill while on duty are carried on the Payroll Attendance 
Report (PAR) and time book as sick for the portion of the day they are absent 
from their regular tour of duty.  Record the off-duty sick time used in 15 
minute increments. 


E. Personnel Injured on Duty 


1. Personnel injured on duty will be provided with an employee injury packet to 
be completed at the initial care facility. 


a. A packet is not required when treatment is received from EHS. 


2. Investigating supervisors will review the treating physician’s medical 
evaluations prior to granting an employee IWP. 


3. When a Department employee is injured on duty, a supervisor will: 


a. Scan and attach the following documents to the appropriate ETS case 
folder: 


1) Bureau of Worker’s Compensation “First Report of an Injury” form 
(BWC-1101, FROI-1), located in the injury packet. 
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2) Bureau of Worker’s Compensation “Sharps Injury” form (BWC-
6611, SH-12), if applicable, located in CPDFORMS/Personnel-
Related Docs on the department H: drive. 


3) Applicable release form, i.e., Employee Health Service, hospital, 
or individual doctor. 


b. Workflow the completed Form 91SP through the chain of command to 
the district/section/unit commander.  Ensure an “Add Notification” is 
made to Personnel Section. 


c. Print a copy of the Form 91SP from ETS and fax the copy to: 


1) City’s current insurance provider. (Matrix) 


2) Risk Management Office. 


a) Include a copy of the “Sharps Injury” form, if applicable. 


3) Employee Health Service. 


d. Advise the employee to contact EHS as soon as possible. 


1) An employee unable to respond to EHS at the time of injury must 
notify EHS on the next EHS business day. 


2) If an employee is unable to respond or contact EHS due to the 
seriousness of the injury, Personnel Section will notify EHS of the 
employee's injury and status. 


e. Carry sworn employees as IWP for the disability period subject to final 
recommendation and approval by EHS. 


1) The day of the injury is considered a working day.  Do not charge 
to IWP. 


f. Carry Division 1 employees SWP per union contract and Human 
Resources Policies and Procedures for the first 40 hours of their 
disability period, excluding the day of injury, unless they are 
hospitalized for one day or more. 


1) The day of the injury is considered a working day.  Do not charge 
to SWP or IWP. 


g. Carry other full-time non-sworn employees as mandated by Human 
Resources Policies and Procedures. 


h. Complete Form 91SP even if the employee refuses treatment for a non-
visible injury. 


F. Occupational Exposure to Infectious Diseases 


1. Tuberculosis Exposures (TB) 
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a. For a known exposure to TB, the source patient should be immediately 
transported to University Hospital for testing.  Contact EHS for further 
instruction. 


b. The employee’s supervisor should complete a Form 91SP for an 
“occupational exposure.” 


1) The employee receives a copy of the Form 91SP. 


2. Treatment for Bloodborne Pathogen Exposures 


a. Employee Responsibilities: 


1) Remove contaminated clothing if possible. 


2) Immediately wash the affected area thoroughly with soap and 
water. 


3) Immediately report the incident to a supervisor. 


4) Transport the arrested subject to University Hospital for testing. 


5) Indicate on the Form 527, Arrest and Investigation Report, in 
instances where the subject has refused to submit to testing, 
"Arresting employee exposed to blood/body fluids - court ordered 
test required".  HCJC will process the court order as a condition of 
the subject’s bond. 


6) Call EHS on the day of the exposure to report the incident.  If EHS 
is closed, contact them the next business day. 


7) Do not leave University Hospital without the results of the source 
patient’s rapid HIV Test results. 


b. Supervisor Responsibilities: 


1) Call the University Hospital bloodborne pathogen injury line at 
585-8000 and speak to a representative who will determine 
whether an occupational exposure has occurred. 


2) If through use of the injury hotline it has been determined that an 
occupational exposure has occurred, and the subject is willing to 
submit to exposure testing, advise the affected officer/arresting 
officer that the subject should undergo source patient testing at 
University Hospital before being transported to the Hamilton 
County Justice Center (HCJC). 


a) The exposed employee should accompany the source 
patient to University Hospital for testing. 


b) In the event the source patient requires medical treatment at 
a hospital other than University Hospital, the exposed 
employee should follow the source patient to that treating 
hospital. 
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3) If the source patient refuses or when the test is not performed for 
some reason at the hospital: 


a) The exposed employee must respond to University Hospital 
for counseling regarding their occupational exposure and 
necessary testing. 


b) The exposed employee/arresting officer must make the court 
aware that blood tests need to be administered due to an 
occupational exposure.  HCJC has a protocol outlining which 
exposure labs are to be drawn on the source patient. 


4) Verify the arresting/transporting officer has indicated the need for 
a court ordered blood test on the Form 527 so that the test 
becomes a condition of the subject’s bond.  HCJC will process the 
court order once issued by the judge. 


a) The subject will be held until necessary tests can be 
administered.  If having difficulty getting the court order, 
contact EHS at 352-1991.  They will contact the HCJC intake 
supervisor. 


b) HCJC records will notify EHS of the test results if requested 
or indicated on the court order.  Make sure EHS is aware of 
the exposure, source patient name, DOB and location where 
exposure labs were drawn. 


5) Complete the Form 91SP. 


a) If deemed an occupational exposure, complete the Form 
91SP.  Workflow the completed Form 91SP through the 
chain of command to the district/section/unit commander. 


b) When workflowing the 91SP, “Add Notification” to Personnel 
Section. 


c) Fax a copy of the Form 91SP to Employee Health Service, 
Risk Management, and Matrix. 


6) Scan the medical release into the computer and attach to the 
appropriate ETS case folder.  Route the original medical release 
through channels. 


7) The unit supervisor will contact EHS to ensure the exposed 
employee has notified EHS of the occupational exposure and is 
following the directives of EHS.  Notify EHS where and when the 
source patient was tested for infectious diseases. 


8) If treated at University Hospital, a red packet will be given to the 
employee that includes recommended procedures and 
precautions.  The employee and supervisor shall follow all 
recommendations. 
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3. When notified by EHS of occupational exposures involving deceased 
individuals, Personnel Section will notify the affected employee's 
district/section/unit commander.  Employees will follow the protocol as 
outlined above.  EHS will contact University Hospital and arrange for testing 
at the coroner’s office if necessary. 


a. Personnel Section will be available to answer questions related to 
exposures. 


G. Notification in Cases of Serious Sickness or Injury While On-Duty 


1. Personnel Section will obtain from every employee a completed Form 31EC, 
Employee Emergency Contact Information. 


a. The information contained on the Form 31EC will be entered/updated 
into the Records Management System (RMS) by Personnel Section  
and made available to Department supervisory personnel through RMS. 


b. The Form 31EC shall contain names, addresses, and phone numbers 
of both a primary and secondary contact person to be notified in case of 
an emergency. 


c. Changes to the Form 31EC are the employee’s responsibility and can 
be made at any time by submitting an updated Form 31EC to Personnel 
Section. 


1) All Form 31EC information will be reviewed annually with the 
employee: 


a) By Personnel Section during Annual Equipment Inspection, 
for all sworn personnel. 


b) By the employee’s immediate supervisor every January, for 
all civilian personnel. 


2. The employee, if conscious, should make the decision whether any personal 
notifies should be made. 


a. If possible, the employee will personally make the call. 


3. If the employee is unconscious or unable, a supervisor will contact the 
employee’s emergency contact person(s) designated on the Form 31EC. 


a. In-person notification will be made, if appropriate. 


b. Provide transportation for the notified person(s), if needed. 


c. Consider using a member of the Police Clergy Crisis Team or a Peer 
Support member to assist with the notification. 


4. A supervisor will ensure the district/section/unit commander is notified. 


  







19.105 


Revised 06/11/15, Replaces 06/05/14 11 


H. Special Leaves 


1. The Personnel Section Supervising Management Analyst has authority to 
approve the following special leaves in compliance with City/Department 
policy and procedure and/or current union contract: 


a. Sick Pay Family (SPF). 


b. Sick Pay Death (SAD). 


c. Sick Pay Maternity (SPM). 


d. Military Training (MT). 


e. Leave Without Pay (LWP). 


1) The Department will follow the current City guidelines as outlined 
in the Human Resources Policies and Procedures, Department 
procedures, and/or current union contract. 


2. Employees requesting special leave will complete a Form 25S as soon as 
the need for the leave becomes known. 


a. The original is routed through the chain of command to Personnel 
Section. 


b. The employee's unit of assignment retains a copy in the employee's 
Medical Jacket. 


c. The time book and PAR will reflect the time granted. 


J. Responsibilities of Personnel Section 


1. Serve as the Department liaison with EHS. 


2. Maintain an annual file of Forms 25S pertaining to sick leave. 


3. Maintain a list of personnel confined to a hospital. 


a. Notify the Police Chief's Office and the Fraternal Order of Police (FOP) 
of those employees admitted to a hospital. 


4. Advise EHS of: 


a. Hospitalized employees. 


b. Employees exposed to an infectious disease. 


c. Other serious or unusual cases of sick or injured employees. 


5. Send a copy of the sick and injured leave report to EHS weekly containing 
the information of personnel currently carried as IWP, light duty, and on 
extended sick leave. 
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6. Under special circumstances, and when advised by EHS, notify an 
employee's unit of assignment of an employee’s current duty status.  Under 
normal circumstances, EHS notifies the employee's unit of assignment of 
duty status and gives the employee a copy of the Form 96 to give to the 
employee's supervisor. 


7. Receive copies of Forms 25S for special leaves. 


8. Receive and process Form 91SP via ETS for personnel injured on-duty. 


a. Place copies of the Form 91SP in the employee's Medical Jacket. 


b. Complete a Form 74S, Injured with Pay Recommendation, on all 
approved IWP leaves. 


9. Finalize the case in ETS. 


10. Receive and enter/update all employee Form 31EC information into RMS. 


K. Tracking Personnel on Extended Sick or IWP Leave, or on Extended Light Duty. 


1. The district/section/unit commander, who has an employee in an off-duty sick 
status for seven or more consecutive days (counting off days), or in an 
extended IWP or light duty status will call or email Personnel Section on 
Monday between 0800 and 1200 hours and provide the employee's name 
and the nature of the sickness or injury. 


2. Personnel Section will provide the Police Chief with a list of Department 
employees on extended sick or IWP leave, or on extended light duty.  
Personnel Section will update the list weekly. 


3. Personnel Section will function as the liaison with EHS to ensure EHS is 
aware of employees who are on extended sick or IWP leave, or on extended 
light duty in the event further medical evaluation is in order. 
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19.106 POST CRITICAL INCIDENT TRAUMA 
 
Reference: 
 
Procedure 18.107 - Peer Support Program 
Procedure 19.110 - Peer Support Crisis Intervention Team 
 
Policy: 
 
This procedure addresses the physical and emotional welfare of an officer 
involved in an incident resulting in death or serious injury to another. 
 
An officer whose actions result in the death or serious injury of a person will be 
temporarily removed from line duty assignment pending administrative review.  
 
This procedure is not intended to question the officer's conduct at the time of the 
incident or subsequent actions arising from the incident.  It addresses an 
administrative concern for the well being of the officer involved. 
 
Procedure: 
 
A. After Shots Fired Take Effect: 


 
1. The Emergency Communications Center will contact the Police 


Psychologist, who will consult with supervisors to determine whether a 
meeting should be arranged with the officer involved.  


 
2. The Police Psychologist will contact two on-duty Post Shooting Peer 


Support Team members.  If on-duty team members are not available 
off-duty team members will be contacted via the Post Shooting Peer 
Support Team list.  
 
a. If shots do not take effect, only one Post Shooting Peer Support 


Team member will be contacted. 
 
4. Post Shooting Peer Support Team members officially called out by 


the Police Psychologist will sign a Form 608 (Peer Support Program 
Policy) before talking with an officer involved in the shooting incident. 
 
a. The responding Peer Support Team member’s name will be 


included in the Department’s official report of the incident. 
 
5. After completing the required initial investigative process, detail the 


involved officer the remainder of the day to assist in the investigation. 
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6. The involved officer will immediately be placed on administrative leave for a 
period of time determined by the Police Chief.  Sometime during this 
administrative leave the involved officer must respond to the Police 
Psychologist.  The nature of this consultation will be held in strict 
confidence. It is not an evaluation. 
 
a. The Police Psychologist will call Personnel Management Unit 


when the officer responds and follow up the call with a written 
communication stating the same. 


 
b. Officers may see an outside or private psychologist/psychiatrist 


or the Public Employees Assistance Program (PEAP), but must 
assume the expense of such a consultation. 
 
1) Send documentation of this visit to Personnel Management 


Unit. 
 
7. When the police or private psychologist/ psychiatrist recommends an 


officer be taken off the track, the Personnel Management Unit’s 
Supervising Management Analyst will direct the affected 
district/section/unit to complete a Form 25S (Application for Leave of 
Absence). 
 
a. Personnel Management Unit will handle the administrative 


paperwork (Form 25S) and notify the officer's district/section/ 
unit as to changes in the officer's work status. 


 
B. Administrative Actions: 


 
1. If the incident immediately precedes the involved officer’s normal off 


days, carry the officer as “detailed” for the remainder of his/her tour of 
duty and on administrative leave for a period of time determined by 
the Police Chief. 
 
a. Any normal off day(s) will be taken immediately following the 


administrative leave. 
 
2. Officers placed on administrative leave will not work any type of 


outside employment. 
 
3. Additional protective administrative actions may be taken by the 


Police Chief. 
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19.107 FAMILY MEDICAL LEAVE ACT (FMLA) 


References: 


Procedure 16.110, Personnel Accounting and Distribution 
Procedure 19.105, Sick/Injured With Pay and Special Leaves 
Family Medical Leave Act (FMLA) 
FOP/City Labor Agreement 
AFSCME/City Labor Agreement 
Cincinnati Organized and Dedicated Employees (CODE)/City Labor Agreement 
City of Cincinnati Human Resources Policies and Procedures, Section 4.3 
www.dol.gov/whd/fmla/ 
City of Cincinnati Parental Leave Policy 


Definitions: 


Family Medical Leave Act (FMLA) Eligible Employee: 
• An employee who has been employed by the City for 12 months or 52 weeks. 


This time does not need to be consecutive. The employee must also have 
worked 1,250 hours during the 12-month period prior to the date of the 
requested leave. Only time actually worked counts toward the 1,250 hours; paid 
leave such as vacation or holiday does not count toward the 1,250 hours. 


Serious Health Condition: 
• Inpatient care (admitted) in a hospital, hospice or medical care facility, to include 


any period of incapacity following inpatient care; or 


• Incapacity Plus Treatment 


o Incapacity lasting for more than three consecutive days that also requires; 


 Treatment 2 or more times by a health care provider, within 30 days of 
the first day of incapacity; or 


 Treatment on at least one occasion, within 7 days of the first day of 
incapacity which results in a continuing regimen of care; or 


•   Any period of incapacity due to pregnancy or prenatal care.   


• Any period of incapacity due to a chronic serious health condition defined as one 
which requires periodic visits (two or more per year), to a qualifying health care 
provider for treatment or continues over an extended period of time for treatment 
(e.g., asthma, diabetes, epilepsy). 


• A period of incapacity that is permanent or long-term due to a condition for which 
treatment may not be effective (Alzheimer’s, severe stroke, terminal stages of a 
disease). 


• Any absence to receive multiple treatments for a condition that would likely result 
in incapacity of more than 3 consecutive days if left untreated (chemotherapy, 
radiation or dialysis treatment, etc.).  



http://www.dol.gov/whd/fmla/
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• Absence for treatment of substance abuse is eligible for FMLA leave.  


o Absence due to an employee’s use of alcohol or drugs is not covered under 
FMLA 


A medical or health related condition, including but not limited to; cosmetic surgery, 
common cold, flu, earache or upset stomach is not generally considered to be a 
serious health condition, unless the condition develops into the circumstances 
outlined above.   


Form WH-380E and Form WH-380F, Certification of Health Care Provider: 
• These forms contain statements of medical facts to support certification for 


FMLA leave.  It is to be completed by the treating health care provider.  A Form 
WH-380E is for employees and the WH-380F is for qualified family members.  A 
completed WH-380E or WH-380F or equivalent (e.g., hospital discharge papers) 
is required for FMLA approved leave. 


• If a certification is incomplete or contains insufficient information (e.g., one or 
more entries have not been completed or the information is vague, ambiguous or 
nonresponsive), the employee must be provided with seven days (unless not 
practicable) to correct any such deficiency, and must be informed of the 
consequences for failure to provide the certification. 


• If the employee fails to provide the certification, Employee Health Service (EHS) 
or Police Personnel Section may contact the employee’s Health Care Provider 
for purposes of authentication or clarification of the Form WH-380E. 


Military Service: 
• Allows Up to 26 weeks of FMLA leave for members of the Armed Forces injured 


in the line of duty resulting in a serious health condition. 


• Qualifying Exigency allows up to 12 weeks of FMLA leave for employees or 
family members who must react to a service members call to active duty, they 
include; short notice deployment, military related events or activities, child care 
and school activities, financial and legal arrangements, counseling, rest and 
recuperation, post-deployment activities, or any activity mutually agreed upon 
between the employee and employer.   


Covered Service Member: 
• A member of the Armed Forces of the United States, including a member of the 


National Guard or Reserve, who is undergoing medical treatment recuperation or 
therapy, is otherwise in outpatient status or is otherwise on the temporary 
disability retired list for a serious illness or injury. 


Serious Injury or Illness: 
• In the case of a member of the Armed Forces, including a member of the 


National Guard or Reserve means an injury or illness incurred by the member in 
the line of duty on active duty in the Armed Forces that may render the member 
medically unfit to perform the duties of the member’s office, grade, rank, or 
rating.  
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Purpose: 


Ensure adherence to Federal Law and necessary documentation of FMLA leave 
requests. 


Establish a uniform Department procedure for requesting, recording and reporting 
personnel using the provisions of FMLA. 


Policy: 
It is City policy to provide up to 12 weeks of family and medical leave during a 12-month 
period to eligible employees in accordance with the provisions of FMLA.  Under 
qualifying circumstances, eligible employees who are the spouse, child, parent, or next-
of-kin of a covered service member may be entitled to 26 weeks of military family leave 
during a 12-month period, under FMLA law.  


The use of FMLA leave can result in the loss of any employment benefit, e.g., sick time 
sell back, sick usage incentive, paid sick leave, etc.  Unpaid sick leave may also result 
in out-of-pocket health care premium expenses to the employee. 


The employee’s private physician will evaluate the medical condition of an employee 
and authorize the clearance for return to duty following FMLA leave.  The EHS 
physician will not be contacted for non-duty related illness/injury medical evaluations 
prior to the return to duty for FMLA approved leave.  Police Personnel Section may 
contact the EHS physician for clarification of medical terminology contained in the WH-
380E or WH-380F.  


An employee may be required to furnish re-certification (Form WH-380E or F) of an 
illness relating to a previous FMLA leave.  A recertification request may be made under 
certain circumstances such as request for an extension, a significant change in 
circumstances described by the certification, or receipt of information which casts doubt 
upon the stated reason for absence.  All recertification requests will be made in 
adherence to FMLA guidelines. 


FMLA certifications for an employee or employee’s family member that lasts beyond a 
single year will require annual certifications to maintain FMLA coverage.  Annual 
certifications are due within 15 calendar days of expiration of the previous certification. 


An employee’s entitlement to FMLA leave for a birth expires at the end of the 12-month 
period beginning on the date of the birth.  Paid FMLA leave taken for birth and/or 
bonding is subject to City of Cincinnati Policy and Procedure and collective bargaining 
agreements.  Leave for birth or bonding should be taken in a continuous block of time.  
If an employee wishes to take intermittent leave for birth or bonding, a Form 17 
describing any extenuating circumstances will be submitted through the chain of 
command for approval.  FMLA for birth/bonding will run concurrent with the City of 
Cincinnati Parental Leave Policy. 


The Family and Medical Leave Act (FMLA) grants the Police Department the right to 
designate qualifying leave as FMLA even if the employee does not wish to obtain 
certification.  Absences such as extended leave or chronic intermittent leave will be 
reviewed on a case by case basis for eligibility and the employee will be notified if their 
leave is being designated as FMLA. 


Information: 
Police Personnel Section should be contacted for assistance in the determination or 
interpretation of FMLA requests.  Additional information is available in Human 
Resources Policies and Procedures, Section 4.3. 
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FMLA provides eligible employees the right to take paid/unpaid leave for the conditions 
listed below: 


1. Birth of an employee's child and to care for that child and/or any period of 
incapacity due to pregnancy or prenatal care.  


2. Placement of a child with the employee for adoption or foster care. 


3. Care for an employee’s spouse, child, or parent with a serious health condition. 


4.      A serious health condition that prevents the employee from performing the 
functions of his/her position. 


5. Any qualifying exigency arising out of the fact that the spouse, child, or parent 
of the employee is on active military duty status, or has been notified of an 
impending call to active military duty status, in support of a contingency 
operation of the United States Armed Forces. 


6. Care for a covered military service member who is the spouse, child, parent or 
next-of-kin, recovering from a serious illness or injury sustained in the line of 
duty on active military duty status in the United States Armed Forces.  


FMLA enables an employee to take up to 12 weeks of leave (or 26 weeks of military 
family leave in qualifying situations) within a 12 month rolling calendar period.   


If both husband and wife work for the City and each spouse qualifies to take family 
leave (e.g., for the birth, adoption or foster care placement of a child or to care for a 
parent with a serious health condition), they may take a combined (aggregate) total of 
12 weeks leave (not 12 weeks each).  FMLA leave taken for the birth, adoption or 
placement of a child must be taken during the first 12 months after the arrival of the 
child. 


• Example: Following the birth of their child, in which both spouses work for the 
City, each spouse uses six weeks FMLA. They have reached their aggregate 
limit of 12 weeks total.  Each spouse will still have six weeks of FMLA leave 
available to them for qualifying reasons other than childbirth. 


There are more specific time frames listed under this section. 


If both husband and wife work for the City and each spouse qualifies to take family 
leave for condition #6 above, they may take a combined (aggregate) total of up to 26 
weeks leave (not 26 weeks each). 


Intermittent leave or reduced scheduled leave is authorized if medically necessary for a 
serious health condition of the employee, their spouse, child or parent.  The leave may 
be taken in 12 consecutive weeks (26 weeks when applicable) or used intermittently 
(take a day when needed over the year).  It may, in some cases, be used to reduce the 
workload or workday, resulting in a reduced hour schedule.  In all cases leave can not 
exceed 12 weeks (26 weeks when applicable) over a 12-month time period.  


Employees may only use qualifiable leave described in their current labor contract and 
in City Policy.  Otherwise, the leave is unpaid FMLA leave.  FMLA for birth/bonding will 
run concurrent with the City of Cincinnati Parental Leave Policy. 


Intermittent or reduced work week leave taken for a serious health condition should be 
scheduled with a supervisor prior to taking the leave.  The employee must provide a 
completed Form WH-380E or F or equivalent indicating intermittent or reduced leave is 
necessary.  
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Procedure: 
A. Family Medical Leave Act (FMLA) 


1. The Department will follow the current City guidelines as outlined in Human 
Resources Policies and Procedures Section 4.3, Police Department 
procedures, and/or current labor agreements. 


2. Final FMLA approval occurs when the employee submits a Form WH-380E 
or F or equivalent completed by their health care provider and it is reviewed 
by Police Personnel Section.  A Form WH-380E or F or equivalent must be 
submitted by the employee whenever the FMLA leave request is the first 
instance of this type of illness or injury.  Supervisors requiring assistance 
regarding Form WH-380E or F should contact Police Personnel Section.  
The employee’s personal information will not be released. 


3. Leave not taken as FMLA but assumed to qualify for FMLA during the 
employee’s time off can still be counted as FMLA if the employee advises 
their immediate supervisor while on leave or within two days after returning 
to work. 


a. An employee must submit a completed Form WH-380E or F or 
equivalent to Police Personnel Section within 15 calendar days of the 
employee being notified of eligibility, or of the employee requesting 
FMLA.  If circumstances arise which prevent timely submission, the 
employee must contact Police Personnel Section.  


4. Unpaid FMLA leave 


a. Employees may be required to use vacation or compensatory time in 
lieu of unpaid FMLA leave. Use of unpaid leave or time other than sick 
time to cover FMLA leave will be subject to compliance with labor 
contracts, Department and City policy. 


b. Employees are responsible to maintain knowledge of their time 
balances and notify the timekeeper if they wish to utilize a different time 
balance in lieu of unpaid leave. 


c. It is the responsibility of the supervisor to notify the timekeeper when an 
employee under FMLA should be carried in a no-pay status due to 
contract or policy compliance. 


B. Employee Responsibilities: FMLA Requests 


1. If the need for leave is not foreseeable, notify a supervisor within 2 business 
days or as soon as practicable.  If the need for leave is foreseeable, notify a 
supervisor at least 30 days in advance or as soon as practicable.   


2. Submit a Form 25S detailing the reason for the FMLA leave request.  For 
phone requests, the supervisor will complete the Form 25S in detail. Include 
the following information: 


a. The specific nature of the illness, injury, or in cases of military family 
leave, the qualifying exigency. 


1) The employee should advise the supervisor if the illness, injury, or 
qualifying exigency is believed to be or is FMLA leave eligible. 


b. How long you expect to be off duty. 
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3. Advise the supervisor of court appearances, off-duty details, meetings, 
public appearances and training dates that may need to be rescheduled. 


4. The employee is responsible for providing complete and accurate 
documentation within given time frames, and ensuring the WH-380 or 
equivalent form includes all necessary information.  


a. Once the employee receives the completed WH-380 from their health 
care provider, the employee must forward it directly to Police 
Personnel Section for processing.  Do NOT forward the completed  
WH-380 to a supervisor or timekeeper.  


b. New certifications, re-certifications and annual certifications will be 
submitted by the employee to Police Personnel Section within 15 
calendar days of being notified of the request. 


5. Employees will be notified if documentation is incomplete or insufficient and 
will have 7 calendar days to correct deficiencies.  


a. If the employee fails to submit the requested documentation or request 
an extension within deadlines, FMLA may be denied. 


1) Failure to submit the completed certification paperwork, after 
being provided with an eligibility packet, will result in FMLA being 
considered declined at the employee’s request unless extenuating 
circumstances exist.  


6. When calling off track, employees will notify their supervisor if a current   
WH-380 is on file or if FMLA certification is pending. 


a. If more than one FMLA certification exists, the employee must provide 
the supervisor with enough information to determine which FMLA 
condition applies to the absence. 


b.  The employee is required by federal law to provide the supervisor with 
enough information to determine if the request is a legitimate use of 
FMLA. 


7.  Department employees will be governed by their current labor contract and 
the Human Resources Policies and Procedures. 


a. The employee is responsible for knowing how contracts and policies 
apply to their personal requests for FMLA leave and should contact 
Police Personnel Section if clarification is needed. 


b. An employee may be carried in an unpaid status if they fail to provide 
physician’s verification of illness when requested and/or required by 
contract or policy. 


8. The employee will notify their supervisor or timekeeper before payroll is 
submitted if they are eligible for and wish to use compensatory or vacation 
time in lieu of unpaid leave. 


a. For AFSCME, CODE, and FOP employees whose contracts do not 
mandate use of vacation, compensatory or other accumulated time 
once sick time is depleted, the employee will be carried without pay 
unless the timekeeper is authorized by the employee to use alternate 
time banks. 







19.107 


Revised 02/04/16, Replaces 05/05/09  7 


C. Supervisor Responsibilities 


1. Upon receiving notice an employee is requesting FMLA or knowledge they 
may be eligible for FMLA due to the nature of their absence: 


a. Review the Form 25S provided by the employee to ensure all 
necessary information is included.  


1) For telephone requests, the supervisor will complete the Form 
25S in detail. 


b. Complete the FMLA portion of the Form 25S by indicating whether the 
requested leave is FMLA eligible or if FMLA was declined by the 
employee.  


1) Employees who are calling off for new instances of FMLA must 
be provided an FMLA notification packet in accordance with 
federal law. 


2) Employees who are FMLA eligible but do not wish to obtain FMLA 
certification must still be provided with an FMLA notification 
packet in accordance with federal law. 


a) The notification packet includes a Notice of Eligibility     
(WH-381), Employee Rights and Responsibilities Under 
FMLA information, and a letter of explanation informing the 
employee of the FMLA process and where to locate 
appropriate certification forms.  The packet is available on 
the H: drive in CPDFORMS /Personnel-Related Docs. 


3) If unable to provide the notification packet in person, the 
supervisor must provide the employee with the necessary 
paperwork within 5 working days, through USPS or electronically. 


c. All FMLA paperwork, including the Form 25S and Verification of Notice 
of FMLA Eligibility (Form 17), must be processed and routed to the 
timekeeper by the end of the shift. 


1) Indicate the recommendation of approval or disapproval of the  
use of FMLA leave on the Form 25S. 
 
a) If unable to determine if the leave is FMLA eligible but it is 


believed to be or is requested, designate the leave as FMLA 
pending appropriate documentation for timekeeping 
purposes. 


b) The supervisor must list specific details indicating why the 
leave is FMLA eligible, such as chronic illness or 
hospitalization. 


d. The supervisor will instruct the employee to forward the completed  
WH-380 directly to Police Personnel Section. 


e. The administrative supervisor will update the affected shift supervisor if 
they become aware of any changes in an employee’s FMLA status and 
eligibility. 
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D. Administrative Supervisor Responsibilities 


1. The administrative supervisor will function as a liaison between the 
timekeeper, shift supervisors and Police Personnel Section.  


a. The administrative supervisor and Police Personnel Section will work in 
conjunction to keep each other aware of changes to an employee’s 
FMLA status and/or eligibility. 


b. The administrative supervisor will ensure the timekeeper and affected 
shift supervisor are updated when an employee’s FMLA status and/or 
eligibility changes. 


1) Within five business days of becoming aware of a change in an 
employee’s status or eligibility, the administrative supervisor will 
ensure the affected employee is provided with a notification 
packet. 


E. District/Section/Unit Commander Responsibilities 


1. Upon receipt of a Form 25S for FMLA leave: 


a. Review and sign indicating recommendation of approval or disapproval 
of the use of FMLA leave, pending submission of necessary 
documentation and Police Personnel Section review. 


1) The district/section/unit commander will ensure the required 
notification of eligibility is made by a supervisor within the time 
specifications established by FMLA. 


2) Maintain a copy in the employee’s Medical Jacket. 


2. Note the date of return on the unit copy when an employee returns to duty. 
Send a copy to Police Personnel Section. 


3. Ensure the district/section/unit timekeeper tracks all FMLA leave so no 
employee is carried on FMLA leave more than 12 weeks in a 12-month 
period. 


a. For cases in which the employee is entitled to military family leave as a 
caregiver for a covered service member, ensure FMLA leave does not 
exceed 26 weeks in a 12-month period. 


4. Ensure the appropriate Time Book symbols are used to reflect FMLA time 
taken. 


F. Police Personnel Section Responsibilities  


1. Receive copies of all FMLA paperwork. 


2. Review requests for FMLA to ensure Department compliance.  FMLA time 
off cannot receive final approval without the required Form WH-380E or F   
or equivalent. 


a. Police Personnel Section reviews all FMLA requests as the Police 
Chief’s designee. 


1) If the request does not meet FMLA and Department guidelines, 
Police Personnel Section will complete and forward a Form     
WH-382 to the employee within five business days of receipt of 
the documentation. 
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2)  If the request does meet FMLA and Department guidelines and 
contains adequate documentation, Police Personnel Section will 
complete and forward a WH-382 to the employee within five 
business days of receipt of the documentation and will notify the 
affected timekeeper and district/section/unit commander of 
pertinent leave information. 


3. Provide employees with notices regarding failure to certify, request for 
recertification or annual certification and designation of FMLA forms as 
needed. 


4. File the Form WH-380E or F or equivalent with the corresponding Form 25S. 


5. Record FMLA use in the Cincinnati Human Resource Information System 
(CHRIS). 


6. Maintain an updated list of employees who have taken leave under the 
provisions of FMLA and furnish timekeepers with updated lists as needed. 


7. Provide the Police Chief with a list of Department employees on FMLA leave 
through the weekly leave report. 


8. Serve as the Department liaison with EHS. 


G. Timekeeper Responsibilities 


 1. Receive and process FMLA paperwork. 


 2. Forward all Notification of Eligibility Form 17’s and a copy of the Form 25S 
for new FMLA to Police Personnel Section by the end of the shift. 


a. For existing certifications where a new FMLA condition is not being 
noted, Police Personnel Section does not need to receive the daily 
Form 25S. 


 
b. The original Form 25S will remain with the timekeeper.  When the 


FMLA instance is closed, forward the original Form 25S to Police 
Personnel Section.  All other original documents will be sent to Police 
Personnel Section when received. 


 
3. Record FMLA use in the Timekeeper FMLA Tracker and forward to Police 


Personnel Section during the first week of each month. 


4. Notify the administrative supervisor if the timekeeper becomes aware of an 
absence which may become FMLA eligible and/or when an employee may 
no longer be qualified for paid FMLA leave. 


 a. When contract and/or policy require a physician’s verification of illness 
to qualify for paid leave, the timekeeper will notify the administrative 
supervisor when an employee’s number of sick instances reaches the 
maximum amount allowed. 


  1) For AFSCME/CODE employees, the timekeeper will notify the 
   administrative supervisor when the employee reaches their 
   fifth sick instance in a rating period. 
 
 b. The administrative supervisor will advise the timekeeper if the 


employee should be carried in a no-pay status under FMLA for all 
subsequent sick instances during the rating period.  
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12.171 USE OF THE MOBILE COMMAND CENTER
 


Reference: 
 
Procedure 12.030 – Vehicles:  Assignment, Use, and Maintenance 
Procedure 12.035 – Reporting Police Vehicular Accidents and Damage 
Manual of Rules and Regulations – 2.03, 7.01, 7.03 
 
Information: 
 
The Mobile Command Center (MCC) is stored at the Regional Operations Center 
located at 2000 Radcliff Drive. 
 
Roof clearance for the MCC is 11’11”, therefore the MCC cannot be operated under 
some overpasses, i.e.; railroad overpass at 6300 Madison Road and the Rookwood 
overpass at 1699 Eastern Ave.  Use caution as there may be other overpasses too 
low to pass under. 
 
Tactical Planning Unit maintains a current list of qualified operators. 
 
There is no smoking in the MCC. 
 
Purpose: 
 
Provide guidelines for the proper use, care, and maintenance of the MCC. 
 
Procedure: 
 
A. Non-emergency use of the MCC 
 


1. Districts/sections/units wishing to use the MCC for special events or 
incidents must submit the request on a Form 17 through channels.  After 
approval by the Police Chief or the affected bureau commander, the 
requesting district/section/unit should contact the Tactical Planning Unit 
during normal business hours to reserve the MCC. 


 
B. Emergency Use of the MCC 


 
1. In an emergency, the Night Chief or a captain or above can request the 


MCC through PCS. 
 


a. A PCS supervisor will contact an operator to pick up the MCC and 
respond to the scene. 


 
C. Operation of the MCC 


 
1. Only Police Department or Fleet Services personnel who have the following 


qualifications may operate the MCC: 
 


a. A valid driver's license. 
 
b. Successful completion of training provided by Training Section. 
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2. Operator responsibilities 
 


a. Complete a Form 427, Cincinnati Police Vehicle Inspection Report, 
each time the MCC is placed in use.  Report any damage to the 
officer in charge (OIC) of the event or incident. 


 
1) Check that all additional equipment assigned is accounted for 


and operational. 
 
2) All communications equipment such as radios and cell phones 


will be secured in the communications cabinet. 
 


a) If any cell phone is removed, the user must provide the 
MCC operator a completed Mobile Command Center 
Telephone Log when returned. 


 
b. Complete the sign-out log each time MCC is put in use.  The sign-out 


log is located in the MCC. 
 
c. Position the MCC in a safe and secure area. 
 
d. Notify PCS of the location of the MCC when powered up. 
 
e. Ensure the MCC is set up properly and safely, including electrical 


connections. 
 
f. Assist other personnel in the proper use of any equipment in the 


MCC. 
 
g. When unattended, set the alarm on the MCC. 
 


1) Instruct the event or incident OIC how to set the alarm in the 
absence of the operator. 


 
h. Return the MCC to the Regional Operations Center in a clean 


condition free of any debris or trash. 
 
i. On the next business day after returning the MCC to quarters, notify 


Tactical Planning Unit of any supplies needed for the MCC. 
 
3. Event or incident OIC responsibilities 


 
a. Ensure the MCC is used for its intended purpose. 
 
b. In the absence of the assigned operator ensure the alarm is set. 


 
1) Initiate a directed patrol (DIRPAT). 
 
2) Advise PCS of location and times the MCC will be unattended. 


 
c. Permit only authorized personnel inside the MCC. 


 
1) Record all cellular phone calls and FAX transmissions on the 


Mobile Command Center Telephone Log. 
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a) Personnel will use the cellular phone and FAX machine 


only to conduct City business.  Personal calls are 
prohibited. 


 
b) When the event or incident is completed send the Mobile 


Command Center Telephone Record to Tactical Planning 
Unit. 


 
d. Email Tactical Planning Unit with any defects or damage with the 


MCC on the next business day. 
 


1) Ensure all necessary forms and reports are completed according 
to Procedure 12.035, Reporting Police Vehicular Accidents and 
Damage. 


 
4. In the event of mechanical failure contact the Municipal Garage. 
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19.109 AUTOMATED EXTERNAL DEFIBRILLATOR 
 


References: 
 
American Heart Association – Healthcare Provider (CPR/AED)  
Ohio Revised Code Chapter 2305.235 – Immunity of Person Involved with           
                                                                 Providing Automated External                
                                                                 Defibrillation 
Ohio Revised Code Chapter 3701.85 – Automated External Defibrillator –            


                               Requirements for Use 
House Bill 717 -122nd General Assembly 
Federal Occupational Health – Public Access Defibrillation Guidelines 
 
Definitions: 


 
Automated External Defibrillator (AED) - An automated computerized medical 
device programmed to analyze and interpret the heart rhythm of a person in 
cardiac arrest.  The device will advise through voice instructions if an electrical 
shock is appropriate and will prompt the user to push the shock button to deliver 
an electrical shock.  
 
Cardiopulmonary Resuscitation (CPR) - Rescue breathing and external 
cardiac compression applied to a victim in respiratory and/or sudden cardiac 
arrest. 
 
Sudden Cardiac Arrest (SCA) - A significant life-threatening event which occurs 
when a person’s heart stops or fails to produce a pulse due to ventricular 
fibrillation or ventricular tachycardia (unorganized electrical activity or arrhythmia 
of the heart). 
 
Public Access Defibrillation (PAD) Medical Director - A supervising physician 
who provides medical direction and oversight of the Department’s PAD program.  


 
Automated External Defibrillator (AED) Program Coordinator - A Training 
Section supervisor responsible for the training, application, and oversight of the 
Department’s AED program.  The supervisor is responsible for notifying the PAD 
medical director when an AED is used in an SCA incident.   
 
Automated External Defibrillator (AED) Site Coordinator - A 
district/section/unit sworn/non-sworn supervisor designated to ensure the 
completion of forms which document the use of the AED for a SCA.  The 
supervisor will complete monthly maintenance checks of the AED.   
 
Purpose: 


 
Familiarize Department employees with guidelines for training, application, 
location, maintenance and the notification process in the use of the AED.   
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Policy: 
 
All employees of the Cincinnati Police Department who are certified as 
Healthcare Providers in CPR/AEDs will provide aid to anyone who is in sudden 
cardiac arrest (SCA) by following the early defibrillation response procedure.  
Training Section will maintain a list of all certified employees.  Only personnel 
certified in the use of the AED will operate the device. 
 
The Training Section commander will designate a Training Section supervisor to 
coordinate the AED program.   
 
The AED program coordinator is designated as the Department’s liaison 
regarding all matters on the Department’s PAD program.  The AED program 
coordinator will insure a Form 17, Notification of Intent to Renew CPR/AED 
Certification, is forwarded to non-sworn employees within 30 days of expiration of 
their certification.   
 
District/section/unit commanders will designate a sworn/non-sworn supervisor 
certified in CPR/AED training as the AED site coordinator to maintain the AED(s) 
within their facility. 
 
AEDs must be tested and maintained as required by the manufacturer’s 
guidelines.  The periodic testing and maintenance of AEDs outlined in this 
procedure complies with the manufacturer’s routine maintenance guidelines as 
indicated in the owner’s manual and supplied with each AED. 
 
Information: 


 
Millions of Americans suffer from cardiovascular disease.  One-third of cardio- 
vascular deaths are a result of cardiac arrest, the sudden and unexpected loss of 
heart function.  Most often, cardiac arrest is due to chaotic beating of the heart 
(ventricular fibrillation) which can be restored to a normal rhythm if treated early 
with electric shock (defibrillation).  For every minute that passes between the 
cardiac arrest and defibrillation, the probability of survival decreases by 7 to 10 
percent.  After 10 minutes, the probability of survival is extremely low.  
 
The American Heart Association (AHA) advocates establishing a Public Access 
Defibrillation (PAD) program that places AEDs close to the victim to ensure the 
people most likely to arrive first at a medical emergency are equipped to provide 
the proper help.  “Public Access”, should not be interpreted as any citizen having 
the right to use an AED; the term only refers to the accessibility of the device by 
persons who have been certified in the use of AEDs.  The AHA recommends, 
when practical, AEDs be placed in locations throughout a workplace that will 
permit the use of AEDs within three to five minutes of a recognized cardiac 
arrest.  The AED automatically assesses the victim’s heart rhythm and if 
necessary, will prompt the user to push the shock button to deliver an electrical 
shock.  The AED will not deliver a shock (even if the shock button is depressed 
by the user) unless the heart rhythm is determined to be shockable.   
 
All sworn employees receive mandatory training and certification in CPR and the 
use of the AED every two years as approved by and in accordance with AHA 
guidelines for the Healthcare Provider.   
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Non-sworn employees may volunteer to receive approved AHA training to 
acquire CPR/AED certification.   
 
AEDs are prescription devices.  Plans and procedures must be approved by the 
PAD medical director before authorization is given for a prescription for the 
procurement of the device(s). 
 
All Cincinnati Police Department facilities are equipped with the Phillips 
HeartStart FRx defibrillator which is easily identified in its bright red carry case 
and is mounted next to the AED wall sign for quick reference.  
 
AEDs are typically placed in common areas.  Personnel should familiarize 
themselves with the location of the AED within their facility.  
 
The AED comes with a battery installed, a carrying case with a quick reference 
guide, a spare battery, two sets of defibrillation pads, and an Infant/Child Key 
(when treating an infant or child less than 55 pounds).  Attached to the AED is a 
personal protection kit containing scissors, razor, gloves, hand towel and pocket 
breathing mask.  Excess hair on the subject’s chest should be removed with the 
supplied razor; a smooth shave is not required.  Place used items and potentially 
hazardous materials in a biohazard bag.   
 
Upon the use of an AED for a SCA, supervisors must ensure the proper reports 
are completed to document the incident for medical review and to evaluate the 
medical response.  The AED Incident Report form is part of the patient care 
record and is confidential to both the victim of an SCA and the Cincinnati Police 
Department.  To comply with the Health Insurance Portability and Accountability 
Act of 1996 (HIPAA) laws, the personal information of a victim of a SCA will not 
be released.   
 
Supervisors will complete a Form 91SP, Supervisory Investigation of Employee 
Injury, for injuries to employees occurring as a result of a SCA.  Contact 
Personnel Section when unable to determine if a Form 91SP must be completed.  
 
The Employee Health Service (EHS) physician will not be contacted when an 
employee is the victim of a SCA which does not result in the employee sustaining 
injuries. 
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Procedure 
 
A. Medical Emergency Response requiring the Use of the AED 
 


1. Personnel on the scene who become aware of a medical emergency 
will immediately contact PCS via radio or by dialing 911 and provide 
the location of the emergency and necessary medical information for 
responding Fire Department personnel. 


 
a. If a department member is the victim of a SCA or when 


circumstances are warranted, consider requesting a Peer 
Support Crisis Intervention Team member respond. 


 
2. Request a supervisor respond to the scene. 
 
3. Only personnel certified in the use of the AED will operate the device. 
 
4. The AED will be applied only to subjects who are unresponsive and 


not breathing. 
 
5. The AED should be used only on dry surfaces. 
 


a. If the victim of an SCA is lying on a wet surface, remove the 
victim to a dry surface.  If victim is wet, dry the victim before 
applying the pads. 


 
6. Turn on the defibrillator and follow its prompts. 
 
7. Insert the Infant/Child key when the victim of a SCA is less than 55 


pounds. 
 


a. The defibrillator automatically reduces the defibrillation energy 
and provides specific voice and CPR coaching for the treatment 
of infants/children. 


 
8. Defibrillation shocks are to be delivered only in accordance with 


Training Section’s early defibrillation response procedure.  If the 
device advises no shock, follow the approved AHA protocols for 
patient care and CPR as indicated below. 


 
a. If subject is not breathing and there are no signs of circulation, 


administer CPR until: 
 


1) Subject regains signs of circulation.  
 
2) The defibrillator prompts the user to stop CPR so it can 


perform analysis. 
 
3) Fire Department personnel arrive and assume care of 


subject. 
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9. The AED can be used on persons with an implantable pacemaker or 
internal defibrillator; however, the pads should not be placed directly 
over the implanted device.  Place the defibrillation pads as close to the 
recommended pad placement area as possible. 


 
10. Do not remove the pads or turn off the device unless prompted by Fire 


Department personnel. 
 
11. Care of the subject will transfer to Fire Department personnel upon 


their arrival. 
 
12. Place all potentially hazardous material in a biohazard bag to be 


transported to a fire station or a hospital for disposal. 
 


B. Reporting the Use, Maintenance, and Annual Review of the AED 
 


1. Upon notification of the use of an AED for a SCA, the responding 
supervisor will: 
 
a. Ensure an AED Incident Report form is completed.  


 
1) Complete Part 1 and Part 2. 
 


b. Forward a copy of the AED Incident Report form to the AED site 
coordinator. 


 
c. Forward the original AED Incident Report form to the AED 


program coordinator. 
 


d. Complete Form 91SP, Supervisory Investigation of Employee 
Injury, for an injury to an employee which occurs as a result a 
SCA, e.g., an employee receives a head injury as a result of a 
fall before, during or after a sudden cardiac arrest incident. 


 
1) An employee suffering a SCA without reported injuries 


does not require the completion of Form 91SP. 
 


e. Complete Form 18I, Injury to Prisoner, when a prisoner is the 
victim of a SCA not the result of the use of force, while under or 
just prior to police control, requiring the use of an AED. 


  
1) If the arrested is seriously injured or is admitted to a 


hospital including for observation purposes only, 
immediately notify the district/section/unit commander of 
the facility where the incident occurred, the affected bureau 
commander and the Night Chief/Duty Officer, if on duty.  


 
2) The on-duty command officer will determine whether CIS 


will be notified.  
  
f. Make a blotter entry describing the incident and action taken.   
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1) To comply with the Health Insurance Portability and 
Accountability Act of 1996 (HIPAA) laws, the subject’s 
name and other personal information will not be released.  


 
2. The AED Site Coordinator will: 


 
a. Upon review and approval, forward the copy of the AED Incident 


Report form to the AED program coordinator. 
 


b. Immediately complete a post-use safety check of the AED.  
 


1) Inspect the defibrillator for damage, missing parts, and for 
the presence of biohazard material. 


 
a) Use a soft cloth dampened in soapy water; or two (2) 


tablespoons of chlorine bleach per quart of water; or 
70% isopropyl (rubbing) alcohol to clean biohazard 
material located on the device. Do not use solvents 
or abrasive materials.  


 
b) Immediately report damaged, missing or used parts to 


the AED program coordinator. 
 
c. Ensure a new set of SMART Pads II is connected into the cable 


connector. 
 


1) Spare pads are located in the carry case  
 
2) If the  pads are not connected or are not seated properly, 


the defibrillator will begin to chirp and the “i”-button will 
flash. 


 
d. Perform a battery insertion test by removing the battery for five 


seconds and reinstalling it, replace the battery if indicated. 
 


1) A spare battery is located in the carry case. 
 
2) Upon completion of the self-test, the green “Ready” light 


will blink indicating the battery and defibrillator are ready for 
operation. 


 
e. Check accessories and spare supplies for damage and 


expiration dates. 
  


f. Perform a monthly inspection of the AED(s) and complete the 
AED Monthly Maintenance Checklist form by the 10th of each 
month.  


 
1) Forward a copy of the AED Monthly Maintenance Checklist 


form to the AED program coordinator, list any problems or 
concerns with the defibrillator. 
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3. The AED Program Coordinator will: 
 


a. Forward the AED Incident Report form to the PAD medical 
director. 


 
b. Ensure the incident data stored in the AED’s internal memory is 


downloaded within twenty-four hours after a SCA incident. 
 
1) The downloaded data will be forwarded to the PAD medical 


director.  
 
2) A printed copy of the data retrieved from the data card will 


be maintained by the AED program coordinator. 
 


c. Ensure replacement of the necessary supplies for each of the 
AEDs e.g., personal protection kit, battery pack, defibrillator 
pads, etc.  


 
d. Conduct a debriefing with the defibrillator operator and other 


personnel at the scene within 3 days to evaluate any deficiencies 
in the response and application of the AED. 


 
e. Maintain a file of the AED Incident Report forms and the AED 


Monthly Maintenance Checklist forms. 
 


1) If the victim of a SCA is a Department employee, file the 
AED Incident Report in the employee’s medical jacket.   


 
2) If the victim of a SCA is someone other than a department 


employee, a separate file must be maintained. 
 
f. Forward Form 17, Notification of Intent to Renew CPR/AED 


Certification, to non-sworn employees within 30 days of 
expiration of certification, verifying the employees intent to re-
certify. 


 
g. Annually review the PAD program with the PAD medical director 


for updates on information and recommendations for 
implementation based upon current scientific literature.   
 
1) Revisions require a new or renewed prescription and must 


be authorized by the PAD medical director. 








19.110


19.110 PEER SUPPORT CRISIS INTERVENTION TEAM 
 
Reference: 
 
Procedure 18.107 - Peer Support Program  
Procedure 19.106 - Post Shooting Trauma 
CALEA Standard 1.3.8 
 
Definition: 
 
Crisis - Traumatic event, whether on or off duty, that affects a department employee.  
The employee may show the following signs of being traumatized after being victimized 
or experiencing the event(s): 
 
1. Obvious physical signs of emotional trauma (e.g., crying, shaking, shock) 
2. Heightened sense of danger 
3. Sleep difficulties/nightmares 
4. Flashbacks/intruding thoughts 
5. Emotional numbing 
6. New depression 
7. Guilt/sorrow/remorse 
8. Suicidal thoughts 
9. Feeling loss of control - panic/anxiety attacks 
10. Other behaviors not characteristic of the person, based upon past knowledge 
 
Policy: 
 
Ensure a department employee's mental and emotional well being after experiencing a 
traumatic event.  The employee may receive assistance from the peer support program, 
assessment and counseling by the Police Psychologist, and/or administrative leave. 
 
This procedure is not intended to question the employee's conduct at the time of the 
incident or subsequent actions arising from the incident.  It addresses the 
administration’s concern for the employee involved. 
 
This policy applies to situations in which an employee has faced the clear and 
immediate threat of death or has been involved in an incident where death occurs.  This 
may include, but is not limited to, the following: 
 
1. A person takes control of an officer's weapon and attempts to kill or wound the 


officer or someone else. 
 
2. An officer is fired upon or attacked to the extent that his life was in serious peril. 
 
3. A person dies while in the custody of an officer. 
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4. An employee is unsuccessful in preventing a person from dying (e.g., suicide, 
attempting to save a child in a fire, or someone taking the life of another). 


 
5. Any traumatic incident where the employee could benefit from peer 


support/psychological counseling. 
 
Procedure: 
 
A. Selection Criteria: 
 


1. Current peer support team members will be selected for the Peer Support 
Crisis Intervention Team based on: 
 
a. Their level of maturity and life experiences. 
 
b. Having already experienced a traumatic event. 
 
c. Their ability to relate to people empathetically (good listener). 
 
d. A minimum of four years of police experience or equivalency. 
 
e. Their willingness to volunteer their time (respond whenever called). 
 
f. Successful completion of specialized training. 
 


B. Peer Support Crisis Intervention Team Member Role: 
 


1. Provide assistance to any department employee or family member in 
identifying their own concerns and assist or direct them toward self help or 
other referral needs. 


 
2. Provide follow-up support as long as needed. 
 


C. Traumatic Event or Crisis: 
 


1. When an employee is experiencing any of the symptoms listed above: 
 


a. A supervisor can recommend, request, or order an employee to make 
an appointment with the Police Psychologist. 


 
b. An employee can: 


 
1) Request an appointment on his own with the Police Psychologist, 


or 
 
2) Seek out a Peer Support Crisis Intervention Team member. 
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2. When an employee is involved in a traumatic event or crisis: 
 


a. Police Communications Section (PCS) will contact an on-duty Peer 
Support Crisis Intervention Team member.  If an on-duty team member 
is not available, PCS will contact an off-duty team member, via the Peer 
Support Crisis Intervention Team list, to provide assistance to the 
employee. 


 
1) Peer Support Crisis Intervention Team members officially called 


out by PCS will sign a Peer Support Program Policy (Form 608) 
before talking with an employee involved in a traumatic event or 
crisis. 


 
a) The responding Peer Support Crisis Intervention Team 


member’s name will be included in the Department’s official 
report of the incident. 


 
b. PCS will also contact the Police Psychologist, who will consult with 


personnel familiar with the incident. 
 


1) The psychologist will then determine whether it is necessary to 
meet with the employee at that time. 


 
3. The employee will be placed on administrative leave.  During this time, the 


employee will meet with the Police Psychologist for debriefing, support, and 
guidance.  The Police Psychologist will determine if additional psychological 
intervention is needed.  If the Police Psychologist decides time off is 
necessary, he will contact Police Personnel Section. 


 
a. Administrative leave, sick with pay (SWP), or injured with pay (INU or 


IUF) may be granted upon approval of the Personnel Section Director. 
 


1) The Personnel Section Director will direct the affected 
district/section/unit to complete an Application for Leave of 
Absence (Form 25-S). 


 
a) Personnel Section will handle the administrative paperwork 


and notify the employee's district/section/unit as to changes 
in the employee's work status. 


 
b. Employees may see an outside or private psychologist/psychiatrist 


while on administrative leave, but must assume the expense of such a 
consultation.  Employees may also contact the Public Employees 
Assistance Program (PEAP). 


 
1) Send documentation of this visit to Personnel Section. 
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12.172 NIGHT INSPECTOR 
 
Information: 
 
This procedure is to inform field supervisors of their responsibilities to the Night 
Inspector, when to notify the Night Inspector of incidents, and provide direction to 
lieutenants who are temporarily assigned Night Inspector duties. 
 
Lieutenants periodically assigned these duties are encouraged to review the 
Night Inspector Job Description found on the H drive of Department computers, 
located in the Job Descriptions folder. 
 
Policy: 
 
The Night Inspector shall exercise authority commensurate with the 
responsibilities of the ranking officer on duty and be accountable directly to the 
Office of Operations Commander. 
 
The SWAT Commander or designee is the tactical OIC of a SWAT operation 
and will command all personnel involved, in cooperation with the Night Inspector 
and district supervisors. 
 
Procedure: 
 
A. Supervisors should notify the Night Inspector of all critical incidents as soon 


as they become aware.  Incidents requiring notification of the Night 
Inspector are, but not limited to: 
 
1. Working fires. 
 
2. All uses of force. 
 
3. Injuries to prisoners or officers. 
 
4. Any auto accident involving officers or where serious injuries 


occurred. 
 
5. Major road closures. 
 
6. Any arrest, including large quantity of drugs or weapons, which 


deserve the Senior Command Staff’s immediate attention, or 
newsworthy events. 


 
7. Original violent felony arrests, original felony sex offenses, and 


original felony offenses involving a minor as a victim. 
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8. Prior to the execution of a search warrant. 
 
9. All mutual aid requests such as K-9 deployment. 
 
10. Requests for recall of personnel. 
 
11. Protests, labor disputes or civil disorder. 
 
12. Personnel issues involving disciplinary measures above written 


counseling. 
 
13. Requests for a media release. 
 
14. The Night Inspector may be conferred for advice, direction, or when 


incidents are considered outside normal circumstances and may have 
an impact on daily operations or affect the reputation or perception of 
the Department. 


 
B. Duties of the Night Inspector. 


 
1. In addition to all duties described in the job classification, these duties 


are provided as a guide to assist in the daily responsibilities. 
 
a. The Night Inspector generally is assigned to 2000 to 0400 hours, 


but hours may vary based upon the needs of the Department. 
 
b. Notify the Emergency Communications Center (ECC) when on 


duty and provide your working hours and a cell phone number 
for contact.  Inquire if there are any significant incidents. 


 
c. Set the portable radio to scan. 
 
d. Night Inspectors will tour the city and indicate in the 


district/section/unit blotter they have visited and inspected the 
facility. 


 
e. Relief lieutenants assigned Night Inspector duties are not 


required to tour the city, but must monitor citywide operations 
and be available to respond upon request. 


 
f. Once notified to respond to an incident, monitor the incident on 


the radio while enroute, make sure an OIC has been designated 
prior to your arrival and provide any needed assistance or 
direction. 


 
g. Notify ECC when securing. 
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C. Administrative Duties. 


 
1. Preparing Daily Rounds. 


 
a. Rounds should be documented on a Form 202A, Commanding 


Officer’s Daily Time Report, found in the CPDFORMS folder on 
the H drive of Department computers. 


 
b. Submit daily rounds at the end of the tour.  Forward email copies 


to all captains, assistant chiefs and the Chief’s administrative 
assistant. 


 
c. Begin the rounds with your starting time and who you notified at 


ECC. 
 
d. The rounds should contain a list of your activities, observations and 


any incidents you were notified of or responded to.  List each incident 
separately, including the time you were notified, by whom, along with 
basic information about persons, places, and facts involved. 


 
e. Incidents confidential or of sensitive nature should not be 


reported in the rounds, but should be documented on a Form 17 
and submitted through channels. 
 
1) Original citizen complaints that are not part of other 


documented police action reported in the rounds, such as 
use of force or injury to prisoner, should be emailed to the 
Office of Operations Commander. 


 
2. Form 202NI, Night Inspector Duties Report  


 
a. On the Friday prior to each work week, Inspections Section will 


assign a listing of nightly inspections to be conducted by the Night 
Inspector for the coming week.  This listing will vary each week, at 
the discretion of the Inspections Section Commander.  Department 
personnel will adhere to requests by the Night Inspector to perform 
this inspection function.  Relief lieutenants assigned Night 
Inspector duties are not required to complete the Form 202NI. 


 
b. Complete a Form 202NI daily for each shift worked. 


 
1) The Form 202NI is available in the CPDFORMS folder on 


the H drive of Department computers.  The form shall be 
completed electronically. 
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c. Night Inspectors shall electronically submit the completed Form 
202NI to the Inspections folder on the H drive. 


 
d. Inspections Section will compose a monthly summary report 


from the Form 202NIs received, and send the summary through 
the chain of command. 
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19.130 LIMITED DUTY AND EXTENDED SICK PERSONNEL 


Reference: 


Americans with Disabilities Act (ADA) 
Procedure 19.131, Employee Pregnancies 
Procedure 19.140, Outside Employment 
Procedure 13.110, Assignment, Rotation and Transfer of Personnel 


Policy: 


The Department will grant temporary assignment transfers to limited duty employees 
who are temporarily unable to perform the full range of duties required by their current 
classification due to an on-duty illness or injury.  If an employee becomes temporarily 
incapacitated due to an off-duty injury, the Department may grant a temporary 
reassignment, as recommended by the treating physician’s documentation and 
dependent upon staffing levels. 


Placement in a temporary assignment shall be consistent with the Department’s needs 
and the employee’s specific incapacitation, restrictions, and abilities.  A temporary 
assignment transfer will not be considered permanent. 


Procedure: 


A. Temporary Limited Duty Assignments: 


1. Personnel Section will assign all personnel placed on temporary limited duty 
based upon the needs of the Department. 


a. District/section commanders or acting commanders will advise 
Personnel Section’s Supervising Management Analyst if temporary 
limited duty personnel can be utilized in their current unit of assignment. 


b. Appeals of the Personnel Section’s Supervising Management Analyst 
decision will be to the Bureau Commander or the Police Chief. 


B. Outside Employment While on Limited Duty: 


1. Outside Employment Extension of Police Service Details 


a. While Department members are on limited duty status, they are 
prohibited from engaging in outside employment as an extension of 
police service, whether in uniform or civilian clothes.  Since limited duty 
officers are unable to provide a full range of services while on duty, they 
could not be expected to do so if engaged by a private employer. 


Revised 01/30/14, Replaces 03/06/12 1 







19.130 


2. Outside Employment Not Police Related 


a. This type of employment will be permitted as long as it does not exceed 
the individual's capabilities and does not conflict with his/her limited 
duty status.  The work restrictions and/or limitations noted on the 
treating physician’s report will be considered in determining an 
individual's capabilities.  If restrictions are lifted, he/she will be returned 
to full duty.  If restrictions affirmed, he/she will be on restricted duty and 
be restricted from outside employment. 


C. Medical Separations: 


1. On-duty and off-duty related limited duty and extended leave will be reviewed 
on a regular basis. 


2. When it is medically documented that the employee will not be able to return 
to full duty status in the foreseeable future, a letter from the Police Chief and 
countersigned by the Human Resources Department Director will be given to 
the affected employee advising him/her that due to their medical status and 
prognosis, he/she will be medically separated.  The letter will contain: 


a. The specific date of separation, which will usually be the Sunday 
closest to 60 days from the date of the letter. 


b. A statement regarding the Civil Service appeal for reinstatement after 
separation, when appropriate. 


1) Sworn personnel can apply for reinstatement within 5 years of 
their medical separation date if they become able to perform the 
full range of duties within that timeframe, as determined by the 
City Physician. 


c. A due date for a written response to the Police Chief, if the employee 
believes the injury/illness is covered by the Americans with Disabilities 
Act (ADA), and the employee is requesting accommodation under ADA.  
This due date will be 10 days from the date of the notification letter.  
The employee must complete an ADA request for accommodation form, 
which is attached to the medical separation letter and include a letter 
from their physician stating their specific limitations. 


1) Sworn employees are not guaranteed a non-sworn position if they 
are unable to return to full duty status in the foreseeable future. 


D. Request for Reasonable Accommodation 


1. The Department will ensure any request for an ADA accommodation will be 
immediately reviewed by the Department ADA review team, which is 
coordinated by Personnel Section’s Supervising Management Analyst. 


a. Within 5 days after the review team decision and following approval by 
the Police Chief, a written decision will be provided to the employee. 
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2. If the request for accommodation can be handled within the Department, 
Personnel Section will coordinate the process including the necessary 
paperwork. 


3. If a request for accommodation cannot be handled within the Department, 
Personnel Section’s Supervising Management Analyst will forward the 
request to the City ADA coordinator.  That coordinator will review the request 
and search for possible accommodations on a city-wide basis in an attempt 
to accommodate the employee. 


a. The City ADA coordinator will remain in contact with Personnel 
Section’s Supervising Management Analyst and the affected member. 


b. A written decision will be sent to the affected member as quickly as 
possible. 


c. The employee will have 10 days to notify the Police Chief of his intent to 
accept or decline the accommodation. 


4. If the employee’s request does not meet the requirements for an 
accommodation under the ADA law, he/she will be notified in writing within 5 
days after the decision by the review team and following approval by the 
Police Chief. 


5. Appeal of either the Department or the City ADA Coordinators’ written 
decision can be made to the Human Resources Department Director with 10 
days of receiving the decision. 


6. If the employee is not successful in the appeal process, the medical 
separation date will be reinstituted. 


7. Any sworn employee who receives an ADA accommodation will: 


a. Be reclassified to a non-sworn position. 


b. Be relieved of their Department-issued firearm and powers of arrest. 


c. Surrender all police equipment. 


d. Be reissued a civilian identification card, if assigned to the Department. 


e. Have no authority or responsibility to take police action. 
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12.190 POLICE SUBSTATIONS 


Reference: 


Procedure 17.110 – Requisition and Inventory Control: Equipment Supplies, and 
Services 


Manual of Rules and Regulations 


Purpose: 


To identify a location within the community to work in partnership with the citizens and 
provide access to police services. 


To ensure every substation is properly acquired and maintained. 


Policy: 


The use of the substation is for official Police Department business.  Only authorized 
persons on official business are permitted in the substation.  Any real estate in which 
Police Department personnel or their immediate family have any financial interest will 
not be considered for use as a substation.  District supervisors will conduct random 
inspections to ensure procedural compliance. 


Information: 


The Neighborhood Liaison Sergeant is the official Department contact with the property 
owner.  The Police Department will consider a site for a substation based on the 
following criteria/conditions: 


• Twenty-four hour accessibility 
• Restroom accessibility 
• Decals or other signage identifying facility as a Cincinnati Police Department 


substation must be visible from the outside.  The Cincinnati Police Department will 
provide decals. 


• Provide one telephone for police use. 
• Provide one desk, two chairs and a filing cabinet. 
• Provide keys to utilities and all access doors. 
• Provide general building maintenance. 
• Nothing in this procedure precludes the provision of items by sources other than the 


property owner, upon approval from the Police Chief. 


Procedure: 


A. Approval Process 


1. The Neighborhood Liaison Sergeant will conduct the initial site assessment 
of the prospective substation, complete the Substation Request Form (Form 
17SS) and submit with recommendations, via chain of command. 
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2. The District Commander will review the Form 17SS and forward with 
recommendations to the Patrol Bureau Commander. 


3. The Patrol Bureau Commander will review the Form 17SS and forward with 
recommendations to the Police Chief. 


B. Use of Facility 


1. Police personnel will notify Emergency Communications Center (ECC) of a 
directed patrol while at a substation. 


2. Police personnel will notify the Neighborhood Liaison Sergeant of any 
deficiencies or problems that exist. 


C. Access Keys/Alarm Codes 


1. The Neighborhood Liaison Sergeant  will determine distribution of keys/alarm 
codes to beat personnel.  Upon transfer from a district all police substation 
keys will be returned to the Neighborhood Liaison Sergeant. 


2. The Neighborhood Liaison Sergeant will ensure all keys/alarm codes are 
available for: 


a. All District Supervisors 


b. Inspections Unit  


D. Substation Inspections 


1. Shift supervisors will conduct random inspections of police substations. 


2. The Neighborhood Liaison Sergeant will conduct monthly inspections of all 
substations. 


a. The Neighborhood Liaison Sergeant will complete a Form 17 MS, 
Monthly Substation Form and a Form MSI, Monthly Substation 
Inspection Checklist.  These forms must be completed by the 15th of 
each month, noting the results of the monthly inspection. 


1) Forward the Form 17MS and the Form MSI with comments to the 
District Commander for approval. 


b. Maintain the original Form 17MS and Form MSI at each district for 
random access by Inspections Unit. 
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12.200 SNOW EMERGENCIES AND HAZARDOUS ROAD 
CONDITIONS 


Reference: 


Cincinnati Municipal Code 502-25 - Snow Emergency 
Cincinnati Municipal Code 508-34 - Special Parking Restrictions 
Ohio Revised Code Section 2921.331 – Failure to Comply with Order or Signal of Police Officer 
Procedure 12.270, Impounding, Moving, and Release of Vehicles 


Purpose: 


Outline an orderly process to be followed when roadways become hazardous due to 
snow or ice. 


Expedite traffic movement when road conditions are hazardous due to inclement weather. 


Information: 


The City Manager will declare and cancel all City snow emergencies.  City snow 
emergencies will be directed at restricting parking along snow emergency routes.  This 
information will be transmitted to the Emergency Communications Center (ECC) by the City 
Manager, or their designee, who will normally be the on-duty Public Services supervisor. 


The Hamilton County Sheriff will declare and cancel all Level 3 snow emergencies.  
This information will be transmitted to the ECC by the Hamilton County 
Communications Center.  When a Level 3 snow emergency is declared, all highways 
and roadways, including those within the City of Cincinnati, are closed to non-
emergency personnel.  Those traveling on highways and roadways are subject to arrest 
per Ohio Revised Code Section 2921.331. 


The City Manager has designated the City’s Director of Communications as the media 
liaison for the City of Cincinnati during all City or County snow emergencies.  The Public 
Information Office will work directly with the Traffic and Road Operations Division and 
the City’s Director of Communications to ensure the accurate and timely release of all 
information during a snow emergency. 


If an emergency is declared, the owner/operator of a vehicle must move the vehicle 
from the snow emergency route immediately. 


Procedure: 


A. Hazardous Road Conditions 


1. When hazardous conditions are probable, officers will routinely check 
primary traffic routes, and if conditions warrant, notify the District officer in 
charge (OIC). 


2. During severe weather, responding to vehicle accidents and making accident 
reports in which the vehicles are drivable and there are no injuries can be 
suspended by the Patrol Bureau Commander or their designee. 
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3. Activating and terminating flashing lights 


a. If conditions warrant, the District OIC will direct officers to: 


1) Place traffic control signals on flashing cycle at hazardous 
intersections (see Section A.4.b. for suggested locations). 


2) Return lights to regular cycle after hazardous conditions have 
been eliminated. 


NOTE: Extreme caution should be exercised in the use of flashing 
traffic control signals, especially at school crossings. 


b. Officers will notify District desk personnel of street conditions and that 
traffic signals have been placed on flashing. 


c. District desk personnel will: 


1) Notify Public Services Customer Care of the signals that have 
been put on flashing at 591-6010, Monday through Friday, 
between 0700 and 1700 hours. 


a) On Saturday, Sunday and weekdays after 1700 hours, call 
Public Services Emergency Line at 615-3996 for road 
conditions and 378-6204 for traffic signals. 


2) Obtain the name of person notified. 


3) Make a blotter entry which includes the name of the person 
notified, the time, location, reason, and officer making the light 
change. 


a) A blotter entry will be noted when the lights are returned to 
normal cycle. 


4) District supervisors will review these blotter entries during their 
current tour of duty. 


d. As soon as an intersection where red or amber lights are flashing has 
been treated, the Public Services supervisor in charge will notify the 
designated Transportation and Engineering personnel. 


e. Upon examining conditions at the flashing light location, Transportation 
and Engineering personnel will exercise their discretion whether to 
return the light to normal operation or retain the flashing cycle. 


1) Both Transportation and Engineering personnel and the Police 
have the discretionary responsibility to return the flashing light to 
normal operation if, in their opinion, it will alleviate an undesirable 
traffic condition.  Transportation and Engineering Department has 
final authority in case of disagreement. 


4. The District OIC will: 


a. Reroute traffic only when absolutely necessary. 
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b. Assign officers to key intersections when conditions prevent the use of 
traffic control signals. 


SUGGESTED LOCATIONS: 


c. District One 


1) Third Street and Broadway 


2) Third and Elm Streets 


3) Fourth and Elm Streets 


d. District Two 


1) Columbia Parkway and Delta Avenue 


2) Columbia Parkway and Torrence Parkway 


3) Columbia Parkway and Tusculum Avenue 


4) Delta Avenue and Griest Avenue 


5) Delta Avenue and Observatory Avenue 


6) Madison Road and Observatory Avenue 


7) Paxton Avenue and Erie Avenue 


8) Paxton Avenue and Marburg Avenue 


9) Beechmont Avenue and Redfield Place 


10) Hackberry Avenue and Taft Road  


11) Dana Avenue and I-71 (NB entrance ramp) (SB exit ramp) 


e. District Three 


1) Harrison Avenue and Queen City Avenue 


2) Eighth Street and State Avenue 


3) Hopple Street and Beekman Street 


4) Grand Avenue and Warsaw Avenue 


f. District Four 


1) Reading and Paddock Roads 


2) Reading Road and Seymour Avenue 


3) Gilbert Avenue and Eden Park Entrance 


4) Gilbert Avenue and Victory Parkway 


5) Madison Road and Vista Avenue 


6) Victory Parkway and Dana Avenue 
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g. District Five 


1) Central Parkway and Western Hills Viaduct 


2) Ravine and McMillan Streets 


3) Knowlton's Corner 


4) Lafayette Avenue and Ludlow Avenue 


5) Middleton and Ludlow Avenues 


6) 3035 Jefferson Avenue (Jefferson and W. St. Clair) 


7) Woodside Place and W. St. Clair Avenue 


8) 3217 Clifton Avenue (Good Samaritan Hospital) 


9) Blue Rock Road and Colerain Avenue 


10) Spring Grove Avenue and Winton Road 


5. Placement of barricades 


a. If it becomes necessary to place barricades, an officer will respond to 
the storage place(s) and place a barricade(s) at a needed location(s). 


1) Notify the District of placement of barricade(s). 


a) District desk personnel will notify CIN-1 (Line 2938). 


b) Both units will maintain a log. 


2) ECC will issue an All County Broadcast (ACB) and notify Fire 
Dispatch to send a General Broadcast (GBDC) teletype advising 
emergency units county wide of the location of street(s) that have 
been barricaded. 


b. When weather conditions permit, officers will return the barricades to 
their place of storage and notify District desk personnel to place a 
disposition in the blotter. 


1) Officers assigned to retrieve the barricades will notify a supervisor 
of any not found at the assigned location. 


c. Districts are responsible for marking the barricades as “Police 
Department Equipment” and will note on the barricade the location that 
it must be returned to. 


d. District desk personnel will notify CIN-1 (Line 2938) what streets have 
been re-opened. 


e. ECC will issue an ACB, notify Fire Dispatch and send a GBDC teletype 
advising emergency units county wide of the location of street(s) that 
have been re-opened. 
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B. Snow Emergencies 


1. City of Cincinnati snow emergencies 


a. After notification by the City Manager, or the designee, of the official 
City snow emergency declaration, ECC will record the time of the 
notification and notify the Patrol Bureau Commander, or their designee, 
and all Department units by radio and teletype. 


1) The OIC of each District will also be notified, via telephone by 
ECC, and informed of the reporting time and location for detailed 
personnel. 


2) District supervisors will ensure all uniformed personnel have a 
current copy of the Snow Emergency Route Street Listing, which 
can be obtained from Traffic Unit. 


b. ECC will notify the City’s Director of Communications who will become 
the media liaison for the City of Cincinnati during the snow emergency. 


c. ECC will notify the news media, via voicemail, of the declaration of the 
snow emergency and that the City’s Director of Communications will be 
their point of contact within the City of Cincinnati. 


d. ECC will notify the on-duty Traffic Unit supervisor of the snow 
emergency, who will become the snow emergency vehicle removal 
detail supervisor. 


1) If no Traffic Unit supervisor is working, one will be recalled. 


a) If no Traffic Unit supervisor can be contacted, the Patrol 
Bureau Commander, or their designee, will designate an on-
duty supervisor to be the snow emergency vehicle removal 
detail OIC. 


1] ECC will keep an updated copy of the Traffic Unit 
Standard Operating Procedure (SOP) on snow 
emergencies on file for the detail supervisor to use. 


a] The most current copy of the Snow Emergency 
Route Street Listing will be obtained from 
Transportation and Engineering and included as 
part of the SOP. 


b] The Traffic Unit Commander will be responsible 
for keeping the ECC copy of the Traffic Unit Snow 
Emergency SOP updated. 


e. ECC will notify two wreckers from the rotation list for each District to 
respond to the Public Services Garage, 3300 Colerain Avenue, at the 
specified time.  The time will be determined by the Public Services 
Department. 
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f. Two officers and two marked police vehicles from each District will be 
detailed as snow emergency vehicle removal units.  The District OIC 
will notify ECC of the detailed units. 


1) Traffic Unit will provide a supervisor to ensure supervision of 
these officers who will be working in conjunction with other city 
agencies. 


a) The detail supervisor will meet with the Public Services 
supervisor to determine their priorities for the operation.  The 
detail supervisor will then assign his officers accordingly. 


1] The detail supervisor will notify ECC of call numbers 
and areas of assignment for the detailed units. 


2) Snow emergency vehicle removal units will report to the Public 
Services Garage at a designated time (usually one hour before 
plowing begins) to be briefed on their duties and areas of 
assignment. 


a) The primary responsibility for removal of vehicles on snow 
emergency routes will be with the snow emergency vehicle 
removal units.  Each removal unit will be assigned a private 
wrecker. 


b) The following guidelines will be followed for issuing citations: 


1] If the snow emergency is declared between 2100 and 
0500 hours, issue citations after 0800 hours. 


2] If the snow emergency is declared between 0500 and 
2100 hours, issue citations three hours after the time 
the snow emergency is declared. 


a] If the snow emergency is declared between 0500 
and 0800, a “move only” will be utilized in order to 
facilitate the snow removal process without 
issuing a citation. 


c) Officers are reminded to exercise discretion during a snow 
emergency. 


1] Make every possible effort to contact the 
owner/operator of a vehicle before it is moved. 


2] Ensure the position of the vehicle is affecting the free 
and safe movement of traffic. 


3] Ensure relocation of the vehicle will improve the traffic 
situation. 


4] Ensure each District desk person has a list, updated 
hourly, of streets cleared of vehicles along snow 
emergency routes. 
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d) If the owner/operator is located, the snow emergency vehicle 
removal officer on the scene will advise the owner to move 
the vehicle to a location not on the snow emergency route or 
the vehicle will be moved by the police. 


e) If the owner/operator is not located, or does not move the 
vehicle after being notified, the snow emergency vehicle 
removal officer will: 


1] Direct the assigned detail wrecker driver to relocate the 
vehicle to a nearby non-critical area. 


a] Complete the Tows/OT Recovery Module (Tow 
Mod) in Records Management System (RMS) 
and a Form 369A, Towing Receipt.  The wrecker 
driver will retain both copies of the Form 369A. 


b] If a non-critical area is not available, tow the 
vehicle to the Impound Unit (complete the Tow 
Mod and a Form 369A).  The wrecker driver will 
retain both copies of the Form 369A. 


2] Issue a citation if three hours have passed since the 
declaration of the snow emergency and the 
owner/operator does not move the vehicle after being 
notified to do so. 


f) When a wrecker is used to move a vehicle, complete the 
Tow Mod and a Form 369A for each vehicle being moved. 


1] Be specific and complete every tab and field of the 
Tow Mod. 


2] The officer must clearly print his first and last name 
and list his employee ID number on the Form 369A. 


a] The officer will print the approving supervisor’s 
name and ID number in the comments section of 
the Form 369A. 


b] Both copies of the Form 369A will be given to the 
wrecker driver as a receipt to use in collecting his 
towing fee. 


g) If a vehicle is towed to the Impound Unit by a private 
wrecker, complete the Tow Mod and Form 369A and send it 
with the wrecker driver. 


h) The location of all towed vehicles is available by conducting 
a search of the Tow Mod. 


1] Inquiries concerning relocated vehicles will be referred 
to the appropriate District. 
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g. Officers will continually survey the snow emergency routes in their 
Districts, giving special attention to: 


1) Inbound lanes from 2300 hours to 1100 hours. 


2) Outbound lanes from 1100 hours to 2300 hours. 


h. Appropriate enforcement action and vehicle removal will be continued 
until the snow emergency is cancelled, regardless of whether plowing is 
complete or not. 


i. The City Manager, or the designee, who will normally be the on duty 
Public Services supervisor, will notify ECC upon the termination of the 
snow emergency.  ECC will record the time of the notification and notify 
the Patrol Bureau Commander, or their designee, and all units of the 
Department by radio and teletype. 


2. Hamilton County Level 3 snow emergencies 


a. After notification by the Hamilton County Communications Center of the 
official Level 3 snow emergency declaration, ECC will record the time 
of the notification and notify the Patrol Bureau Commander or Support 
Bureau Commander, or their designees. 


b. ECC will notify the City’s Director of Communications who will become 
the media liaison for the City of Cincinnati during the snow emergency. 


C. Preparation of Police Automotive Equipment 


1. Cable chains will be installed at all Districts as well as Fleet Services main 
facility. 


a. Any District needing chains installed will notify Fleet Services, Line 352-
3681. 


b. Regular District mechanics in Districts One, Two, Three, Four and Five 
will install chains during work hours. 


c. If during the off hours, Fleet Services (if notified by a Police supervisor), 
will recall personnel to respond to Districts One, Two, Three, Four and 
Five. 


d. All rear wheel drive vehicles will have cable chains available. 


1) All personnel should be instructed to exercise care when driving 
with cable chains to prevent vehicle damage. 


2) Broken links will be repaired or removed by Fleet Services 
personnel as soon as possible with minimum driving. 
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2. City policy states city owned vehicles should not be started and allowed to 
run if not in use, regardless of the number of days the vehicle has not been 
used.  Severe temperature, such as 0 or below, will not modify the City's 
position on this issue.  The only requirement in severe weather is for the 
operator of the vehicle to turn on the headlights and light bar for 1 – 2 
minutes while the vehicle is running prior to driving to allow the snow to begin 
to melt from these lights. 


BARRICADE STORAGE LOCATIONS 


District 1 (All stored at District 1) 
• Martin St. & Eden Park Dr. 
• Hill St. & St. Gregory Ave. 
• Paradrome at Louden St. 


District 2 (All stored at District 2) 
• Francis Ln. at Victory Parkway 
• Collins Ave. & Wm. Howard Taft Rd. 
• EB McMillan Ave. at Hackberry 
• SB Torrence Pkwy. at Madison Road 
• NB Herschel View at Observatory Ave. 
• SB Paxton Ave. at Ziegle Ave. 


District 3 (Five barricades at District 3) 
• Faraday Rd. at President Dr. - Five barricades at Fire Station, 


2131 State Avenue 
• Worthington Ave. at 3096 
• Bassett Rd. at Woodlawn Ave. 
• Grand Ave. at Lehman Rd. 
• Mt. Hope Ave. at Ansonia Ave. 
• Seegar Ave. at Fairmount Ave. 
• Wilder Ave. at Glenway Ave. 
• White St. at Harrison Ave. 
• Sutter St. at Bleecker Ln. 
• Lehman Rd. at 2860 


District 4 (All stored at District 4) 
• Dorchester St. at Highland Ave. 
• Sycamore St. at Dorchester St. 


District 5 (All stored at Public Services Garage 3300 Colerain Avenue 
Dispatcher’s Office) 


• Ashtree Ave. at Hamilton Ave 
• Kirby Ave. at North Bend Rd. 
• Ravine St. at Warner St. 
• Straight St. at Ravine St. 
• Central Parkway at Marshall Ave. 
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19.131 EMPLOYEE PREGNANCIES 
 


References: 
 
Procedure 19.130 - Limited Duty Personnel 
 
Procedure: 
 
A. Guidelines on Employee Pregnancies: 


 
1. When an employee advises her supervisor she is pregnant, yet 


requests to remain in a regular duty status: 
 
a. Her supervisor will advise her of the risks involved in her current 


duty assignment. 
 
b. She will submit a Form 17 advising of her condition, recognizing 


the risks involved in remaining in her present assignment, and 
acknowledging that, at the present time, she declines 
reassignment to a limited duty status. 


 
c. The Personnel Management Unit Supervising Management 


Analyst will make the final decision. 
 
2. Pregnant employees will remain on unrestricted duty until:  


 
a. The employee requests to be placed in a limited duty status. 


 
1) Immediately place the employee on limited duty status.  


She has three working days to present a physician's 
certificate to her supervisor verifying her condition. 


 
b. The employee and her private physician determine she should 


be placed in limited duty status. 
 
1) Immediately place the employee on limited duty status.  


She has three working days to present a physician's 
certificate to her supervisor verifying her condition. 


 
c. The employee's ability to perform her required duties is impaired 


as determined by: 
 
1) The employee's immediate supervisor. 
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2) The employee's inability to wear proper uniform attire.  
Larger uniform parts will be supplied from stock upon 
request. 


 
3) In such cases, the employee will have appeal rights 


through the chain of command to her bureau commander. 
 
a) The employee may be required to respond to EHS for 


evaluation for fitness for duty. 
 
b) The Personnel Management Unit Supervising 


Management Analyst will confer with the EHS 
physician before final determination. 


 
3. An employee will be returned to full duty status upon presenting a 


certificate of clearance to her supervisor from her private physician.  
 
a. The Police Chief or designate will decide any unresolved issues. 


 
4. Every effort will be made to return the employee to her previous 


assignment upon return to full duty status. 
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12.205 TRAFFIC ENFORCEMENT 
 
Reference: 


Procedure 12.225 – Vehicular Crash Reporting 
Procedure 12.240 – Ohio Multi-count Uniform Traffic Ticket (MUTT) 
Procedure 12.537 – Mobile Video/Digital Video Recording Equipment 
Procedure 12.554 – Investigatory Stops 
Procedure 12.555 – Arrest/Citation:  Processing of Adult Misdemeanor and Felony Offenders 
Procedure 12.900 – Processing Juvenile Offenders 
Procedure 19.140 – Outside Employment 
Cincinnati Administrative Code Chapter IV – Departments of Police and Fire 
Ohio Revised Code – Motor Vehicle Laws 


Purpose: 


To afford the public a fair measure of enforcement consistent with the objectives of 
efficient traffic regulation, accident investigation, and relieving traffic congestion. 


To employ discretion as directed in borderline cases when: 


• There is a reasonable possibility of human error in judgment on the part of 
either the police officer or the public. 


• There is a logical possibility of malfunction of mechanical equipment without 
knowledge or intent on the part of the driver. 


• The content of the particular law, which was violated, is not common knowledge. 


Policy: 


No law enforcement agency should condone or promote the use of any illegal profiling 
system in their enforcement program.  Any member of the Department who engages in 
illegal profiling shall be subject to disciplinary action, in accordance with applicable civil 
service law, up to and including dismissal, and may face claims of civil rights violations 
in Federal court. 


Officers must ensure video and audio recording equipment is activated when operating 
in emergency mode and when participating in traffic stops and pursuits.  Recording will 
continue until the traffic stop is completed and the stopped vehicle departs, or until the 
officer’s participation in the stop ends. 


Except in exigent circumstances, when a citizen is stopped or detained and then 
released as part of an investigation, the officer will explain to the citizen in a 
professional, courteous manner why he or she was stopped or detained. 


For purpose of the above sentence, the term “exigent circumstances” refers only to 
those conditions occurring after the stop has been made which, for safety reasons, 
would make it unreasonable for the officer to remain at the scene of the stop to explain 
the basis for the stop. 
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Department personnel will provide assistance to any motorist in need of general 
assistance on the highway.  This includes those needing towing services or other 
mechanical assistance, seeking directions, stranded, or in need of other emergency 
assistance.  Personnel will make the necessary corrective actions or notifications when 
they encounter inoperable or damaged traffic control devices, roadway defects, debris, 
or any other hazardous roadway conditions. 


Department personnel will not provide emergency escorts.  Routine requests for escort 
services that may affect the flow of traffic will be referred to Traffic Unit. 


Information: 


Cincinnati Administrative Code Chapter IV, Section 4-A, Duties with Respect to Racial 
Profiling, requires the collection of the following information for all motor vehicle stops: 


• The number of vehicle occupants; 


• Characteristics of race, color, ethnicity, gender and age of such persons, 
provided the identification of such characteristics shall be based on the 
observation and perception of the police officer responsible for reporting the stop 
and the information shall not be required to be provided by the person stopped; 


• The nature of the stop; 


• The location of the stop; 


• If an arrest was made, the misdemeanor or crime charged; 


• If a search was conducted, whether the individual consented to the search, 
the probable cause for the search, whether the individual’s property was 
searched, and the duration of the search; 


• Whether any contraband was discovered in the course of the search and the 
type of any contraband discovered; 


• Any additional information that the Police Chief deems appropriate. 


This information will be collected on a Form 534, Contact Card.  Officers are required to 
complete a Contact Card for all motor vehicle and stops. 


Procedure: 


A. On-duty Traffic Enforcement Guidelines 


1. On ALL motor vehicle traffic stops, officers will complete a Contact Card and 
submit it at the end of the shift. 


2. When participating in traffic stops, officers must ensure video and audio 
equipment is activated. 


3. Take appropriate enforcement action whenever a violation is detected, 
including provable violations determined as the result of accident 
investigations. 
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a. Handle juvenile traffic offenders as outlined in Procedure 12.900, 
Processing Juvenile Offenders. 


4. Traffic law enforcement activities will be primarily but not exclusively 
selective; e.g., directed toward accident causing violations. 


5. Officers will not engage in at rest patrol or stationary observation during the 
heavy traffic hours of 0600-0900 and 1500-1800 weekdays, other than 
holidays, except while performing speed enforcement in school zones. 


a. Traffic enforcement activities will include locating and relieving traffic 
congestion and hazards on arterial highways, minimizing interference 
with the flow of traffic, and being alert to traffic conditions. 


6. Objectively enforce parking regulations. 


7. Members encountering problem conditions which are the responsibility of 
other city agencies (Public Services, Transportation and Engineering,, etc.) 
will complete a Form 318, Report of Conditions Affecting Other Departments, 
in triplicate and distribute as follows: 


a. Fax a copy of the Form 318 to Public Services, Customer Service at 
591-6027. 


b. Original is sent to Public Services, Customer Service via 
interdepartmental mail. 


c. Copy to the City Solicitor’s Office. 


d. Copy filed at the initiating unit. 


8. When traffic violators are stopped for violations which, under normal 
conditions, merit a citation and the officer involved believes a physical arrest 
on the traffic violation is necessary, he will call his supervisor to the scene.  
The responding supervisor will make the final decision. 


a. If the traffic violator conducts him or herself in a disorderly manner, or 
when there is a violation other than a traffic offense, the officer may 
decide to arrest and use discretion in requesting a supervisor to 
respond. 


9. In order for an individual to legally drive a vehicle in Ohio, they must be 
legally licensed per Ohio Revised Code (ORC) 4507.02, Permitting 
Operation by an Unlicensed Driver, meaning either this state or another state 
has conferred upon the driver the privilege to drive, and that privilege is still 
in effect.  There is no requirement for the operator of a motor vehicle to 
carry, or have about his person, a driver’s license. 


Consequently, the mere lack of a driver’s license on his person is not 
probable cause for an arrest.  However, a person may be arrested under the 
following conditions: 
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a. Pursuant to ORC 4507.35, Duty to Display License or Furnish 
Satisfactory Proof of License Upon Demand, if a driver does not have 
his license and fails to provide satisfactory proof of a valid license, 
there is a legal presumption that he does not in fact have a valid 
license.  Under those circumstances, the officer has probable cause to 
arrest the individual for a violation of ORC 4507.02. 


b. A person supplies satisfactory evidence of his license status by 
providing the officer with sufficient information, which will allow the 
officer to verify that license status from the state BMV. 


Examples: 


If a person supplies a name and social security number which, when run 
through the BMV, does return a description which matches the suspect 
and does indicate that the license is valid, then sufficient evidence of a 
valid license has been provided.  No further action is warranted. 


If a person supplies a name and social security number which, when 
run through the BMV, returns a description which indicates that there is 
a valid license under the name submitted, but the descriptive 
information does not match the subject, then sufficient evidence of a 
valid license has not been provided and an arrest may be made under 
ORC 4507.02.  Falsification and/or Obstructing Official Business may 
be additional options. 


If a person supplies a name and social security number and the officer is 
unable to run that information through the BMV due to the system being 
down and has no other way to verify the existence of a valid license, then 
sufficient evidence of a valid license has not been provided and an arrest 
may be made under ORC 4507.02.  With the availability of both police 
radios and MDCs, this situation should rarely occur. 


c. Pursuant to ORC 4507.35, if a driver does have his license on his 
person, and refuses to display that license upon the demand of the 
officer, such action does constitute a first-degree misdemeanor.  The 
person should be charged with a violation of ORC 4507.35. 


1) This offense may be hard to establish, since the failure to have a 
license on his person does not give the officer the right to conduct a 
pat down or search for the license.  Consequently, in cases where an 
individual tells the officer he does not have a license on him, when in 
fact he does, but provides sufficient information to the officer to 
determine a valid license does exist, that person has committed a 
violation of ORC 4507.35, but the officer may not know it. 


2) This violation will normally be charged where the license is discovered 
pursuant to a search incident to a lawful arrest for some other incident 
(such as an open warrant or capias), or where the individual later 
admits to the officer he really does have the license on him. 
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10. Officers encountering violations of Cincinnati Municipal Code (CMC) Section 
506-11, Railroads Crossing Highways at Grade, will obtain the full name of 
the railroad company, its local business address, the name of the local ticket 
or freight agent, the name of the conductor of the train, and the name and 
address of the complainant, if any. 


a. A district supervisor will respond to the scene to conduct an 
investigation. 


1) Do not make citations or physical arrests solely for violation of 
CMC Section 506-11. 


2) For violations in excess of 15 minutes, submit a Form 17 through 
the Patrol Bureau to the Municipal Court Prosecutor's Office 
requesting a court summons for the railroad company. 


11. Officers engaged in police-related outside employment are considered on 
duty for purposes of this procedure and should conduct themselves 
accordingly. 


B. Off-duty enforcement guidelines 


1. Off-duty officers who determine enforcement action is appropriate will 
contact Emergency Communications Center (ECC) to request an on-duty 
police officer and supervisor respond to the scene to conduct the 
investigation.  This applies to off-duty officers not engaged in police-related 
outside employment, as defined in Procedure 19.140, Outside Employment. 


a. If possible, the on-duty officer will make the arrest/citation with the off-
duty officer serving as a witness. 


b. The Department recognizes that in some cases an officer must take 
immediate action.  In these cases, as soon as possible, the officer will 
contact ECC to request an on-duty supervisor to respond to the scene. 


1) The responding supervisor will investigate the situation and 
submit a Form 17 to the Police Chief detailing the circumstances 
of the incident. 


c. Officers will not try to stop vehicles while off duty unless it is a serious 
life-threatening situation. 


C. Traffic Enforcement Guide 


1. Individual police officer discretion and on-scene supervisory decisions should 
be guided by policy and specific situations. 


2. Lack of hazardous circumstances in borderline violations may warrant 
enforcement action less than citation; i.e., warning. 


a. Do not issue warnings for violations causing accidents. 
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Examples: 


503-1 - Lights, General 


Citation - Recurring violation, violation after warning, violation caused 
accident, or aggravated circumstances. 


Warning - Most violations, with officer discretion dictated by above. 


506-39 - Emerging from Alleys or Driveways 


Citation - Failed to stop, stopped at place other than designated place 
(stop line) and interfered with pedestrian or vehicular traffic, or involved 
in accident with skid marks crossing stop line. 


Warning - Stopped but not at designated place (stop line) and did not 
interfere with traffic. 


3. Officers must familiarize themselves with the City of Cincinnati Municipal 
Code and Ohio Revised Code - Motor Vehicle Laws for the legal 
requirements of each ordinance. 


D. Speed Enforcement 


1. Use only those speed measuring devices or methods approved by the Police 
Chief to enforce any ORC or municipal ordinance relating to speed.  They 
include measuring speed via pacing, radar, and laser. 


2. Speed measuring devices will not be used if any known condition exists that 
endangers the officer or the public.  Officers must use sound judgment when 
considering weather conditions, roadway conditions, traffic congestion, and 
time of day, etc., before initiating the use of a radar or laser unit. 


a. Check radar and laser units daily for proper operation and calibration 
before using to enforce any ORC or municipal ordinance relating to 
speed.  Immediately remove radar and laser units from service if the 
devices fail any portion of the calibration check procedure or are found 
to be in a state of disrepair. 


1) Return radar and laser units in need of repair to the Traffic Unit.  
They will coordinate the repair by the manufacturer or authorized 
representative.  Make a unit blotter entry indicating the device has 
been removed from service. 


2) Traffic Unit will provide a spare radar or laser unit if available. 


b. Radar and laser units will be examined and field certified annually by 
their manufacturer or authorized representative for accuracy of the 
device and calibration accessories. 


c. Traffic Unit will maintain records of all radar and laser unit certifications 
as well as all repairs performed on these units. 
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D. Pacing 


1. Pacing is the act of following a violator’s vehicle at the same speed for a 
given distance, maintaining a set distance between the two vehicles, to 
establish the violator’s speed.  Speeds are determined by comparing the 
police vehicle’s calibrated speedometer or speed measuring device to the 
speed of the violator’s vehicle.  A pacing distance of one-fourth of one mile is 
required before determining the violator’s speed and enforcing any ORC or 
municipal ordinance relating to speed. 


a. Pacing vehicles will not be used if any known condition exists that 
endangers the officer or the public.  Officers must use sound judgment 
when considering weather conditions, roadway conditions, traffic 
congestion, time of day, etc., before pacing is used to enforce any ORC 
or municipal ordinance relating to speed. 


b. All marked vehicles are equipped with field certified speedometers 
upon receipt by the Police Department.  Additionally, each marked 
vehicle’s speedometer is professionally checked and certified accurate 
before the vehicle is put into service. 


1) Certificates of accuracy for all marked Department vehicles are 
maintained by Fleet Management Unit. 


2) Officers notified for court regarding a speeding citation issued 
based on the pacing of the violator’s speed must contact the Fleet 
Management Unit as soon as possible upon receiving the court 
notify. 


a) The Fleet Management Unit will assist the officer in having 
the vehicle’s speedometer recertified before the court date 
to ensure the proper evidence is available in the event the 
case goes to trial. 


E. Pedestrian Traffic Enforcement 


1. When issuing citations for pedestrian violations officers will: 


a. Make every effort to obtain proof of identification from the violator. 


1) If the pedestrian violator does not possess some kind of 
identification, the officer shall attempt to obtain accurate 
information in order to properly complete the citation, through 
careful and courteous questioning. 


b. Ensure all traffic citations are legibly and neatly printed, with special 
attention to recording names and addresses. 


c. Ensure all violators receive a readable copy of the citation. 


2. Unit supervisors will carefully inspect all pedestrian citations for accuracy and 
legibility.  If any error exists, the supervisor will return the citation to the 
officer for clarification and verification before forwarding it to the Records 
Unit. 


Revised 03/27/14, Replaces 12/02/03 7 








19.135 


Revised 01/10/13, Replaces 02/26/08 1 


19.135 ANNUAL VACATION POLICY 
 
Reference: 


 
Procedure 12.817 – Court Management System (CMS) 
City of Cincinnati Administrative Regulations 
Human Resource Policies and Procedures 
Current Fraternal Order of Police (FOP) Labor Agreement 
Current American Federation of State, County, and Municipal Employees 


(AFSCME) Labor Agreement 
 


Purpose: 
 
Ensure compliance with Human Resource Policies and Procedures and current 
City/FOP and City/AFSCME labor agreements. 


 
Provide a timely and fair way of selecting and taking vacations. 


 
Enable bureau commanders to project staffing levels. 


 
Procedure: 


 
A. Annual Vacation 


 
1. District/section/unit commanders will manage vacation selections of 


personnel to ensure an adequate staffing level. 
 


2. Each sworn employee and permanent non-sworn Division 1 employee 
receives annual vacation leave according to the current labor 
agreement. 


 
3. Each permanent non-sworn Division 0 employee receives annual 


vacation leave according to Human Resource Policies and 
Procedures. 


 
4. An employee does not have to take an annual vacation.  An employee 


may accumulate vacation time according to the maximum 
accumulation schedule. 


 
a. Each employee is responsible to ensure accrued vacation does 


not exceed the maximum accumulation stated in the current 
labor agreement or Human Resource Policies and Procedures. 
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B. Vacation Selection 
 


1. Bureau, district, section, and unit commanders will appoint acting 
commanders during their vacation absence. 


 
2. The vacation year consists of 26 two week blocks beginning with the 


first Sunday of the pay period on or after January 1st of each year. 
 


a. Employees may pick one week or one consecutive two week 
vacation in each round of selection.  The number of rounds will 
be determined by the amount of vacation time an employee has 
accrued in one year. 


 
b. A vacation week begins on Sunday and ends the following 


Saturday. 
 


3. Units must have the vacation schedule completed and posted by the 
first Monday in March. 


 
4. Employees transferred after vacation selection will not have to change 


previously approved vacation time. 
 


5. Police officers and specialists selecting together will pick vacations by 
seniority within established work groups (shift, unit, office, etc.). 


 
a. Selections within the work group are by seniority determined by 


date of appointment as a police recruit. 
 


1) If two or more officers were appointed recruits on the same 
day, vacation selection seniority is determined by the 
employee's numerical grade on the overall entrance level 
eligibility list. 


 
6. Vacation selection in the sworn ranks above police specialist is by 


seniority within the work group determined by date of appointment to 
the current rank. 


 
a. If two or more employees in the same work group were 


promoted on the same day to the same rank from the same 
overall promotional eligibility list, vacation seniority is determined 
by final overall numerical promotional examination ranking. 


 
7. Non-sworn employees will select vacations within the work group by 


classification and then seniority determined by the employee's 
appointment date to that classification. 
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a. Exception:  When two employees with separate but equal 
(according to pay scale) classifications operate in the same work 
group, their vacation selection will be combined.  Seniority in 
either classification will be the determining factor. 


 
b. If two or more employees in the same work group were 


promoted on the same day from the same or equal (according to 
pay scale) overall promotional eligibility list, vacation selection 
seniority is determined by their final overall numerical 
promotional examination ranking. 
 


8. Employees restored from military service, layoff, retirement, or a 
retiree hired for a different job with no break in service keep their 
original seniority date. 


 
C. Vacation Time 


 
1. Supervisors may grant non-preselected vacation time in any time 


increments provided enough personnel are on duty to meet service 
demands. 


 
2.     The district/section/unit commander or designee shall enter pre-


scheduled vacation into the CMS within two weeks of approval. CMS 
shall be reviewed prior to granting time off for employees who have 
selected the various vacation dates option in lieu of the pre-scheduled 
vacation for that upcoming year.  


 
3. Employees will document use of vacation time by submitting a Form 


25S, Request for Leave of Absence, to the unit commander. 
 


4. When a non-sworn employee requests vacation time supervisors are 
required by the AFSCME contract to respond to the non-sworn 
employee’s request within a specified amount of time. 


 
a. Non-sworn personnel requesting vacation time off must 


personally hand their Form 25S to their supervisor. 
 
b. The supervisor will record the date and time the request was 


received and sign in the “Supervisory Action” section of the Form 
25S. 


 
1) The supervisor will provide the employee with a copy of the 


Form 25S as a receipt. 
 
2) The supervisor has five days (120 hours) to respond to the 


non-sworn employee’s request for time off. 
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3) The non-sworn employee will follow up with the supervisor 


prior to the five day deadline with the date and time of the 
follow up noted on the Form 25S. 


 
a) The supervisor must notify the employee the time is 


approved or denied prior to the expiration of the fifth 
day (120 hours). 


 
4) If the non-sworn employee has followed up with the 


supervisor but does not have an answer by the deadline, 
the request will be deemed to have been approved. 


 
D. Special Provisions 


 
1. An employee hospitalized while on vacation will have his status 


changed from "Vacation" to "Sick with Pay" for the actual days 
hospitalized. 


 
2. A sworn employee on injured-with-pay (IWP) status will earn vacation 


time at the normal rate. 
 


3. A sworn employee on vacation and called in for emergency duty may 
choose: 


 
a. Pay at time and one half instead of regular vacation, or 


 
b. Regular pay plus another day of vacation. 


 
4. A non-sworn employee on injured-with-pay (IWP) status does not 


earn vacation time at the normal rate. 
 


5. A Division 1 non-sworn employee on vacation and called in for 
emergency duty may choose: 


 
a. Pay at double time plus regular pay for the vacation, or 


 
b. Pay at double time and take the vacation later. 


 
6. Most Division 0, 5 and 8 employees are not eligible for overtime 


compensation.  Police Personnel Section has a list of those 
classifications eligible for overtime compensation. 
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12.210 TRAFFIC CONTROL:  MAJOR THOROUGHFARES 
 
References: 
 
Procedure 12.225 - Vehicular Crash Reporting 
 
Purpose: 
 
To ensure the safe and orderly flow of traffic during peak traffic hours, planned or 
unexpected repair and/or when roadways are under construction. 
 
Procedure: 
 
A. General Guidelines: 
 


1. When stopped on heavily traveled or unlighted streets or highways to 
provide traffic control, officers will: 


 
a. Activate all the emergency flashing lights of their vehicle. 


 
b. Remove the police vehicle from the traveled portion of the 


highway, whenever possible. 
 


c. Use flares and traffic cones whenever possible. 
 


d. Wear the reflective traffic vest when outside of their vehicles and 
in the street for extended periods or directing traffic. 


 
1) Officers issued the reversible reflective windbreaker are 


permitted to wear the reversible reflective windbreaker, 
reflective side out, in place of the reflective traffic vest. 


 
2. Officers on the scene of any incident requiring an expressway or 


major artery to be closed to vehicular traffic will: 
 


a. Immediately notify Police Communications Section of the 
circumstances and conditions that necessitate the closure. 


 
b. Immediately notify their supervisor of the problem and any action 


taken. 
 


3. Supervisors will: 
 


a. Ensure sufficient traffic posts are set to reroute traffic. 
 


b. Monitor the situation and have the road opened to traffic as soon 
as possible after the incident has been brought to a conclusion 
or when conditions allow for the safe use of the roadway.  


 
B. Rush Hour Traffic Control: 
 


1. Patrol officers will constantly patrol from 0600 to 0900 and 1500 to 
1800 hours on weekdays, other than holidays. 
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a. Generally, except radio runs, exclude non-emergency services 
during these hours. 


 
b. District/Traffic Unit uniformed personnel will remain on moving 


patrol whenever possible.  Uniformed patrol officers will not stop 
to eat during these hours. 


 
c. In inclement weather, hold roll call briefing to a minimum. 


 
d. Patrol officers will give attention to major thoroughfares with 


0600 to 0900 and 1500 to 1800 parking restrictions. 
 


e. District supervisors will inspect the major arteries of their districts 
for violations of 0600 to 0900 and 1500 to 1800 parking 
restrictions and other traffic impediments. 


 
2. Take immediate action upon finding traffic congestion or hazardous 


roadway conditions. 
 


a. Notify Police Communications Section (PCS) if assistance is 
needed, e.g., signal 38, an additional officer to direct traffic, etc. 


 
1) Nonuniform members will also advise PCS of traffic 


congestion. 
 


3. When a disabled vehicle interferes with heavy traffic movement, the 
first uniformed officer on the scene will attempt to alleviate the 
situation. 


 
a. Whenever possible, do not park the police vehicle in a manner 


that will hamper traffic flow, or block driveways or traffic control 
devices. 


 
1) If possible, park in a safe position ensuring approaching 


motorists a clear field of vision with enough distance for 
braking and merging into traffic. 


 
b. If it is not possible to move a disabled vehicle immediately, notify 


PCS what assistance is needed.  Direct the traffic around the 
disabled vehicle while waiting for assistance. 


 
4. Unit supervisors should respond to inspect conditions at major 


accidents and fires. 
 
C. Roadway Repair Details Using Marked Police Vehicles: 
 


1. Detail Coordination Unit will ensure that any entity that hires a traffic 
detail receives a copy of Procedure 12.210 when the Letter of 
Understanding is completed. 


 
a. Detail Coordination Unit will instruct the employer that they will 


be held to the content of this procedure. 
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2. Detail Coordination Unit will assign all roadway repair details. 
 


a. Detail Coordination Unit will forward a copy of any/all highway 
maintenance details to the district of occurrence. 


 
1) It will be the responsibility of the district supervisor for that 


shift to respond and inspect the detail (including setup on 
the interstate). 


 
3. The location, time, and speed limit of the repair site will dictate the 


number of police officers needed for a detail.  This applies to both on-
duty and off-duty details. 


 
4. Uniformed police officers and marked vehicles are used to protect 


roadway repair details by directing and slowing traffic around the 
repair site and crew. 


 
a. Detail officers will not leave their posts to pursue vehicles 


violating the safety zone(s).  The detail officer will give PCS a 
description for a "traffic wanted" broadcast. 


 
5. The only authorized types of traffic control for roadway repair details 


are: 
 


a. A stationary lane closure on the expressway: This is a stoppage 
of traffic in the number of lanes that allows safe completion of the 
repair work.  This could be all moving lanes of the expressway 
depending on the location (e.g., curve), or a single lane. 


 
b. A moving lane closure on the expressway: This is a slowing 


down of traffic in the lanes being worked in.  Where the distance 
and number of entrances permit, two officers will slow all traffic 
to about 5 MPH to allow the repair crew to move forward and 
complete the repairs before the moving block approaches.  This 
minimizes the stopping of traffic. 


 
c. Repair work not on the expressway system or on streets where 


the speed limit is 35 MPH or less:  A district supervisor will 
evaluate the repair site to determine the number of officers and 
the traffic control pattern needed. 


 
d. Emergency repair work:  This is unplanned work that is 


immediately needed and can be done in a short time span.  Two 
on-duty officers will be dispatched to meet the supervisor from 
Public Works. One of the above types of traffic control must be 
used. 


 
1) District supervisors will ensure that detail officers are 


relieved to avoid overtime costs to the Police Department. 
 


2) Emergency repair work will not interfere with the movement 
of traffic for extended periods. 
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3) Avoid repair work during peak traffic hours, 0600 to 0900 
and 1500 to 1800, unless the condition to be repaired is an 
extreme hazard to the motoring public. 


 
6. If there is disagreement with the repair crew supervisor, or any 


question about the traffic control methods to be used, the detail officer 
will immediately contact a police supervisor from the district in which 
the repair work is to be done. 


 
7. Descriptions and charts depicting the authorized traffic control 


patterns (minimum requirements): 
 


NOTE: The flow pattern allows adequate warning of restricted area 
and a gradual escape for the inattentive motorist. 


 
CHART 1 - STATIONARY LANE CLOSURE (EXPRESSWAYS 


AND OTHER ROADS OVER 35 MPH) 
 
 
   Arrow        
  Board     Police        Supervisor    Police          Crew           
Workers 
                      Vehicle      Truck         Vehicle Truck   
*                                                                                                                                           *  
        *                                                                                                                                     Detail 
Officer 


 
 


                 *                                          CONE  PATTERN 
                           *     *     *     *     *     *     *     *     *     *     *     *     *     *     *     *     *     *     *     *     
*  
 
     
   
    DIRECTION  OF  TRAFFIC 
 
 
 


a. Stationary lane closures on multilane roads with speeds over 35 
MPH (refer to Chart 1 above) 


 
1) Stationary signs in advance of closure 


 
a) Location and number of signs   determined by the 


repair crew supervisor. 
 


2) Traffic cone pattern 
 


3) Arrow Board  
 


4) Police officer and marked vehicle. 
 


a) The officer will take a position outside his vehicle to 
monitor or direct oncoming traffic, as needed. 


 
5) Repair crew supervisor vehicle 
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6) Second police officer, with a marked vehicle, if warranted 
(as determined by the traffic detail supervisor).  The officer 
will be outside the vehicle. 


 
7) Vehicle for repair crew 


 
8) Workers 


 
CHART 2 - MOVING LANE CLOSURE (EXPRESSWAYS 


AND OTHER ROADS OVER 35 MPH) 
 


 
   Arrow        
  Board     Police     Supervisor    Police           Crew            
                      Vehicle    Truck    Vehicle    Truck   
                                                                                                                        


  
                Workers 


 


                                                                                                                                                                              
 
     
   
     DIRECTION  OF  TRAFFIC 
 
 
 


b. Moving lane closures on multilane roads with speeds over 35 
MPH (refer to Chart 2 above). 


 
1) Arrow board (when available) 


 
2) Police officer in marked vehicle 


 
3) Repair crew supervisor vehicle 


 
4) Second police officer in marked vehicle 


 
5) Vehicle for repair crew 


 
6) Workers 
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CHART 3 - REPAIR WORK ON 35 MPH OR SLOWER 


STREETS 
 


          
=========================================================== 


 
                                  
             Detail Officer 
 
                    
 
                               


 


 
      Arrow       Police     Supervisor         Crew           Workers 
      Board       Vehicle     Truck         Truck 


 
 
 


c. Repair work on streets where speed is 35 MPH or less (refer to 
Chart 3 above). 


 
1) Arrow board 


 
2) Police officer and marked vehicle 


 
a) The officer will take a position outside his vehicle to 


monitor or direct oncoming traffic, as needed. 
 


3) Repair crew supervisor vehicle 
 


4) Vehicle for repair crew 
 


5) Workers 
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19.140 OUTSIDE EMPLOYMENT 


Reference: 


FOP/City Labor Agreement 
Manual of Rules and Regulations - 1.05, 1.08, 1.12 
Personnel Policies and Procedures 2.3 
Procedure 12.025, Authorized Weapons 
Procedure 12.825, Compensatory Time and Paid Overtime 
Procedure 19.105, Sick/Injured With Pay and Special Leaves 
Procedure 19.107, Family Medical Leave Act 
Procedure 19.130, Limited Duty Personnel 
City of Cincinnati Special Events Policies and Procedures 
Fair Labor Standards Act 
Ordinance No. 463-2010 


Definitions: 


Outside Employment:  Any employment, whether or not in exchange for a fee or other 
service.  Outside employment does not include military duty or volunteer charity work 
unless the volunteer charity work is an extension of police services. 


Outside Employment Extension of Police Service Details (details):  The off-duty 
use of enforcement powers and training as provided to Department members by the 
City.  In the case of extension of police service employment, the employer hires not the 
individual, but the uniform, badge, gun, and authority of the officer.  This activity must 
remain closely regulated.  All rules, regulations, policies, procedures, and directives 
applicable to officers in an on-duty status also apply to officers engaged in extension of 
police service outside employment. 


Non-City Sponsored Outside Employment Extension of Police Service Details:  
Outside Employment Extension of Police Service Details which are not sponsored by 
the City.  Department members working these details receive payment directly from the 
outside employer. 


City Sponsored Outside Employment Extension of Police Service Details:  Outside 
Employment Extension of Police Service Details which are sponsored by the city.  
Department members working these details receive payment from the City on their City 
paycheck. 


Outside Employment (Not Police-Related):  Any employment not requiring the use of 
law enforcement powers, training, or equipment by an off-duty officer.  (Examples:  
construction, teaching, retail, etc.) 


Open Detail:  Requires a general police presence where the officer performs patrol and 
traffic enforcement duties. 


Closed Detail:  Requires knowledge and/or abilities specific to the detail.  (Only the 
Police Chief is authorized to designate a closed detail) 
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District Detail Coordinator:  A member of the Department, assigned by the district 
commander in each of the five districts, who will be responsible for processing all 
open/blanket permit outside employment extension of police service details within that 
district. 


Closed Detail Coordinator:  A member of the Department who is responsible for 
closed detail outside employment extension of police service details.  This coordinator 
will be the highest-ranking officer in charge of the outside employment extension of 
police service detail. 


Coplogic Overtime Management System (COMS):  The Department’s computerized 
system for posting, signing up for and selecting off duty outside employment details.  
The system enables users to receive detail notifications via email and text messaging.  
Users are also able to sign up for details using Smartphones. 


Policy: 


The Department prohibits employment that presents a potential conflict of interest or 
reflects an abuse of official position that could give rise to illegal or unethical practices. 


The Fair Labor Standards Act (FLSA) forbids officers to volunteer extension of police 
services.  If an officer desires to perform police-related services for a charitable or 
religious institution, a work permit must still be obtained and payment for services 
provided must be tendered, based on the hourly amount currently in effect.  If the 
officer wishes to donate the proceeds earned back to the charitable or religious 
organization, it is solely the decision of the affected officer.  Officers desiring to follow 
this course of action must consider the tax consequences involved. 


Personnel are expected to perform all lawful and reasonable duties and tasks related to 
their detail assignment.  Supervisors filling a PO/PS detail position, although retaining 
their supervisory obligations as stated in their job description, are expected to perform 
all the duties and responsibilities of the detail and may not delegate these duties and 
responsibilities, regardless of the presence of other PO/PS.  Any disputed duties or 
tasks must be brought to the attention of an on-duty district supervisor as soon as 
practical for resolution.  Substantiated complaints of unsatisfactory performance may 
result in disciplinary action and/or detail suspension as deemed necessary by the Police 
Chief. 


Lieutenants and above are not permitted to sign up for details designated for Police 
Officers, Police Specialists and Sergeants, unless no PO/PS or Sergeant has signed up 
for the detail and the detail is to commence within two business days (48 hours, not 
including weekends) 


All details require the proper permits and authorization by the Police Chief and must be 
entered into COMS. 


Prohibitions include, but are not limited to, the following: 


1. Sworn personnel, whether on-duty or working a detail, may not handle currency or 
deposit bags.  Sworn personnel are limited to escorting a responsible business 
employee. 
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2. Employment or interest in any vending machine company or service. This does 
not prohibit sworn or non-sworn personnel from purchasing, renting, or leasing 
vending machines from vending machine companies. 


3. Employment of sworn or non-sworn personnel by a business to investigate or 
collect accounts, including repossession of automobiles and collection of debts. 


4. Pre-employment investigations by sworn or non-sworn personnel for private 
industry.  For this procedure, pre-employment polygraph examinations are not 
considered pre-employment investigations. 


5. Any type of work by sworn or non-sworn personnel related to bail bonding. 


6. Work by sworn personnel as a chauffeur for a limousine-for-hire company. 


7. Any employment of sworn or non-sworn personnel which assists, in any manner, 
the case preparation for the defense in any criminal action or proceeding. 


8. Any type of work by sworn personnel for, interest in, or ownership of a liquor 
permit premise where alcoholic beverages are sold by the glass.  In the interest of 
public safety, the Police Chief may approve blanket permits for liquor permit 
premises on a case by case basis. 


9. Plainclothes shoplifting details by sworn personnel.  Exceptions may be made by 
the Police Chief for extenuating circumstances on a case by case basis. 


10. Personnel in covert, undercover assignments may work uniformed, police-related 
details with prior authorization from the requesting officer’s bureau commander.  
All officers working these detail assignments will comply with Department uniform 
and grooming standards. 


Procedure: 


A. Approval of Outside Employment (Not Police Related) 


1. All employees must obtain the Police Chief's written approval before 
engaging in outside employment (not police related).  The employee 
requesting permission to work this type of outside employment must verify 
via Detail Coordination Squad (DCS) their request has been approved prior 
to working the outside employment (not police related). 


a. Employees will complete a Form 668, Outside Employment Work 
Permit, and a Form 668A, Acknowledgement by the Secondary 
Employer, for all outside employment (not police related) requests and 
submit them through their district/section/unit commander. 


1) Annually, on or about January 1
st
, for permanent secondary 


employers. 


2) Once per calendar year for temporary secondary employers. 
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b. Forms 668 and 668A must include the employer's state workers’ 
compensation number. 


1) The only exception is outside employment (not police-related) 
where the Department employee is a sole proprietor or partner.  
Sole proprietors and partners without employees have the option 
of carrying workers’ compensation insurance. 


B. Approval of Outside Employment (Police Related) 


1. A Form 668 and a Form 668A must be completed or renewed: 


a. Annually, on or about January 1
st
, for permanent secondary employers. 


b. Once per calendar year for temporary secondary employers. 


2. After review and approval, the district/section/unit commander will forward 
the Form 668, and Form 668A, through the bureau commander to DCS. 


a. If a detail is in a district other than the unit of assignment, the 
requesting officer will obtain his unit commander's approval and then 
the affected district commander's approval before obtaining his bureau 
commander’s approval. 


b. If police-related services are to be rendered in another police 
jurisdiction, the requesting officer must obtain a letter of approval from 
the "chief law enforcement official" of that agency.  Submit the letter to 
the Police Chief with the work permit.  The Police Chief will consider 
each request on a case by case basis. 


c. A unit/shift OIC (officer in charge) may approve requests for police-
related outside employment of an urgent nature pending the immediate 
processing of the necessary forms. 


3. DCS will review all outside employment forms for completeness and 
compliance with procedure.  After review, DCS will forward the forms to the 
Police Chief. 


4. Once approved, DCS will file the original Forms 668 and 668A in the master 
work permit file. 


a. DCS will make additional copies and route them, if necessary. 


b. Officers must submit any changes to the Form 668 by completing a 
new Form 668 and sending it to DCS. 


1) DCS will forward the new Form 668 to the Police Chief for 
approval. 


5. Employees or detail coordinators may cancel an outside employment work 
permit by submitting a Form 17 through the chain of command to DCS. 
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C. Blanket Permits 


1. Blanket permit details require the completion of Forms 668 and 668A.  
These forms will cover all assigned personnel who work the detail. 


a. The district/section/unit responsible for administering blanket detail 
permits will complete Forms 668, 668A, and 668B, Detail Assignment 
Roster. 


b. DCS will complete Forms 668, 668A, and 668B for the blanket detail 
permits under their control. 


2. A monthly negative report listing all inactive permits is required for each 
reporting period, or permits will be canceled. 


D. District Details 


1. District Detail Coordinator Job Responsibilities 


a. Each district detail coordinator will follow the district SOP for their 
position. 


b. Processing will include, but is not limited to, receiving, posting, 
selecting, scheduling, assigning officers, and entering each detail into 
COMS prior to the detail being worked by the assigned officer. 


c. The district detail coordinator will complete an accurate, typed Form 
668B for all blanket permit details, whether worked or not, and submit 
to DCS by the 5


th
 of the following month. 


d. District detail coordinators will enter into COMS, the monthly closed 
detail schedule provided by the closed detail coordinators. 


2. Officers working district details who do not have an MDC available will 
complete paper reports, with the exception of Domestic Violence (DV) 
offenses. 


a. Detail officers who witness or are made aware of a DV offense will 
request a beat car respond to assist with the completion of the report in 
RMS, the arrest, and/or signing warrants. 


b. The officer completing the report will ensure the detail number is written 
in the car number block of the report. 


c. The detail officer will request, by radio, an on-duty district supervisor 
respond to sign the report. 


d. The responding supervisor will ensure the report is submitted to District 
Quality Assurance (DQA) for entry into the Records Management 
System (RMS) 


E. Closed Details 


1. Closed Detail Coordinator Selection 
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a. The selection of closed detail coordinators rests with the district 
commanders, who may select or remove closed detail coordinators at 
their discretion. 


b. Closed detail coordinators are subject to discipline if they do not 
perform their assigned responsibilities. 


c. The highest ranking officer working the detail must be the closed detail 
coordinator. 


1) No closed detail coordinator may assign an employee of a higher 
rank to work a detail.  Specialists and police officers will be 
considered equal in rank for purposes of this requirement. 


d. Closed detail coordinators should be compensated according to the 
detail size, time spent scheduling the detail and time spent completing 
monthly paperwork. 


1) Closed detail coordinator’s responsibilities will be completed 
outside of normal work hours. 


2) Compensation should be reasonable and agreed upon between 
the outside employer and the closed detail coordinator. 


2. Closed Detail Coordinator Job Responsibilities 


a. Closed detail coordinators have the authority to select and remove 
officers from a detail. 


b. The closed detail coordinator is responsible for scheduling officers to 
work the detail. 


c. By the 1
st
 of each month, the closed detail coordinator will provide the 


district detail coordinator with a monthly schedule of the dates, times, 
location and officers assigned to the detail. 


1) The district detail coordinator will enter the schedule into COMS. 


d. By the 5
th


 of each month, the closed detail coordinator will submit a 
Form 668B to the district detail coordinator for entry into the DCS 
database. 


1) The Form 668B will: 


a) Be accurate, typed and in chronological order 


b) List the personnel who actually worked the detail 


c) Include the closed detail coordinator’s hours 


2) Upon completion of entry into the DCS database the district detail 
coordinator will forward a copy of the Form 668B to DCS. 


e. Closed detail coordinators must document any issues involving the 
detail and immediately submit them to their district commander. 
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3. Closed Detail Officer Responsibilities 


a. Officers scheduled to work closed details are responsible for notifying 
the closed detail coordinator of changes to the scheduled detail hours, 
including the extending or shortening of the detail, on a Form 17DC, 
Change in Detail Assignment.  Closed detail coordinators will ensure 
the accurate recording of hours on the monthly Form 668B submitted to 
DCS. 


b. Employees working details are under the supervision of the on-duty 
district OIC. 


c. Officers working closed details who do not have an MDC available will 
complete paper reports, with the exception of Domestic Violence (DV) 
offenses. 


1) Detail officers who witness or are made aware of a DV offense will 
request a beat car respond to assist with the completion of the 
report in RMS, the arrest, and/or signing warrants. 


2) The officer completing the report will ensure the detail number is 
written in the car number block of the report. 


3) The closed detail officer will request, by radio, an on-duty district 
supervisor respond to sign the report. 


4) The responding supervisor will ensure the report is submitted to 
the DQA for entry into RMS. 


F. Probationary Officers 


1. The district commander may grant a probationary officer permission to work 
a detail once the probationary officer receives approval to operate as a 
single patrol unit. 


a. The probationary officer may only work details requiring two or more 
officers.  One of the officers must be a non-probationary officer. 


G. Assignment and Scheduling of Details 


1. DCS is responsible for assigning personnel for all overtime details paid on 
the City check, except Police Visibility Overtime (PVO).  District and closed 
detail coordinators are responsible for assigning and scheduling all other 
details. 


2. City-wide detail hours worked is the basis for determining detail selections. 


a. Closed detail hours worked will be included in the calculation of total 
detail hours worked. 


3. Year to Date (YTD) hours worked will include the current calendar year from 
January 1


st
 to December 31


st
.  All detail hours will be reset to zero on 


January 1
st
 of each year. 







19.140 


Revised 06/02/16, Replaces 10/01/15  8 


4. COMS will assign details to personnel according to the total hours previously 
worked.  If officers work an equal number of hours, seniority will be the 
deciding factor. 


5. The Form 17DC must be filled out each time a change in detail occurs.  It is 
the responsibility of the officer who was assigned the detail and is requesting 
a change to complete the Form 17DC.  The receiving detail officer will sign 
the form accepting responsibility for the detail. 


a. The Form 17DC will be used only for legitimate reasons, which include 
illness/injury, emergency, court notification or scheduling conflict.  
Emergency and scheduling conflicts will need an explanation.  A 
supervisor will sign and date the form after reviewing it for legitimacy. 


1) Officers receiving court notification which conflicts with their detail 
will immediately submit a Form 17DC. 


a) Officers are strictly prohibited from submitting a Form 663, 
On-Call Court Appearance while working a detail. 


b. Immediately fax the Form 17DC to DCS and submit the completed form 
to the district detail coordinator.  The Form 17DC will be filed at DCS by 
the date of the detail. 


1) The district detail coordinator will enter the change in information 
from the Form 17DC specific to the affected district in COMS. 


6. Personnel who are unable to work a scheduled detail due to illness/injury, 
emergency, or other legitimate reason will find a replacement officer.  If a 
replacement officer cannot be found the assigned officer will: 


a. Notify an on-duty supervisor, an on-duty detail coordinator in the 
affected district, or a representative of DCS, if during regular business 
hours.  The supervisor, detail coordinator, or DCS representative will 
select a replacement and document, via Form 17DC, listing the detail 
name, date, time, person originally assigned, and the person who 
worked the detail. 


b. Immediately fax the Form 17DC to DCS prior to the detail being 
worked. 


7. Officers are not permitted to change a detail in order to work another detail. 


8. Upon completion of a City time-and-a-half detail, personnel will have an 
authorized representative of the company employing the detail sign a 
completed Form 68P, Overtime and Court Appearance Report. 


a. Officers are to immediately fax a copy of Form 68P to the DCS office 
and route the original through the chain of command to their respective 
timekeepers. 


1) DCS will complete a Form 435, Paid Overtime Report, listing all 
the hours worked by the officer. 
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b. Failure to fax a copy of Form 68P to DCS will prohibit the affected 
officer from signing up for future time-and-a-half details until the form is 
received by DCS. 


H. Compensation 


1. The Police Chief will set the minimum outside employment hourly pay rate. 


a. Pay rates apply except as provided by ordinance, statute, or agreement 
entered into by the City. 


b. Department employees may not work a detail for less than the 
scheduled rank pay. 


1) Except with the Police Chief's permission, new detail requests 
reserved for supervisors will require payment at the supervisory 
rate. 


c. A higher pay rate must be approved via the permit process and 
submitted through the chain of command for review and approval. 


2. A district commander may determine the number of officers, equipment, and 
supplies necessary to perform police-related details. 


3. An agency must hire and pay a supervisor when four or more specialists or 
officers simultaneously work a detail at one location. 


a. Supervisors do not have to be compensated at the supervisor's rate if 
filling a position intended for a specialist/police officer. 


1) Supervisors will be compensated at the supervisory rate if filling a 
position intended for a supervisor. 


b. In instances where details involve multiple supervisors working in lieu of 
specialists/police officers, only the detail supervisor position selected by 
COMS will be compensated at the supervisory rate. 


1) Supervisors selected by COMS for specialist/police officer 
positions will be compensated at the specialist/police officer rate. 


2) All details will follow the manpower standards listed above, except 
as indicated in Section H.1.b.1). 


c. Supervisors may continue to work those closed single officer details 
which are currently paid at the specialist/police officer rate if 
supervision of subordinate personnel does not become a factor. 


1) New requests of this nature will be considered on a case by case 
basis. 


4. Officers working details will receive a minimum of two hours pay for outside 
employment of less than two hours duration. 


a. Employers who cancel during the detail will pay for a minimum of two 
hours or for the time actually worked, whichever is greater. 
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b. An employer who cancels a detail must notify the detail officer at least 
two hours before the start of the detail.  If the employer fails to provide 
the officer two hours notice, the detail officer will receive a minimum of 
two hours pay, paid by the employer. 


c. If the detail is a City time-and-a-half detail, the officer must be off-duty 
for the full time of the actual payment. 


5. Court time compensation resulting from details is the responsibility of the 
outside employer. 


a. If an officer takes enforcement action due to his status as a police 
officer, and in circumstances which do not directly benefit the outside 
employer, the officer, with permission of a supervisor, may be 
compensated by the City. 


1) Examples: 


a) An officer is working a detail and takes enforcement action 
off the premises of the outside employer in an incident not 
related to the employer. 


b) An officer is working an outdoor detail and assists with or 
disregards an on-duty unit on a radio run where enforcement 
action is taken and that action is unrelated to the outside 
employer (e.g., Highway Maintenance, church festival, etc.) 


c) Anytime a police officer takes enforcement action completely 
unrelated to the detail. 


b. The supervisor approving the City paid compensation will note on the 
arrest slip or citation the action was not related to the detail. 


c. The officer will present a copy of the arrest slip or citation and the 
supervisor's notation to Court Control personnel when checking in for 
court. 


d. The Court Control supervisor will document perceived inconsistencies 
on the Court Control supervisor's daily report. 


6. No sworn employee will receive lump sum payments for disbursement to 
officers working details.  The outside employer must pay each detail officer 
directly or through the City payroll. 


7. Secondary employers are required to document cash payments to officers 
working details.  An officer receiving a cash payment must sign for the cash 
payment. 


8. Payment for outside employment from more than one employer for the same 
date and time, regardless of circumstances, is prohibited. 


9. It is City policy to recover Department expenses incurred for providing 
services to other City departments. 
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10. For City agency or City sponsored/co-sponsored events (Octoberfest, Taste 
of Cincinnati, etc.), or work done by an outside employer for the City, County, 
or State (expressway repair) the following guidelines apply: 


a. Officers will complete a Form 68P.  The pay rate is time-and-a-half on 
the regular City payroll. 


b. Finance Management Section will bill the affected City agency unless 
specifically exempt by the City Manager or City Council.  The billing will 
include: 


1) Time-and-a-half the officer's salary 


2) Fringe benefits 


a) Retirement 


b) Medicare 


c) Workers’ compensation 


d) Unemployment compensation 


c. Complete a Form 55, Letter of Understanding, or Form 56, Police 
Escort Letter of Understanding, and forward it to the Finance 
Management Section for billing.  Copies of the memorandum are 
available at DCS. 


11. Outside Agencies 


a. Complete a Form 55 whenever an outside employer performs work for 
the City where contracts or permits require a police detail.  The 
overtime rate will apply. 


1) If an outside employer performs work for the City and wishes to 
hire a police detail at his own option, he may pay the officer 
directly, at the current outside employment rate. 


a) If an outside employer hires a police detail at his own option 
and wishes to pay for services rendered through the City 
payroll, the overtime rate will apply.  Complete a Form 55 or 
Form 56. 


2) Complete a Form 56 whenever an employer requests an on-duty 
police escort of minimal duration, normally one to two hours.  Use 
on-duty personnel only for these escorts.  Direct requests for this 
type of escort to DCS. 


3) If the outside employer’s work is not performed for the City (e.g., 
convenience store security, church festivals, etc.), the outside 
employer will pay the outside employment hourly rate directly to 
the officer(s). 
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12. Police vehicles used on details require vehicle compensation paid to the City 
at the current hourly rate. 


a. Complete a Form 55 covering vehicle compensation and forward the 
completed paperwork to the Finance Management Section for billing. 


b. Any waiver of fees requires the Police Chief's or bureau commander’s 
written approval. 


I. Work Hours 


1. Employees will ensure there is at least a 15-minute separation between their 
tour of duty and outside employment, and between successive details if the 
starting location for the next detail is different from the ending location of the 
previous detail. 


a. The 15-minute separation period is not necessary if the detail starts in 
the same location the on-duty work stopped. 


2. The Police Department may review the on-duty work performance of any 
officer who works greater than 64 combined hours of work for the City and 
work in details within a regular work week (Sunday through Saturday).  The 
purpose of this review is to determine whether the officer's outside 
employment has had an adverse effect on the officer's performance of his 
official police duties.  Working combined hours greater than 18 hours in any 
24-hour period is prohibited. 


a. Exception to the 18-hour rule:  An officer works a scheduled detail and 
due to an extraordinary circumstance beyond the officer’s control (e.g., 
rain delay at a baseball game) the detail is extended.  The officer is 
required to obtain verbal permission from a supervisor to continue 
working the detail. 


3. Employees may not engage in any type of outside employment while 
working in an on-duty assignment. 


J. Exterior or Parking Lot Details at Liquor Permit Premises 


1. District commanders may submit a blanket permit for an exterior or parking 
lot detail at a liquor permit premise where the primary business is the sale of 
liquor for consumption on the premises. 


a. Each detail is open to all sworn personnel, except probationary officers. 


b. The Department prohibits private work permits for parking lot details at 
a liquor permit premise 


2. DCS schedules all exterior or parking lot details. 


a. DCS will post available exterior parking lot details in COMS. 


b. The final detail roster selection will be posted in COMS by the second 
Friday of the month. 
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1) Once the final detail roster selection has been posted in COMS, 
DCS will make vacancy notifications through COMS. 


c. Personnel assigned to the district where the bar is located will receive 
first preference for parking lot details at liquor permit premises. COMS 
will select officers from other districts/sections/units for any remaining 
dates. 


3. District commanders may cancel or deny an exterior or parking lot detail at a 
liquor permit premise when they: 


a. Recommend a liquor license not be renewed. 


b. Determine a potential conflict of interest could arise between officers 
working the blanket permit detail and officers enforcing liquor violations. 


4. Officers are not permitted to enter the liquor permit premise except for 
emergency situations.  Officers will not check identification or act as 
bouncers. 


5. Officers will enforce all laws, preserve public order, and provide necessary 
police service in and around their area of assignment. 


K. Strikes 


1. Employees holding outside employment work permits with a company 
affected by a strike will suspend employment with that company during the 
strike. 


a. The detail coordinator must report this action on a Form 17 to the 
Police Chief. 


b. Upon termination of the strike, the affected detail coordinator will 
request, via Form 17, reinstatement of the permit by the Police Chief. 


L. Detail Notification 


1. The officer working a detail is responsible to ensure the detail is: 


a. Properly entered in the Computer Aided Dispatch (CAD) system.  This 
information includes the officer’s name, badge number, radio number, 
date, detail name, address of the detail, hours of the detail, number of 
officers assigned and whether uniform or non-uniform. 


b. Logged off the CAD system at the end of the detail. 


1) Details will be logged off the CAD by advising the dispatcher over 
the radio. 


2. Emergency Communications Section (ECS) is not responsible for the 
accuracy of detail entries. 


3. The officer working the detail may enter the information into the CAD 
terminal or contact the district desk officer by telephone to enter the detail.  
Detail information will not be relayed by radio to log onto a detail. 
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4. When a Mobile Data Computer (MDC) is available to the detail officer(s) it 
may be utilized to enter detail information and to log off the CAD. 


5. Shift supervisors will review, via MDC or CAD terminal, details worked during 
their tour of duty.  They are responsible for ensuring details are properly 
secured in a timely manner. 


6. ECS will broadcast information when details will have city-wide impact (road 
closures, etc.) 


7. At the beginning of a large event detail (approximately 200 or more 
attendees) the detail supervisor, or detail Officer In Charge (OIC), will 
broadcast: 


a. The event name 


b. The address 


c. The beginning and ending time 


d. The approximate number of people attending 


1) When the event is over the detail supervisor or detail OIC will 
broadcast the approximate number of people leaving the venue 


2) A broadcast may be made for smaller crowds if necessary. 


M. Reporting Incidents on Form 668DIN, Detail Incident Notification 


1. When an unusual or disruptive event occurs during an off-duty detail, the 
detail officer will handle the incident as usual. 


2. Upon completion of the detail, the detail officer will contact the desk officer in 
the district of occurrence and provide the information regarding the incident. 


a. The desk officer will document the information on a Form 668DIN and 
submit it to the relief OIC. 


3. The relief OIC will ensure the information from the Form 668DIN is submitted 
to the Information Desk. 


a. Submit the original 668DIN to the district commander for review. 


4. If the incident occurred at, or involved, a Liquor Permit Premise the OIC will 
forward a copy of the Form 668DIN to the Vice Squad. 


N. Prisoners 


1. Officers who make an original arrest while working a police-related detail will: 


a. Accompany the prisoner to the appropriate facility for processing. 


1) A district supervisor may make exceptions if a detail officer cannot 
leave a post. 


b. Call for an on-duty officer for transportation back to the detail site upon 
completion of processing. 
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2. If the arrest process and necessary Departmental Form 18 reports are not 
completed by the scheduled ending time of the detail, the officer(s) involved 
will: 


a. Be compensated by the Department at the time-and-a-half rate from 
the scheduled ending time of the detail until the Form 18 reports are 
completed. 


1) Be compensated at the normal pay rate for completion of the 
reports for any period of time that extends into the officer’s regular 
duty hours. 


b. Be compensated by the detail employer for any reports other than 
Form 18 investigations. 


O. Outside Employment While on Light Duty, Injured With Pay Status, or Off-Duty 
Sick Status 


1. Officers may not work a police-related detail while on light duty, in an off-duty 


injured with pay status, in any off-duty sick status, or off-duty due to any 
Family Medical Leave Act (FMLA) approved time. 


2. Officers may engage in outside employment, not police-related, while on light 
duty or in an off-duty injured with pay status, if the work does not exceed the 
officer's light duty or injured with pay limitations. 


3. Employees will not work any other employment while on sick with pay status 
with the City. 


4. Officers must physically report for work after being off duty while injured, 
sick, or taking FMLA approved time and complete an entire shift before 
working a police-related detail. 


P. Canine Squads 


1. Outside employment requests for a Police Canine team(s) will be directed to 
the Special Services Section.  Special Services Section personnel will 
coordinate these details with the affected district commander. 


2. The hourly rate for use of the animal is $25.00 per hour, with a two hour 
minimum.  Detail time will include sufficient time to prepare, transport, and 
secure the animal after the detail. 


a. The hourly rate for the officer will be in addition to the cost of the animal 
and equipment, and will correspond with the current compensation 
schedule. 


3. Police vehicles used for transporting the animals are billed at the current 
rate. 


4. Any waiver of fees will require the Police Chief's or bureau commander’s 
written approval. 


5. Department guidelines for canine use apply to all details. 
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Q. Authorized Weapons For Outside Employment Details 


1. The authorized weapons for carry while working outside employment details 
are: 


a. The Department issued Smith and Wesson, 9mm, Military and Police 
(M&P9) or; 


b. The Department issued Smith and Wesson, 9mm, Military and Police 
compact (M&P9c). 


1) Personnel performing outside employment details are required to 
carry the Department issued primary duty weapon in the 
Department issued ALS/Level III/Hood Strap Holster. 


c. Backup Firearm 


1) Personnel must meet all requirements for backup carry outlined in 
Procedure 12.025, Authorized Weapons. 


2. Officers issued both the Department M&P9 and M&P9c. 


a. While working outside employment details the Department issued 
M&P9 is preferred over the M&P9c. 


R. Detail Inspections 


1. The DCS supervisor will conduct random inspections of details and will 
report the results of those inspections to the bureau commander. 


2. Field supervisors inspecting details can access a continuous listing of 
scheduled details throughout the City into COMS. 


3. All on-duty shift supervisors, as part of their regular duties, will inspect a 
minimum of one detail, per week, during their shift.  Document any violation 
of Department rules, regulations, or procedures, including Procedure 19.140 
on a Form 669, Report of Inspection.  The inspection will include attention to 
the following: 


a. Officer’s appearance and fitness for duty. 


b. Whether the officer(s) is attending to required duties. 


c. Whether the officer(s) who signed up for the detail is working the detail. 


d. Whether the officer(s) is logged on with ECS. 


4. The supervisor will forward the Form 669 to Inspections Unit through the 
chain of command. 


5. District supervisors are responsible for inspection of DCS details and details 
scheduled and coordinated by district/section/unit coordinators. 


6. If, during the course of the week, there are no details worked during a 
supervisor’s shift, no Form 669 is required. 
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S. Corrective/Disciplinary Action and Suspension from Details and PVO 


1. Personnel are subject to progressive corrective/disciplinary action and/or 
suspension from all details and PVO for the following: 


a. Violation of any provision of this procedure 


b. Failure to report for an assigned detail 


c. Tardiness 


d. Lack of proper equipment 


e. Unacceptable appearance, performance, or conduct 


f. Classification in any “Without Pay” status during a pay period 


1) When a supervisor is made aware of an officer’s “without pay” 
status for a pay period, they will schedule a meeting with the 
officer to discuss their attendance. 


a) The supervisor will check the officer’s ETS history prior to 
the meeting for any current or previous detail suspensions 
within the past 12 months. 


b) If the officer is already serving a detail suspension, the new 
detail suspension dates will begin after the end of the 
current suspension (run consecutively).      


2) The supervisor will complete a Form 17NS, Notice of Detail 
Suspension, with the appropriate detail suspension dates and any 
additional recommendations. 


 a) Document the meeting and detail suspension with an ESL 


1] Include the ETS# on the bottom of the Form 17NS 


 b) Attach the signed Form 17NS to the ETS file 


 c) Send a copy of the Form 17NS to DCS 


3) DCS will deactivate the officer’s COPLOGIC account during this 
period of suspension. 


2. DCS is the central repository for all employee records relating to 
corrective/disciplinary action and suspension from details. 


a. Supervisors will report all instances of absenteeism, tardiness and/or 
violations of Procedure 19.140 to DCS via a Form 17DP, or Form 17NS 
when applicable. 


b. When a supervisor is advised of an employer request to no longer 
assign a specific officer to their detail, the supervisor will make every 
effort to resolve the conflict to the employer’s satisfaction. 
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1) The supervisor will investigate and thoroughly document the 
reason for the request on a Form 17DP. 


a) If the conflict is resolved to the employer’s satisfaction, the 
supervisor will indicate the resolution on the Form 17DP and 
forward it to DCS. 


b) If further investigation is required, the Form 17DP will be 
routed through the chain of command to the affected 
officer’s district/section/unit commander. 


1] The district/section/unit commander will determine the 
appropriate level of investigation to be completed. 


2] A copy of the completed Form 17DP will be forwarded 
to DCS. 


2) If the request occurs while the officer is working the detail, and 
cause exists to immediately remove the officer, the investigating 
supervisor will inform the district OIC and route the Form 17DP 
through the chain of command to the affected officer’s 
district/section/unit commander. 


a) The district/section/unit commander will determine the 
appropriate level of investigation to be completed. 


b) A copy of the completed Form 17DP will be forwarded to 
DCS. 


c) The officer will be compensated for a minimum of two hours 
pay for outside employment of less than two hours duration, 
or for the duration of time the officer worked the detail as 
outlined in Section H.4. 


3) If the officer is scheduled for future details with the employer, the 
investigating supervisor will ensure a Form 17DC is completed 
and forwarded to DCS. 


a) DCS will attempt to find a replacement officer for the 
additional scheduled details with the employer. 


b) The affected officer will not work additional details for the 
employer during the investigation process. 


4) The outcome of the investigation will be thoroughly documented 
on the Form 17DP and via Evaluation Supplement Log (ESL), if 
necessary. 


c. DCS will forward all disciplinary actions through the chain of command 
to the Police Chief. 


3. Department (increment) overtime will not be affected by detail suspensions.  


Officers may not work PVO while on a detail suspension. 
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T. Detail Audit 


1. DCS is the central repository for all detail suspension records. 


2. Upon notification of a detail violation via the One Hundred Hour Audit report 
or Form 17DP (18-hour rule, 15-minute rule, conflicting times, tardy, missed, 
calls off sick to work a detail, etc.): 


a. A supervisor will complete a Form 17DA, Report of Detail Audit. 


1) All violations of this procedure shall be documented as 
independent detail infractions. 


b. Infractions are calculated within a 12-month period and reported on the 
Form 17DA. 


Infraction Examples: 


1) If an officer fails to ensure there is at least a 15-minute separation 
between their tour of duty and outside employment and works 
combined hours greater than 18 hours in any 24-hour period, two 
violations should be documented. 


2) If an officer fails to show for a detail, one violation should be 
documented. 


3) If an officer fails to show for a detail and is tardy for a separate 
detail, two violations should be documented. 


a) A separate ESL will be completed for each violation. 


b) The third violation within a 12-month period will be 
documented via ESL and the officer will be issued a 15-day 
suspension from details. 


3. The Department may review the on-duty work performance of any officer 
who works more than 64 combined hours of work for the City and details 
within a regular work week (Sunday through Saturday). 


a. The Department may review the on-duty work performance of any 
officer who works more than 100 detail hours in a 30-day period. 


1) The purpose of the review is to determine whether the officer’s 
outside employment has had an adverse effect on the 
performance of their official police duties. 
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12.210 TRAFFIC CONTROL:  MAJOR THOROUGHFARES 


References: 


Procedure 12.225 - Vehicular Crash Reporting 


Purpose: 


To ensure the safe and orderly flow of traffic during peak traffic hours, planned or 
unexpected repair and/or when roadways are under construction. 


Procedure: 


A. General Guidelines: 


1. When stopped on heavily traveled or unlighted streets or highways to provide 
traffic control, officers will: 


a. Activate all the emergency flashing lights of their vehicle. 


b. Remove the police vehicle from the traveled portion of the highway, 
whenever possible. 


c. Use flares and traffic cones whenever possible. 


d. Wear the reflective traffic vest when outside of their vehicles and in the 
street for extended periods or directing traffic. 


1) Officers issued the reversible reflective windbreaker are permitted 
to wear the reversible reflective windbreaker, reflective side out, in 
place of the reflective traffic vest. 


2. Officers on the scene of any incident requiring an expressway or major artery 
to be closed to vehicular traffic, or requiring emergency power shut off to the 
streetcar, will: 


a. Immediately notify Emergency Communications Section (ECS) of the 
circumstances and conditions that necessitate the closure and/or 
emergency power shut off to the streetcar.  


1) Request ECS contact SORTA to initiate emergency power shut off 
to the streetcar, if necessary. 


b. Immediately notify their supervisor of the problem and any action taken. 


3. Supervisors will: 


a. Ensure ECS has contacted SORTA to request emergency power shut 
off to the streetcar, if necessary. 


b. Ensure sufficient traffic posts are set to reroute traffic. 
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c. Monitor the situation and have the road opened to traffic and/or request 
power to the streetcar resumed as soon as possible after the incident 
has been brought to a conclusion or when conditions allow for the safe 
use of the roadway and/or rail. 


d. If no police officer is available to respond to a streetcar rail parking 
obstruction, a supervisor will request ECS contact the City of Cincinnati 
Parking Enforcement Office via radio or at (513) 352-4527 or (513) 352-
6280 between 0900 – 2100 hours.  After 2100 hours, the supervisor will 
ensure priority is given to streetcar rail parking obstruction calls for 
service. 


B. Rush Hour Traffic Control: 


1. Patrol officers will constantly patrol from 0600 to 0900 and 1500 to 1800 
hours on weekdays, other than holidays. 


a. Generally, except radio runs, exclude non-emergency services during 
these hours. 


b. District/Traffic Unit uniformed personnel will remain on moving patrol 
whenever possible.  Uniformed patrol officers will not stop to eat during 
these hours. 


c. In inclement weather, hold roll call briefing to a minimum. 


d. Patrol officers will give attention to major thoroughfares with 0600 to 
0900 and 1500 to 1800 parking restrictions. 


e. District supervisors will inspect the major arteries of their districts for 
violations of 0600 to 0900 and 1500 to 1800 parking restrictions and 
other traffic impediments. 


2. Take immediate action upon finding traffic congestion, hazardous roadway 
conditions or streetcar rail obstructions. 


a. Notify ECS if assistance is needed (e.g., signal 38, an additional officer 
to direct traffic, etc.) 


1) Officers will request ECS to contact SORTA for emergency power 
shut off to the streetcar, if necessary.   


2) Officers will expedite the removal of any obstruction (e.g., motor 
vehicles) on the streetcar rail unless a fatal or life-threatening 
injury collision occurs requiring response by the Traffic Unit.  


3) Non-uniform members will also advise ECS of traffic congestion. 


3. When a disabled vehicle interferes with heavy traffic movement, the first 
uniformed officer on the scene will attempt to alleviate the situation. 


a. Whenever possible, do not park the police vehicle in a manner that will 
hamper traffic flow, or block driveways or traffic control devices. 
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1) If possible, park in a safe position ensuring approaching motorists 
a clear field of vision with enough distance for braking and 
merging into traffic. 


b. If it is not possible to move a disabled vehicle immediately, notify ECS 
what assistance is needed.  Direct the traffic around the disabled 
vehicle while waiting for assistance. 


4. Unit supervisors should respond to inspect conditions at major accidents and 
fires. 


C. Roadway Repair Details Using Marked Police Vehicles: 


1. Detail Coordination Unit will ensure that any entity that hires a traffic detail 
receives a copy of Procedure 12.210, Traffic Control:  Major Thoroughfares, 
when the Letter of Understanding is completed. 


a. Detail Coordination Unit will instruct the employer that they will be held 
to the content of this procedure. 


2. Detail Coordination Unit will assign all roadway repair details. 


a. Detail Coordination Unit will forward a copy of any/all highway 
maintenance details to the district of occurrence. 


1) It will be the responsibility of the district supervisor for that shift to 
respond and inspect the detail (including setup on the interstate). 


3. The location, time, and speed limit of the repair site will dictate the number of 
police officers needed for a detail.  This applies to both on-duty and off-duty 
details. 


4. Uniformed police officers and marked vehicles are used to protect roadway 
repair details by directing and slowing traffic around the repair site and crew. 


a. Detail officers will not leave their posts to pursue vehicles violating the 
safety zone(s).  The detail officer will give ECS a description for a 
"traffic wanted" broadcast. 


5. The only authorized types of traffic control for roadway repair details are: 


a. A stationary lane closure on the expressway: This is a stoppage of 
traffic in the number of lanes that allows safe completion of the repair 
work.  This could be all moving lanes of the expressway depending on 
the location (e.g., curve), or a single lane. 


b. A moving lane closure on the expressway: This is a slowing down of 
traffic in the lanes being worked in.  Where the distance and number of 
entrances permit, two officers will slow all traffic to about 5 MPH to 
allow the repair crew to move forward and complete the repairs before 
the moving block approaches.  This minimizes the stopping of traffic. 
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c. Repair work not on the expressway system or on streets where the 
speed limit is 35 MPH or less:  A district supervisor will evaluate the 
repair site to determine the number of officers and the traffic control 
pattern needed. 


d. Emergency repair work:  This is unplanned work that is immediately 
needed and can be done in a short time span.  Two on-duty officers will 
be dispatched to meet the supervisor from Public Works. One of the 
above types of traffic control must be used. 


1) District supervisors will ensure that detail officers are relieved to 
avoid overtime costs to the Police Department. 


2) Emergency repair work will not interfere with the movement of 
traffic for extended periods. 


3) Avoid repair work during peak traffic hours, 0600 to 0900 and 
1500 to 1800, unless the condition to be repaired is an extreme 
hazard to the motoring public. 


6. If there is disagreement with the repair crew supervisor, or any question 
about the traffic control methods to be used, the detail officer will immediately 
contact a police supervisor from the district in which the repair work is to be 
done. 


7. Descriptions and charts depicting the authorized traffic control patterns 
(minimum requirements): 


NOTE: The flow pattern allows adequate warning of restricted area and a 
gradual escape for the inattentive motorist. 
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CHART 1 - STATIONARY LANE CLOSURE (EXPRESSWAYS AND OTHER 
ROADS OVER 35 MPH) 


 Arrow 
 Board Police Supervisor Police Crew Workers 


*  Vehicle Truck Vehicle Truck 


*                                                                                                                                           * 
        *                                                                                                                       Detail Officer 
                 *                                          CONE  PATTERN 
                           *     *     *     *     *     *     *     *     *     *     *     *     *     *     *     *     *     *     *     *     *  
 
 
 


DIRECTION  OF  TRAFFIC 
 


a. Stationary lane closures on multilane roads with speeds over 35 MPH 
(refer to Chart 1 above) 


1) Stationary signs in advance of closure 


a) Location and number of signs   determined by the repair 
crew supervisor. 


2) Traffic cone pattern 


3) Arrow Board  


4) Police officer and marked vehicle. 


a) The officer will take a position outside his vehicle to monitor 
or direct oncoming traffic, as needed. 


5) Repair crew supervisor vehicle 


6) Second police officer, with a marked vehicle, if warranted (as 
determined by the traffic detail supervisor).  The officer will be 
outside the vehicle. 


7) Vehicle for repair crew 


8) Workers 
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CHART 2 - MOVING LANE CLOSURE (EXPRESSWAYS AND OTHER 
ROADS OVER 35 MPH) 


 Arrow 
 Board Police Supervisor Police Crew 
  Vehicle Truck Vehicle Truck 
 


 
 Workers 
 


 


DIRECTION  OF  TRAFFIC 
 


b. Moving lane closures on multilane roads with speeds over 35 MPH 
(refer to Chart 2 above). 


1) Arrow board (when available) 


2) Police officer in marked vehicle 


3) Repair crew supervisor vehicle 


4) Second police officer in marked vehicle 


5) Vehicle for repair crew 


6) Workers 
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CHART 3 - REPAIR WORK ON 35 MPH OR SLOWER STREETS 


=========================================================== 


 


 
 Detail Officer 
 
 
 
 Arrow Police Supervisor Crew Workers 
 Board Vehicle Truck Truck 


 


c. Repair work on streets where speed is 35 MPH or less (refer to Chart 3 
above). 


1) Arrow board 


2) Police officer and marked vehicle 


a) The officer will take a position outside his vehicle to monitor 
or direct oncoming traffic, as needed. 


3) Repair crew supervisor vehicle 


4) Vehicle for repair crew 


5) Workers 
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19.145 EMPLOYEE PERSONNEL JACKETS 
 
References: 
 
Procedure 16.111 – Employee Tracking Solution (ETS) 
Procedure 18.120 – Release of Information and Public Records 
Manual of Rules and Regulations – 9.26(B) 
 
Purpose: 
 
To maintain accurate paper records of the performance of each Department 
employee to be utilized as a resource, in conjunction with ETS records, for 
career development and management of personnel. 
 
Policy: 
 
Personnel jackets and medical jackets will be created and maintained for all 
sworn and civilian Police Department employees. 
 
Procedure: 
 
A. Personnel Jackets 


 
1. Personnel Management Unit will create all Personnel Jackets. 


 
a. Personnel Jackets will be stored and maintained at the 


Personnel Management Unit. 
 
2. The Personnel Jacket will contain the following: 


 
a. Personal history including previous employment and formal 


education of the employee. 
 
b. Promotional information 
 
c. Current and previous assignments 
 
d. Auto accident information 
 
e. Commendations 
 
f. Performance ratings 
 
g. Disciplinary actions 
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B. Medical Jackets 
 
1. Personnel Management Unit will create and maintain all original 


Medical Jackets. 
 
2. All districts/sections/units will receive a duplicate Medical Jacket from 


Personnel Management Unit and maintain the duplicate Medical 
Jacket for each employee. 


 
3. Medical Jackets are considered confidential and are subject to 


viewing only under the following circumstances when: 
 
a. Supervisors may be told about necessary restrictions or 


accommodations on the work or duties of the employee. 
 
b. First aid and safety personnel may be told, when appropriate, if 


the disability might require emergency treatment. 
 
c. Needed for the management of sick leave benefits. 
 
d. Government officials investigating compliance with the 


Americans With Disabilities Act (ADA) must be given relevant 
information on request. 


 
e. The employee who is the subject of the jacket requests to view 


it. 
 
4. Refer anyone requesting information from the Medical Jacket for any 


other reason to Personnel Management Unit. 
 
5. Transfer of Personnel 


 
a. Upon transfer of an employee, the district/section/unit 


commander will forward the duplicate Medical Jacket to the 
Personnel Management Unit. 
 
1) Personnel Management Unit will examine all jackets for 


accuracy and forward the duplicate Medical Jacket to the 
employee’s next district/section/ unit commander. 


 
C. Recording Change in Residence, Telephone Number, or Marital Status 


 
1. The office/district/section/unit will record any of the above changes on 


a Change in Personal Information report (Form 31P). 
 
2. Employee and supervisor signatures are required on all Forms 31P. 
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3. The employee's unit of assignment will make the necessary changes 


in its own records. 
 
4. Route the completed Form 31P to the Personnel Management Unit, 


via the chain of command, for data entry and filing. 
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12.215 CINCINNATI PARKING INFRACTION (CPI) 


Reference: 


Procedure 12.205 – Traffic Enforcement 
Procedure 12.250 – Cancellation of Citations, Traffic Warrants & Criminal Warrants 
Procedure 12.270 – Impounding, Moving, and Release of Vehicles 
Cincinnati Municipal Code (CMC) Chapter 508, Stopping and Parking 


Purpose: 


Provide for the uniform issuance of Cincinnati Parking Infractions (CPI). 


Information: 


There are parking meter spaces and “handicapped parking only” spaces throughout the 
City for the exclusive use of handicapped motorists.  Special blue parking meter heads 
indicate the space is for handicapped motorists only.  The “handicapped parking only” 
spaces are indicated by a sign.  Only vehicles bearing an officially issued handicapped 
license plate or handicapped card may use these specially marked spaces. 


Unless other parking restrictions are posted, a vehicle may remain parked for up to 
24 hours or if displaying the appropriate handicap plate/placard/sticker the vehicle may 
remain parked for up to 36 hours. 


In zones that allow legal parking, e.g., parking meters, 6-9 AM / 3-6 PM “rush hour” 
zones, etc., parking is limited as the posted signs indicate.  However, during any time 
outside of the posted restriction which allows for legal parking, under no circumstances 
may a vehicle remain parked for more than 14 hours. 


Policy: 


All requests for temporary parking restrictions must include the appropriate permit 
issued by the City Department of Transportation & Engineering (DOTE), Right-of-Way 
Section (352-3463), or the CPD event application (Form 700, Form 710, or Form 720) 
approved through the Special Events Unit (SEU), prior to the request being authorized 
by the Police Department. 


Procedure: 


A. Guidelines 


1. Use the CPI when enforcing the following infractions: 


a. License plate infractions on parked vehicles. 


b. Parking infractions. 


c. Meter infractions. 


Exception: When citing a juvenile for the above listed infractions, 
issue an Ohio Multi-Count Uniform Traffic Ticket (MUTT). 


2. Enforce all other violations except warning tags on a MUTT. 
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3. When citing an adult for the above infractions and the person is not the 
owner of the vehicle: 


a. List the operator's full name, address, date of birth, last four digits only 
of the social security number, sex, and race in the "Notes" area of the 
CPI. 


4. Include the VIN number on all CPIs. 


a. Record the VIN from the vehicle rather than the license plate query 
whenever possible. 


b. If unable to read/locate the VIN on the vehicle dashboard or door jam, 
the officer will leave the VIN number blank and document the reason in 
the "Notes" area of the CPI.     


5. Record the license plate sticker number on the CPI in the block titled 
"Validation Number”.  Write "None" if the sticker is missing. 


6. When enforcing parking violations on a vehicle that is not displaying license 
plates, tow the vehicle; do not issue a CPI.  CPIs cannot be processed 
without a license plate number.  This applies to both occupied and 
unoccupied vehicles. 


B. Enforcement Guidelines 


1. Issue a CPI rather than a warning for the following parking infractions: 


a. Unauthorized stopping and parking. 


b. Stopping, loading, or unloading on primary arteries. 


1) During restricted hours. 


2) In “No Stopping or Parking” posted areas. 


c. Commercial trucks or vehicles displaying commercial truck license 
plates may load/unload on downtown streets, except in areas posted 
“No Stopping or Parking”. 


1) Truck drivers do not need to place coins in parking meters when 
actively engaged in loading or unloading. 


2. Holiday enforcement 


a. Holiday, when used in connection with any traffic control device, will 
mean each of the following: 


1) New Year's Day - January 1st 


2) Martin L. King, Jr. Day - Third Monday in January 


3) Memorial Day - Last Monday in May 


4) Independence Day - July 4th 


5) Labor Day - First Monday in September 
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6) Thanksgiving Day - Fourth Thursday in November 


7) Christmas Day - December 25th 


b. Enforce “No Parking 6/7 - 9 AM and 3/4 - 6 PM” parking restrictions as 
posted, except on holidays. 


1) Issue a CPI when impounding for a violation of peak hour 
restrictions. 


2) Enforce parking meter infractions as noted on each meter. 


c. Enforce all other parking regulations on holidays. 


3. During religious services, officers should contact institution officials before 
taking enforcement action on parking complaints in areas adjacent to 
religious institutions. 


4. Enforce parking restrictions on undedicated streets, shopping center lots, 
privately owned roads or driveways, only on complaint. 


a. Handicapped parking restrictions can be enforced without a complaint. 


b. Officers will enforce signs posted by the City restricting parking on 
undedicated streets. 


1) Undedicated streets are those private streets open to the public 
as a thoroughfare for vehicular traffic. 


c. Officers will enforce fire lane signs posted by the City on privately 
owned roads and driveways. 


1) Privately owned roads and driveways are in private ownership and 
not open to the public. 


d. Contact Traffic Engineering, Mon – Fri, 0830 – 1700 hours to determine 
if signs were posted by the City. 


5. Police officers will enforce parking meter infractions at City owned, off street 
parking facilities that do not issue meter permits. 


C. Handicapped Parking Enforcement 


1. Meter enforcement 


a. Issue a CPI to vehicles without the proper license plate, windshield 
placard, or parking card using Cincinnati Municipal Code (CMC) 
Section 508-36.  Tow only as a last resort or in aggravated cases. 


b. Section 4511.69 of the Ohio Motor Vehicle Code allows a handicapped 
person to park a vehicle for a period of two hours in excess of the legal 
parking period, except where the vehicle is parked in such a manner as 
to be clearly a traffic hazard. 
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1) The handicapped person must deposit a coin in the meter to 
obtain time to park.  Parking is allowed two hours beyond the 
expiration of that time before a violation can be issued. 


2) An officer with personal knowledge that the two-hour grace 
period has expired may issue a CPI for a Meter Violation, CMC 
Section 509-7. 


3) Handicapped persons cannot park at these meters during 
6/7 - 9 AM or 3/4 - 6 PM parking restrictions.  In this 
instance, issue a CPI for the parking violation. 


a) Tow only as a last resort, or in aggravated circumstances, 
with the approval of a supervisor. 


2. Enforcement on private property 


a. Officers may enforce handicapped parking infractions on private lots 
under CMC Section 508-36. 


1) Vehicles can park in handicapped parking spaces only if they 
display handicapped license plates, a windshield placard, or a 
parking card. 


3. Enforcement of "Handicapped Parking Only" signs on City streets 


a. Issue a CPI to vehicles without the proper license plate, placard, or 
card using CMC Section 508-36.  Tow only as a last resort or in 
aggravated cases. 


D. Defective Parking Meters 


1. Defective parking meter (no CPI) 


a. Notify the district desk person of the location and condition. 


b. District desk personnel will make the necessary blotter entry. 


1) Notify the Parking Facilities Office (Mon – Fri, 0800 – 1630 hours).  
If closed, first shift will make the notification on the next business 
day. 


2. Defective parking meter reported, CPI issued by a parking enforcement 
officer 


a. Instruct the citizen to immediately mail or deliver the CPI to the Parking 
Facilities Office, 300 West 6th Street, 45202.  An explanation of the 
defective parking meter by the citizen should accompany the CPI. 


b. Notify the district desk person of the location and condition. 


c. District desk personnel will make the necessary blotter entry. 


1) Notify the Parking Facilities Office (Mon – Fri, 0800 – 1630 hours).  
If closed, first shift will make the notification on the next business 
day. 
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3. Defective parking meter, CPI issued by a police officer 


a. The officer will accept the CPI and write in the name, address, and 
phone number of the recipient. 


1) The officer will notify the supervisor.  The supervisor will complete 
a Form 654, Request for Cancellation, containing the following 
information:  CPI number, name of the issuing officer, and the 
name of the officer verifying the defective meter.  The supervisor 
will forward the Form 654 and the CPI to the Parking Facilities 
Office. 


b. Before forwarding the Form 654, the district supervisor will call the 
Police Records Section Customer Service Supervisor.  The supervisor 
will place a hold on the CPI, pending an investigation by Parking 
Facilities. 


c. Parking Facilities will note the results of the parking meter inspection on 
the CPI and forward it to the Police Chief's Office. 


1) If the meter was found to be defective, the Patrol Bureau 
Commander will forward the CPI to Court Control for dismissal by 
the hearing officer.  Patrol Bureau will notify the complainant by 
mail of the disposition. 


2) If the parking meter was not defective, Patrol Bureau will mail the 
CPI back to the complainant with instructions for its proper 
disposition. 


E. Street Sweeping Enforcement 


1. Officers will enforce street sweeping signs when requested by a Public 
Services supervisor or the private street sweeping contractor through the 
Emergency Communications Center (ECC).  Officers will enforce street 
sweeping signs on city streets maintained by the Cincinnati Metropolitan 
Housing Authority (CMHA) upon complaint from CMHA security personnel 
through the ECC. 


a. Confirm the street sweeping operations are being conducted according 
to the posted sign(s). 


1) If the posted signs are faded, inadequate, or difficult to read, the 
issuance of a warning citation is acceptable. 


a) Complete a Form 318, Report of Conditions Affecting Other 
Departments, to report any problem with the sign(s). 


b. Issue a CPI for a violation of CMC 502-3, Parking Prohibitions During 
Street Sweeping Operations, but do not tow. 


c. Note the Public Services supervisor’s, private street sweeping 
contractor’s, or CMHA security officer’s name and address in the 
"Notes" block as witness information for cases contested at any 
subsequent hearing. 
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F. Enforcement of Temporary “No Parking” Signs 


1. The City Manager has designated the Police Chief or his designee to act on 
the Manager’s behalf for the purpose of posting and maintaining temporary 
“No Parking” signs on local highways and all other municipal property 
pursuant to CMC Sections 502-24 and 508-2. 


a. A private citizen, contractor, or public utility under contract to the City 
may be authorized to post temporary “No Parking” signs issued by the 
Police Department. 


b. All requests to the Police Department for temporary parking 
restrictions require a copy of the permit issued by the DOTE or the 
approved CPD event application.  Requests for parking restrictions 
without one of these items will not be processed.  The requestor will 
be referred to the DOTE or the SEU, whichever is appropriate. 


1) Temporary “No Parking” signs require the completion of a Form 
740, Parking Restriction Request.  The Form 740 will include a 
photocopy of the permit or approved CPD event application; the 
purpose for the restriction; the date and time for the requested 
restriction and the expected completion date; an exact address or 
addresses affected by the restriction; the date and time the signs 
are posted; the signature and telephone number of the person 
making the request. 


a) Citizens requesting a Form 740 shall be provided with a 
Form 740I, Instructions and Guidelines for Requesting 
Temporary Parking Restrictions. 


2) All Form 740s must be submitted to the Police Department in 
sufficient time to ensure temporary restriction signs and/or parking 
meter bags are posted AND the affected district desk officer 
notified within the minimum lead time in advance of the temporary 
parking restriction. 


a) Temporary parking restrictions in locations that do not have 
any other permanent restriction signs posted must be in 
place and notification made to the district desk officer a 
minimum of 24 hours, but no more than 36 hours in 
advance. 


1] If a vehicle bearing a proper handicap plate/placard/ 
sticker is parked within the temporary restriction zone, 
attempt to locate the owner and request the vehicle be 
moved.  If unable, a CPD supervisor may authorize a 
“move only” tow.  Do not issue a CPI. 
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b) Temporary parking restrictions in locations that have other 
restrictive permanent signage posted, such as metered 
parking spaces, must be in place and notification made to 
the district desk officer a minimum of 14 hours but no more 
than 24 hours in advance 


c) Form 740 requests shall not exceed the date(s) indicated on 
the permit issued by the DOTE or the approved CPD event 
application. 


2. District Desk Officer Responsibilities 


a. Make a photocopy of the permit issued by DOTE or the approved 
CPD event application to attach to the Form 740. 


1) Refer all persons without a proper permit to the DOTE Right-of-
Way Section, City Hall Room 425, 801 Plum Street or the CPD 
Special Events Unit, when appropriate, prior to requesting a 
temporary parking restriction. 


b. Provide the citizen with a Form 740I and Form 740. 


c. Verify the Form 740 is properly completed and attach the copy of the 
DOTE issued permit or the approved CPD event application provided 
by the requestor. 


d. Enter the information from the Form 740 into the district electronic 
blotter and document the blotter number at the bottom of the Form 740. 


e. Upon receiving notification the restrictions have been posted, contact 
ECC to dispatch a unit to the address indicated to verify the temporary 
restriction signs/bags are properly posted. 


f. Complete the corresponding portions at the bottom of the Form 740, 
including the unit number of the car dispatched and the date/time 
checked. 


g. Update the district electronic blotter with the pertinent information. 


h. Maintain Form 740s and permit copies in a binder at the front desk, by 
date, for easy reference. 


3. Officers will take enforcement action only if there is a completed Form 740 
and electronic blotter entry indicating the temporary signs have been 
properly posted and verified. 


a. Temporary parking restriction signs must be posted for a minimum 
number of hours before a CPI for overtime parking can be issued.  
Posted temporary restriction signs that do not comply with the minimum 
hours indicated below are not enforceable, and no action shall be 
taken. 
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1) Temporary parking restrictions in locations that do not have any 
other permanent restriction signage posted, such as a residential 
street, must be in place and notification made to the district desk 
officer a minimum of 24 hours in advance. 


2) Temporary parking restrictions in locations that have other 
restrictive permanent signage posted, such as metered parking 
spaces, must be in place and notification made to the district desk 
officer a minimum of 14 hours in advance. 


b. Temporary restriction signs should be posted no more than 40 feet 
apart (approximately two car lengths). 


4. Street paving enforcement 


a. Tow and issue a CPI to vehicles in violation of properly posted signs.  If 
the Impound Unit is full and a supervisor approves a move only tow, 
issue a CPI. 


b. If temporary “No Parking” signs are absent or improperly posted, a 
police supervisor may order a “move only” tow to accommodate the 
street paving operations.  Do not issue a CPI in this situation. 


5. Exemption for Emergency Construction / Repairs to Utilities 


a. Greater Cincinnati Water Works (GCWW), Metropolitan Sewer District 
(MSD), and city Public Services are not required to obtain a permit in 
advance to post temporary restrictions for emergency construction. 


1) During emergency construction/repair situations a CPD supervisor 
should coordinate police assistance as needed, including any 
necessary “move only” tows. 


G. Parking Facilities Parking Enforcement Officers 


1. Parking enforcement officers enforce selected parking infractions in addition 
to meter infractions. 


2. When responding to a parking enforcement officer's request for advice or 
assistance regarding proper enforcement of these ordinances, render police 
support in a professional manner. 


3. A police officer receiving a parking complaint from a citizen will take the 
appropriate enforcement action.  Do not refer the citizen to Parking Facilities. 


4. Parking enforcement officers cannot enforce the following CMC Sections: 


a. 508-4 Removal of Obstructing Vehicles 


b. 508-5 Vehicle Obstructing After Collision 


c. 508-12 Parking Unreasonable Time 


d. 508-21 Use of Bus Stop 


e. 508-34 Special Parking Restrictions 
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19.150 SEPARATION FROM DEPARTMENT SERVICE:  
RESIGNATION/RETIREMENT 


 
Reference: 
 
Collective Bargaining Agreement Between the City of Cincinnati and FOP Queen 
City Lodge 69 
 
Purpose: 
 
Establish resignation and retirement guidelines for Department personnel to 
follow. 
 
Establish a process for the Police Department to retrieve Department property 
from separating personnel. 
 
Allow the Police Department to obtain information concerning the reason an 
employee terminates employment. 
 
Establish a procedure for retiring personnel to buy their issued handgun. 
 
Policy: 
 
A sworn employee selecting Retirement Option 1, as defined in the current labor 
agreement, relinquishes all police authority and the position held by the officer 
will be declared vacant. 
 
Procedure: 
 
A. Voluntary Resignation 


 
1. All employees contemplating voluntary resignation will: 


 
a. Contact the Employee Relations Squad to coordinate the exiting 


process. 
 
1) Employee Relations Squad will: 


 
a) Explain benefits to sworn employees. 
 
b) Refer non-sworn employees to City Retirement. 
 
c) Provide employees with a Form 17, Resignation 


Form. 
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2) After employees complete and sign the Form 17, 
Resignation Form, Employee Relations Squad will 
immediately fax a copy to the Police Chief's Office. 
 
a) Route original Form 17, Resignation Form, through 


channels. 
 
2. Sworn employees are requested to notify their district/section/unit 


commander at least two weeks before their effective day of 
resignation. 
 
a. The Form 17, Resignation Form, must state the last day the 


member will work.  Resignation will be effective the first day after 
the employee’s last day on the City payroll. 


 
3. Employee Relations Squad will contact the police psychologist to 


schedule a voluntary exit interview for all employees. 
 
a. The exit interview will become part of the confidential file 


maintained by the police psychologist. 
 
1) The results of the exit interviews are compiled by the police 


psychologist and periodically forwarded to the Police Chief. 
 
b. Off-duty personnel will be compensated according to the 


provision of the current labor agreements. 
 
4. A sworn employee desiring return of pension fund contributions must 


complete an Application for Refund of Accumulated Contributions 
form available from the Ohio Police and Fire Pension Fund. 


 
B. Retirement 


 
1. Sworn employees anticipating retirement will: 


 
a. Contact the Employee Relations Squad to coordinate the 


retirement process. 
 
1) Employee Relations Squad will provide the employee with 


a Form 17, Retirement Form. 
 
2) Employee Relations Squad will explain pension benefits, 


hospital insurance, etc. 
 
b. Complete and sign all forms requested by the Employee 


Relations Squad. 
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2. Sworn employees are requested to notify their district/section/unit 


commander via the Form 17, Retirement Form, at least two weeks 
before their effective day of retirement.  The form must state the last 
day the member will work.  Retirement will be effective the first day 
after the employee’s last day on the City payroll. 
 
a. The district/section/unit commander will sign and forward the 


Form 17, Retirement Form, to the affected Assistant Police 
Chief’s Office.  The affected Assistant Police Chief will sign and 
forward the form to the Police Chief who will forward it to 
Personnel Management Unit. 


 
3. A lump-sum payment will be made for accumulated sick time, 


compensatory time, vacation time, shift differential, and prorated 
longevity pay in accordance with the current labor agreement. 


 
C. District/Section/Unit Responsibilities 


 
1. District/section/unit commanders will ensure all time records 


(computer printouts of Holiday, Compensatory Time, and Fair Labor 
Standards Act balances, shift differential forms, and Forms 25s and 
68P) are hand-delivered to Employee Relations Squad by the end of 
the next business day following the separation. 
 
a. The district/section/unit commander will verify the balances, shift 


differential total, and clothing allowance. 
 
b. The timekeeper will conduct an audit of overtime for time earned 


during the employee’s last 36 months of employment and 
forward it to the Employee Relations Squad. 


 
D. Return of Department Owned Equipment 


 
1. The separating employee’s district/section/unit commander is 


responsible for the return of Department owned equipment. 
 
a. An employee separated from service for any reason will: 


 
1) Obtain Form 624, Police Department Uniforms and 


Equipment, from the Employee Relations Squad or Supply 
Unit. 


 
2) Return all equipment listed on Form 624 to the Supply Unit.   


Return radios, pagers, etc., to the Emergency 
Communications Center. 
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a) The district/section/unit of assignment is responsible 


for collecting MUTT, CPI, and NTA books. 
 
2. Supply Unit will check all records and returned equipment against the 


Form 624 and verify all Department property was returned. 
 
a. If the Form 624 is incomplete or there is a discrepancy, Supply 


Unit will send a copy of the Form 624 to the separated 
employee’s district/section/unit commander for resolution. 
 
1) If Department property is not returned, the employee being 


separated must either replace the missing item or pay the 
current cash value for replacement of the item. 
 
a) Failure to follow this directive will result in the holding 


of future paychecks until the Department is 
compensated. 


 
b. Supply Unit will retain the original Form 624 and forward a copy 


to Fiscal Affairs Section. 
 
E. Sale of Service Handgun to Retired Personnel 


 
1. Upon retirement, sworn members shall be afforded the opportunity to 


purchase the issued handgun. 
 
2. In accordance with the current FOP labor contract, the FOP will pay a 


$1.00 fee for the handgun. 
 
3. Retiring personnel wishing to buy their handgun will bring the issued 


handgun to the Employee Relations Squad at least two weeks before 
retirement. 
 
a. The Employee Relations Squad will check the handgun for the 


correct serial number and complete a Form 17.  After the retiring 
employee signs the Form 17, the Employee Relations Squad will 
forward the Form 17 to the Police Chief for his signature. 
 
1) The original Form 17 will be forwarded to the Supply Unit 


and a copy will be placed in the retiring employee's 
personnel jacket. 


 
b. Handguns will not be released without written approval from the 


Police Chief. 
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F. Recognition of Service upon Retirement 
 
1. After retirement, Personnel Management Unit will provide retirees with 


a certificate indicating their honorable retirement and a copy of their 
personnel jacket.  Retirees will also receive a badge for each rank 
held throughout their career.  Supply Unit will notify retirees when the 
badge(s) are ready to be picked up. 
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12.000 SHIFT LINEUP TO EMERGENCY COMMUNICATIONS 
SECTION 


Definitions: 
Operational Unit – Any section, unit, or squad whose assigned personnel conducts 
investigations or takes enforcement action in the field, or are likely to do so. 


Policy: 
Supervisors will ensure lineups are accurate and complete prior to submission to 
Emergency Communications Section (ECS).  All districts and listed operational units will 
submit a lineup on a daily basis. 


Procedure: 


A. Submitting Lineups 


1. Lineups must be saved to the “Lineups to ECS” folder on the H: drive no 
later than 30 minutes before the start of each shift, and no earlier than 24 
hours before the start of each shift. 


2. The following districts and operational units are required to submit a daily 
lineup to ECS: 


a. Districts 1, 2, 3, 4, 5, and Central Business Section (CBS) 


1) Each shift, unit, and squad within the district will submit a lineup 


2) Any district administrative personnel (e.g., administrative 
sergeant, sworn detail coordinator, property officer, warrant 
officer) must also be included on a lineup. 


b. Criminal Investigations Section 


1) Homicide Unit 


a) Criminalistics Squad 


2) Major Offenders Unit 


a) Fugitive Apprehension Squad 


b) Financial Crimes 


c) Personal Crimes 


c. Special Investigations Section 


1) Narcotics Unit 


a) Vice Squad 


2) Intelligence Unit 


a) Alcohol Tobacco and Firearms (ATF) 
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b) Federal Bureau of Investigation (FBI) 


c) Real Time Crime Center (RTCC) 


d. Special Services Section 


1) Traffic Unit 


2) Operational Support Unit 


a) Canine Squad 


b) Gang Enforcement Squad 


3) Youth Services Unit 


4) PIVOT Unit 


B. Formatting Specifications and Revisions 


1. District/section/unit supervisors will save a copy of the current or following 
day’s lineup to the “Lineups to ECS” folder on the H: drive in the following 
format: 


a. District/section/unit, shift, date (e.g., D3 FIRST 061416, D3 VCS 
061416, CANINE 061416, GANG 061416, FAS 061416). 


2. When any special event is scheduled, Special Events Unit will save a copy of 
the event lineup to the “Lineups to ECS” folder on the H: drive in the 
following format: 


a. Event name, date (e.g., BENGALS 091216, QUEEN BEE 091216). 


3. Cincinnati Reds and Cincinnati Sportservice detail coordinators will save a 
copy of the detail lineup to the “Lineups to ECS” folder on the H: drive in the 
following format: 


a. Detail, date (e.g., CINCINNATI REDS 042616, CINCINNATI 
SPORTSERVICE 042616). 


4. All supervisors / coordinators will ensure revised lineups are saved to the 
“Lineups to ECS” folder immediately following roll call. 


a. Add “REVISED” to the end of the file name (e.g., D4 SECOND 010916 
REVISED). 


b. Notify the dispatcher when the revised lineup has been posted. 


1) Minor lineup revisions may be transmitted over the air prior to 
posting the revised lineup (e.g., “Blackout Car 5311”). 


C. ECS Responsibilities 


1. ECS will retrieve the lineup and enter the information into the Computer 
Aided Dispatch (CAD) System. 


2. ECS supervisors will delete outdated lineups within three working days. 
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12.553 FLAGGED PERSONS 
 
Definitions: 
 
Flagged Person – a person who has important information added to their     
record and is flagged as such to make officers aware of information attached to 
the person.  When a flagged subject is queried, a highlighted indicator box will 
appear with the word “FLAGGED”. 
 
Purpose: 
 
To make officers aware of important information attached to a flagged person. 
 
To establish a guide and procedure for entering, processing, and disseminating 
flagged person information. 
 
Policy: 
 
A flagged person designation does not give an officer probable cause to stop a 
subject or a vehicle attached to a flagged person.  A person who is flagged may 
still be approached by an officer in a manner which is non-threatening to attempt 
to speak with the subject.  There is, however, no requirement that the person 
cooperate with the officer in such an encounter. 
 
Information: 
 
A subject may be entered as a flagged person based on their identification by the 
Cincinnati Initiative to Reduce Violence (CIRV) Career Criminal listing or as a 
potential suspect or potential witness.  The flagged person status will indicate to 
the officer that there is information contained in the subject’s record that needs to 
be read.   
 
Attaching CIRV identification to a subject will enable prosecutors and judges to 
be aware of a person’s status for possible sentencing. 
 
Procedure: 
 
A. Entering Flagged Persons 
 


1. Officers requesting to have a subject flagged will submit a Form 290, 
Flagged Person Entry/Removal Request, for a supervisor’s approval. 


 
a. Explain why the subject should be listed as a flagged person and 


include any special instructions if the person is stopped (who to 
notify or where to send a copy of the contact card). 


 
2. Once approved, submit the Form 290 to the district/section/unit 


commander for entry into RCIC. 
 


a. District/Section/Unit commanders will designate the person 
responsible for the entry/modification/removal of flagged 
persons. 
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b. Entry will be done through an eCLEAR terminal.  Run a query on 
the subject, for example, a QHW. 


 
c. Once the query is run, a series of boxes will appear below the 


person’s information.  Click on the EW box. 
 
d. The EW-Enter Warrant page will appear.  Many of the fields will 


auto populate with the subjects information based on the query. 
 


1) In the warrant type box, choose Flagged Person. 
 


2) In the report number box, the entering officer will use the 
first four mnemonics of the entering location (i.e., DST1, 
DST2) then their employee ID. 


 
3) Add the information pertaining to the flagged status in the 


remarks section. 
 


e. All entries, modifications, or cancellations into RCIC must be 
reviewed for accuracy by a supervisor of the entering person.  


  
B. Removing Flagged Persons 
 


1. Entries will remain in RCIC until removed by the entering 
district/section/unit. 


 
a. Original requesting officers will complete the bottom portion of 


the Form 290 requesting the removal of the flagged person 
status once the need has been met. 


 
b. Once approved by a supervisor, submit the Form 290 to the 


district/section/unit commander for approval to remove from 
RCIC. 


 
1) Removal will be done through the eCLEAR terminal where 


the status was originally entered.  Run a QW on the 
flagged person. 


 
2) Scroll through the information until the flagged person 


information appears.  Click on the CW box to clear the 
flagged person status.   


  
C. Flagged Person Validations 
 


1. The Department Terminal Agency Coordinator (TAC) will send out a 
quarterly list of flagged persons to Patrol Bureau and Investigations 
Bureau. 


 
a. District/Section/Unit designated entry persons will contact the 


original requesting officer, as listed on the Form 290, to verify the 
status of the flagged person. 
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b. If the original requesting officer confirms the removal of the 
flagged person status, they will fill out the bottom of Form 290 
and, once approved by a supervisor, submit it to the 
district/section/bureau commander for approval to remove from 
RCIC. 


 
c. Once the Form 290 is received by the designated entry person, 


the flagged person status will be removed from RCIC. 
 
d. If the original requesting officer is no longer employed by the 


department, the flagged person status will be removed unless 
another officer requests the entry be retained or the subject is a 
member of the CIRV Career Criminal listing. 


 
2. If a flagged person status is removed, mark the person as removed 


from the validation list. 
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12.225 VEHICULAR CRASH REPORTING 


Reference: 


Traffic Crash Report Procedures – State of Ohio Department of Highway Safety 
Ohio Revised Code 1533.121, Deer Killed by Motor Vehicle 
Ohio Revised Code 1531.02, State Ownership Of and Title to Wild Animals – Prohibited 


Activities 
Ohio Revised Code 2935.28, Property Owners to be Provided with Names of Persons 


Charged with Damaging Their Property 
Ohio Revised Code 4501.01 (A) and (B), Motor Vehicles Definitions  
Ohio Revised Code Section 149.43, Availability of Public Records for Inspection and 


Copying 
Ohio Revised Code Chapter 1306, Uniform Electronic Transactions Act 
Procedure 12.030, Vehicles:  Assignment, Use and Maintenance 
Procedure 12.035, Reporting Police Vehicular Accidents and Damage 
Procedure 12.106, University Air Care Helicopter 
Procedure 12.210, Traffic Control:  Major Thoroughfares 
Procedure 12.226, Aircraft Crash Response and Reporting 
Procedure 12.230, Fatal or Potentially Fatal Crash Investigation and Placement 


     of Related Charges 
Procedure 12.235, Operating a Vehicle Under the Influence (OVI): Processing and 


Arrest 
Procedure 12.265, Wrecker and Towing 
Procedure 12.270, Impounding, Moving and Release of Vehicles 
Procedure 12.435, Reporting Conditions Affecting Other Departments - Form 318 
Procedure 12.715, Property and Evidence:  Confiscation, Accountability, Processing, 


Storage and Release 
Procedure 18.120, Public Records Requests 
Manual of Rules and Regulations – 2.03 
Premier 1 Record Management System User’s Guide 


Definitions: 


Streetcar – The Cincinnati Streetcar is an electric mode of transportation operating in 
its first phase on a 3.6-mile loop connecting key communities in the City of Cincinnati’s 
urban core.  It is powered by an overhead contact system (OCS) that consists of high-
voltage wires located 20 feet above the street to prevent contact by anything other than 
the streetcar.  A streetcar is not considered a vehicle or motor vehicle per ORC 
4501.01(A) and (B). 


Purpose: 


Assign responsibility for investigating and reporting vehicular crashes. 


Ensure compliance with the State of Ohio Department of Highway Safety's Traffic 
Crash Report procedures. 
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Policy: 


Officers will conduct a thorough investigation and accurately document vehicular 
crashes while making every effort to ensure the safety of the community and return the 
roadway to a normal traffic pattern. 


Information: 


The Records Management System (RMS) will be used to document and submit the 
State of Ohio Traffic Crash Report, Form OH-1, and the Hit Skip Supplementary 
Report, Form 533, for vehicular crashes. 


Procedure: 


A. Investigation Assignment 


1. Traffic Unit is responsible for investigating and reporting the following vehicle crashes: 


a. Fatal crashes. 


b. Potentially fatal crashes. 


c. Spectacular or unusual crashes requiring detailed and extensive investigation. 


d. Interstate highway crashes, if available. 


e. Hit-skip investigations, when there is enough identifiable information for 
follow-up, i.e. license plate, suspected driver information, etc. 


f. All vehicle crashes involving police vehicles operated in emergency 
mode resulting in an injury and/or disabling damage. 


2. Districts are responsible for investigating and reporting the following vehicle crashes: 


a. Non-life threatening 


1) Non-life threatening injuries can include broken bones, cuts, and bruises 
when vital signs indicate the victim is in no apparent danger of death. 


 b. Non-injury, property damage 


  1) This includes hit-skip and fender-benders 


B. Vehicle Crash Investigation 


1. The responding officer will: 


a. Determine if there are injuries and if medical aid is necessary. 


b. Request a supervisor respond in the following cases: 


1) Crashes involving an on-duty or off-duty police officer. 


2) Fatal, potentially fatal, or serious injury crashes. 


3) Unusual crashes. 
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a) The responding supervisor will: 


1] Determine if a Traffic Unit investigator is needed. 


2] Determine if the Night Inspector or District OIC is needed. 


3] Ensure a complete investigation is made. 


c. Request Emergency Communications Section (ECS) dispatch the Fire 
Department, if needed. 


d. Protect the crash scene. 


e. Have the drivers remove all vehicles from the roadway, if possible, and 
then complete all necessary paperwork.  Use push bumpers, when 
possible, to remove disabled vehicles from the roadway in order to 
relieve traffic congestion. 


1) Under no circumstances will officers attempt to move a motor 
vehicle when the following circumstances exist: 


a) A vehicle carrying Hazardous Materials (HAZMAT) has 
overturned or received significant structural damage. 


b) The vehicle is involved in a fatality or potential fatality. 


2) Before having drivers remove vehicles from the roadway, ensure: 


a) Any injuries will not increase in severity because of the movement. 


b) The driver of the vehicle may legally operate the vehicle, i.e., 
the driver is not intoxicated, etc.  Retain all driver licenses 
until the investigation is completed. 


c) The vehicle has no major defects that may cause the driver 
to lose control. 


d) The driver has full instructions as to where they are to exit 
the roadway and where to meet the investigating officer.  
Ensure that the place where they are to meet the 
investigating officer is a safe location. 


f. Conduct a complete investigation. 


1) Investigating officers will process any photos taken at the crash 
scene as evidence to be held for court. 


a) Attach each photo in the crash report folder. 


2) No citations will be issued during an investigation of a vehicle 
crash involving a police vehicle which resulted in injury and/or 
disabling damage until the data from the police vehicle’s “black 
box” has been downloaded and reviewed. 







12.225 


Revised 06/30/16, Replaces 05/29/14 4 


g. Determine the need for other departments or agencies. 


1) For damaged buildings, hazardous materials, traffic signal problems etc. 


a) Officers will notify District desk personnel of the damage.  
District desk personnel will call Public Services Customer 
Care to report the damage at 591-6010 between the hours 
of 0700 and 1700, Monday through Friday. 


1] On Saturday, Sunday and weekdays after 1700 hours, 
call Public Services at 615-3996 to report road hazards 
and 378-6204 for traffic signal problems. 


b) Public Services will determine the agency responsible for the 
damaged property and make the proper notification. 


2) For gas leaks, downed wires, and damaged poles 


a) Officers will notify the District desk personnel.  District desk 
personnel will call the Duke Energy Police line at 1-800-339-
8517 to report the problem. 


b) For downed wires and damaged poles, Duke Energy 
personnel will respond to the scene, determine the agency 
responsible, and make the proper notification. 


3) When a fire hydrant is struck, request the Fire Department 
respond to assess the damage and handle necessary repairs. 


h. Complete a Form 318, Conditions Affecting Other Departments Report, 
and include the Form OH-1 report number when conditions require action 
by other City departments or the Ohio Department of Transportation. 


1) Officers will forward the Form 318 to district/unit collator who will: 


a) Make two copies of the Form 318 and print a copy of the 
Form OH-1, as needed. 


b) Fax and forward the original Form 318 to Public Services. 


c) Forward a copy of the Form 318 to the City Solicitor’s Office 
and the Ohio Department of Transportation if conditions 
require action by that agency. 


d) File a copy of the Form 318 at the initiating district/unit. 


i. Request wreckers when needed. 


j. Have the drivers involved in the crash complete a Form 528, Accident 
Information Exchange Form, to exchange necessary information:  name, 
address, telephone number, insurance information, vehicle information, etc. 
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1) When a crash causes damage to property, upon request of the 
property owner, the investigating officer will provide the name of 
the driver if the driver is charged with a violation of a City 
ordinance or State statute. 


a) Law enforcement agencies and their employees acting in 
good faith are not civilly liable. 


2) Refer requests for information or copies of completed Forms   
OH-1 to Police Records Section. 


3) Crash reports will normally be available within seven to ten 
business days at Police Records Section. 


k. If the crash involves City equipment, request a supervisor from the 
affected City department respond to the scene. 


1) The supervisor of the involved employee will complete the City accident 
form.  Administrative action will be taken if the employee is found at fault. 


4. Reports completed at a district   


a. District desk personnel will prepare a Form OH-1 and other necessary 
forms when a citizen responds to a district to report a vehicle crash. 


5. Reporting crashes on private property 


a. ECS will not dispatch officers to crashes on private property unless it 
involves an injury, hit skip, or the vehicles are not operable. 


b. ECS will advise participants involved to respond to the nearest district 
to file a report. 


c. If dispatched to the scene of a crash on private property, the officer will 
complete a Form OH-1. 


d. Officers witnessing or coming upon the scene of a crash on private 
property will complete a Form OH-1. 


6. Reporting crashes involving Hamilton County vehicles inside the city limits 


a. Department personnel will investigate and complete a report for all 
vehicle crashes involving County vehicles inside the city limits. 


b. ECS will notify Hamilton County Communications Center of all vehicle 
crashes involving County vehicles with serious injuries or fatalities. 


1) Hamilton County Sheriff’s Office Traffic Section personnel may 
respond and monitor the vehicle crash investigation. 


C. Form OH-1, State of Ohio Traffic Crash Report 


1. The investigating officer must complete a Form OH-1 for all vehicle crashes 
whether the vehicle is occupied or not. 
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a. Complete a Form 533, Hit Skip Supplementary Report, for all unsolved 
hit-skip crashes.  Do not record the identifiable information on the Form 
OH-1, i.e. license plate, suspected driver information, etc. 


b. Forward the Form OH-1 and Form 533 to the Traffic Unit only if there is 
enough identifiable information for follow-up. 


1) If there is no follow-up information available, the investigating 
officer will advise the complainant that the investigation will be 
closed and complete the Form OH-1 and Form 533. 


a) The Form 533 should include that the complainant was notified. 


2. Before ending a tour of duty, the investigating officer must submit the 
completed Form OH-1 to a supervisor. 


a. When an investigation extends beyond the investigator's tour of duty, 
the investigator will obtain authorization from a supervisor to continue 
working.  At the discretion of a supervisor, completion of the 
investigation and report may be assigned to the following shift. 


3. A supervisor will review the completed crash report for accuracy and 
compliance.  Once approved, RMS will automatically forward the Form OH-1 
to the Ohio Department of Public Safety. 


4. If additional information is obtained after completing and forwarding the original 
report, the officer must add the information in the original crash report folder. 


5. Releasing Form OH-1’s at the District 


a. When an individual responds to a district/section/unit requesting a copy 
of a Form OH-1, District desk personnel will accommodate the request 
and ask the requestor to complete a Form 29, Public Records Request. 


1) Explain to the requestor that they are not required to fill out the 
Form 29; however, completion of the form assists in locating the 
requested record(s). 


a) If the requestor refuses and the officer has enough information, 
the officer will complete the Form 29, and include a description 
of the requestor i.e. sex, race, approximate height, weight, and 
age, clothing description etc. 


b. Redact all information as required by Procedure 18.120, Public 
Records Requests.  Make the redaction visible and check the 
appropriate box on page 2 of the Form 29 indicating information was 
redacted. 


c. After completing the request, fax and forward the Form 29 to Police 
Records Section. 
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d. District desk personnel will only release Form OH-1’s that are approved 
by the State (work completed). 


1) If the requested Form OH-1 is not work completed: 


a) Advise the requestor that crash reports are normally 
available in seven to ten days. 


b) Refer the requestor to Police Records Section or ask the 
requestor to complete a Form 29. 


c) If the requestor completes a Form 29, fax and forward the 
request to Police Records Section. 


d) Advise the requestor to contact Police Records Section for follow-up. 


e. Requests for large quantities of Form OH-1’s should be referred to 
Police Records Section. 


D. Collisions Involving a Streetcar  


 1. If the streetcar is involved in a collision, the following reports will be completed:  


a. If the collision involves the streetcar and a non-motorized unit (e.g., 
pedestrian, bicycle) a RMS Aided Case report (316) will be completed. 


b. If the collision involves the streetcar and a motorized unit (e.g., motor 
vehicle) a RMS Traffic Crash report (OH-1) will be completed. 


1) Classify the streetcar unit type as “Other – Non Motorist.” 


2) Classify the streetcar operator as “Occupant” and complete all 
fields. 


a) A streetcar operator is NOT required to have a valid Ohio 
driver’s license. 


3) Include streetcar information (e.g., streetcar number; owned by City 
of Cincinnati) in the Narrative portion of the OH-1. 


2. In the event of a fatal or serious collision involving the streetcar, the rail can be shut 
down.  The Southwest Ohio Regional Transit Authority (SORTA) will provide a ‘bus 
bridge’ service for passengers, if requested. 


a. Per Procedure 12.230, Fatal or Potentially Fatal Crash Investigation and 
Placement of Related Charges, Traffic Unit will respond to investigate all fatal or 
serious collisions with a motorized and/or non-motorized unit involving the 
streetcar. 


b. For any collision that involves non-life threatening injuries and/or property 
damage, officers will expedite the removal of any obstruction (e.g., motor 
vehicles) on the streetcar rail.  
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E. Deer Killed by Motor Vehicle 


1. Ohio Revised Code 1533.121, Deer Killed by Motor Vehicle, allows the release 
of a deer carcass to the driver of the vehicle hitting and killing the deer.  If the 
driver does not want the carcass, it may be released to a public or private 
institution or charity.  The following rules govern release of the deer carcass: 


a. The driver must be an Ohio resident.  The private or public institution or 
charity must be an Ohio institution or charity. 


1) Contact the Hamilton County Communications Center at 825-2280 for 
a list of institutions and charities willing to accept the deer carcass. 


b. The crash that kills the deer is reported within 24 hours. 


c. The driver, institution, or charity agrees not to sell or give away the 
deer.  The driver and the driver's immediate family or the inhabitants of 
the institution or charity receiving it will eat the deer. 


2. If an individual comes to a district to report and claim a deer killed by a motor 
vehicle, the investigating officer should inspect the carcass to be sure the 
injuries are consistent with a motor vehicle crash, e.g., no gunshot wounds. 


a. If the injuries are questionable or inconsistent with a motor vehicle 
crash, do not release the carcass.  Contact ECS to request a local 
Wildlife Officer respond to the scene. 


b. Illegal deer killing is a violation of ORC 1531.02, State Ownership and Title of 
Wild Animals – Prohibited Activities, and is a third degree misdemeanor. 


3. Releasing a deer to the driver or charitable institution 


a. Complete a Form 21, Ohio Division of Wildlife Deer Killed by Motor Vehicle.  
The officer’s name, badge number, and OH-1 crash report number (if 
applicable) will be included in the Game Protectors signature section. 


b. Give the yellow copy of the Form 21 to the person or institution taking 
possession of the deer as a receipt for the carcass. 


c. Forward the white copy of the Form 21 to the Traffic Unit. 


4. If neither the driver nor a charitable institution wants the deer, contact 
Department of Public Services at 591-6010 to dispose of the carcass, unless 
the deer is located on an expressway.  In these instances, the Ohio 
Department of Transportation will be notified.  Complete and forward the 
Form 21 to the Traffic Unit. 


a. Traffic Unit will send a copy of the top portion of Form 21 to the Division of 
Wildlife (Xenia Office) biweekly and keep a copy for Department records. 
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12.554 INVESTIGATORY STOPS 


Reference: 


Procedure 12.205, Traffic Enforcement 
Procedure 12.245, Citation Processing and Correction 
Procedure 12.555, Arrest/Citation: Processing of Adult Misdemeanor and Felony 


Offenders 
Procedure 17.100, Police Records: Storage and Maintenance, and Initiating New 


Records and Forms 
Terry v. Ohio, 392 US 1, (1968) 
Florida v. J.L., US Supreme Court (2000) 
City Ordinance 88-2001 


Information: 


There are three levels of police/citizen contact. 


The first level is a consensual encounter.  A police officer may approach any person in 
a public place and request to talk to him.  So long as the person is free to leave 
whenever he wants, no Fourth Amendment seizure has occurred and no reasonable 
suspicion or probable cause is required. 


The next level is the "Terry" type encounter.  Here the officer has reasonable suspicion 
to believe the citizen is committing or has committed a crime.  Based on this reasonable 
suspicion, the officer may forcibly stop and detain the citizen for a brief investigatory 
period.  Failure to answer the questions asked by the officer or to properly identify 
oneself cannot provide the justification for detaining a person past the period necessary 
to complete the brief "Terry" type investigation.  Once the reasonable suspicion is 
determined to be unfounded, the citizen must be released. 


The third level of police/citizen contact is the arrest.  The arrest occurs when the citizen 
is no longer free to leave and the officer has the intent to arrest.  The arrest must be 
supported by probable cause to believe the citizen is committing or has committed a 
criminal offense. 


Information or descriptions resulting from anonymous tips is not sufficient probable 
cause to stop and search individuals.  Officers must carefully develop reasonable 
suspicion in cases involving anonymous tips.  Officer’s observations while on the scene, 
securing more complete information from the anonymous caller and other 
circumstances which would tend to support the information received are all ways that 
officers can use to articulate reasonable suspicion allowing a “Terry” stop. 


Every "Terry" type stop does not automatically authorize a frisk.  If a frisk is conducted, 
the officer must be able to articulate specific facts which led them to believe the 
individual could be armed and dangerous. 


Access to the Contact Card Database for query purposes is available at select 
computer terminals in investigative units throughout the Department. 
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Policy: 


No law enforcement agency should condone or promote the use of any illegal profiling 
system in its enforcement program.  Criminal elements exist in every segment of our 
society.  An officer whose enforcement stops are based on race or ethnicity is engaged 
in a practice which undermines legitimate law enforcement and may face claims in 
Federal courts of civil rights violations.  To focus on a single segment of society is to 
limit enforcement efforts. 


Awareness is the key to success in criminal interdiction.  Observations must be 
evaluated in the aggregate - not isolation.  An officer must use all senses while avoiding 
the development of tunnel vision.  An important factor to remember when conducting an 
enforcement stop is to take the time to do it right.  Do not rush through the stop or an 
important indicator of illegal activity may be missed. 


Except in exigent circumstances, when a citizen is stopped or detained and then 
released as part of an investigation, the officer will explain to the citizen in a 
professional, courteous manner why he or she was stopped or detained. 


For purpose of the above sentence, the term “exigent circumstances” refers only to 
those conditions occurring after the stop had been made which, for safety reasons, 
would make it unreasonable for the officer to remain at the scene of the stop to explain 
the basis for the stop. 


Procedure: 


A. Completing a Form 534, Contact Card 


1. A Contact Card must be completed any time an officer stops a motor vehicle 
or conducts an inquiry of individuals in a stopped motor vehicle. 


a. When more than one vehicle is stopped as result of a single incident 
(same CAD number), officers will note the vehicle number (#2, #3, #4, 
etc.) in the designated block on the Contact Card.  If only one vehicle is 
stopped it is not necessary to put #1 in the block. 


b. A Contact Card is required in addition to any other documentation of 
the incident (e.g., Form 527, Arrest Report, NTA, MUTT). 


2. A Contact Card must be completed for any vehicle passenger or pedestrian 
detention which meets the definition of a “Terry” stop. 


a. An officer may complete a Contact Card for any consensual citizen 
contact when the officer believes completing the card will provide 
intelligence information and the information is provided voluntarily by a 
citizen. 


3. When completing a Contact Card, and while the subject is still in their 
presence, officers will: 


a. Determine if the subject is wanted by checking the computer system: 
RCIC, NCIC, and LEADS. 







12.554 


Revised 08/25/16, Replaces 10/24/13 3 


b. Record all pertinent information on the Contact Card: social security 
number, driver's license number, vehicle license number, etc. 


4. The initiating officer will make a copy of Contact Cards pertaining to gang 
members or associates and forward them to the Intelligence Unit. 


5. The initiating officer will make a copy of those Contact Cards pertaining to 
violations of the “stay-away order” and forward them to the Probation 
Department (refer to Procedure 12.555). 


B. Processing a Contact Card 


1. Officers will submit all Contact Cards with their daily paperwork at the end of 
the tour of duty. 


a. All companion Contact Cards will be stapled together. 


b. Contact Cards completed as a result of a vehicle stop (where a citation 
is issued) will be submitted with the Ohio Multi-Count Uniform Traffic 
Ticket (MUTT) for processing. 


1) A Contact Card is not required when the MUTT is issued as a 
result of an automobile accident. 


2. Supervisors will review and approve all Contact Cards. 


a. In all incidents were a Contact Card is required all fields on the front of 
the card must be completed. 


b. All Contact Cards will be forwarded to Police Records once approved 
by a supervisor. 


C. Police Records Processing 


1. All Contact Cards will be entered by Police Records personnel into the 
Contact Card Database. 


a. Incomplete or erroneous Contact Cards will be returned to the officer 
for correction.  Follow the process outlined in Procedure 12.245, 
Citation Processing and Correction. 


b. Contact Cards will be filed by the date of contact after entry into the 
database. 
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12.226 AIRCRAFT CRASH RESPONSE AND REPORTING 
 


References: 
 


Procedure 12.106 – University Air Care Helicopter 
Procedure 12.145 – Critical Incident Response 
Procedure 12.210 – Traffic Control: Major Thoroughfares 
Procedure 12.230 – Fatal Crash Investigation and Placement of Related Charges 
Standards Manual – 2.1.2, 46.1.2 


 
Definitions: 


 
An aircraft crash is an occurrence involving an aircraft in flight (takeoffs and 
landings included) that results in injury to an occupant of the aircraft or 
substantial structural damage to the aircraft.  An aircraft striking an object while 
being taxied or bent propellers and broken wheels from a hard-landing, if no one 
is injured, are not considered crashes. 


 
Purpose: 


 
Assign responsibility for investigating and reporting airplane crashes. 


 
To ensure compliance with the Federal Aviation Administration’s (FAA) rules and 
regulations. 


 
Information: 


 
The Aircraft Accident or Emergency Situation Alert categories are: 
 
• Alert I: Normal State of Operation. This state of alert indicates that all airport 


emergency equipment is available. 
 
• Alert II: Emergency Stand-By. Air Traffic Control Tower personnel will advise 


Aircraft Rescue and Fire Fighting Unit (ARFF-18) and Crash/Rescue Unit 
(CR-1) when an aircraft in the vicinity of, or on the ground at, Cincinnati 
Municipal Airport has declared an emergency. ARFF-18/CR-1 equipment 
responds to the appropriate standby area.  


 
• Alert III: Accident, Fire, or Bomb Threat. If the accident/incident is on the 


airport property, the airport shall be CLOSED immediately and will remain 
closed until the incident is addressed (safe) and turned over by the Cincinnati 
Fire Department Incident Commander and Airport Management or a 
designated representative re-opens it.  
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Procedure: 
 


A. The first officer at the scene of an aircraft crash will: 
 


1. Immediately notify Police Communications Section (PCS) and advise 
what police equipment and personnel are necessary for immediate 
response. 


 
2. Notify the affected district officer in charge (OIC) 


 
3. Recommend the location of emergency posts pending arrival of OIC. 


 
B. The affected district OIC will: 


 
1. Assume command until relieved and respond to the scene. 


 
2. For serious accidents: immediately implement the SEVEN CRITICAL 


TASKS for successful critical incident resolution (refer to Procedure 
12.145) 


 
• Exercise command and control over the operation 
• Establish the Kill Zone 
• Identify an inner perimeter 
• Identify an outer perimeter 
• Identify a command post 
• Identify a staging area 
• Identify additional resources 
 


C. PCS will: 
 


1. Notify, in addition to the Situational  Occurrences Notification List, the 
following: 


 
a. An on-duty Traffic Unit supervisor, or recall one if necessary. 


 
1) The Traffic Unit supervisor will respond and determine if 


PCS should notify the Ohio State Patrol (OSP). 
 


a) When requested, a PCS supervisor will call the 
appropriate OSP post and make a blotter notation of 
the person notified. 


 
b. Greater Cincinnati-Northern Kentucky International Airport Police 


Department 
 


1) The Greater Cincinnati-Northern Kentucky International 
Airport Police Department will notify the FAA and the 
National Transportation Safety Board (NTSB). 
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D. Crash Scene Protection 


 
1. Department personnel at the scene are to ensure the crash site is 


protected until released by the Federal Aviation Administration (FAA), 
National Transportation Safety Board (NTSB), or military officials. 
 
a. After the scene is isolated and stabilized, no one, including 


police officers, are permitted access to the scene unless 
specifically directed by the investigative authority after they have 
taken control of the scene. 


 
b. Do not move any portion of the aircraft, luggage, or any other 


objects which may have been on the aircraft. 
 


c. Do not move fatalities until directed by the Hamilton County 
Coroner. 


 
2. Aircraft disasters or emergencies at Lunken Airport: 


 
a. One supervisor or the OIC will respond immediately to the 


Lunken Airport Fire Station # 18 to establish communications 
between the Control Tower and responding police, and/or 
directions for entry onto the airfield if necessary. 


 
1) One uniformed marked vehicle is to respond to the rear of 


Lunken Airport Fire Station to prevent unauthorized 
persons and/or vehicles from entering the airfield area fire 
access ramp.  


 
2) One uniformed marked vehicle is to respond to Airport 


Road east guard building to prevent all unauthorized 
persons and/or vehicles from entering the airfield area. 


 
3) A member of the Public Information Office will be requested 


if OIC deems it appropriate (refer to Procedure 12.145). 
 


b. Under no circumstances are police vehicles or personnel to enter 
the runway area or restricted areas without radio contact with the 
Lunken Airport or Cincinnati-Northern Kentucky International 
Airport control towers.  Obtain approval of the OIC on site in the 
Lunken Airport control tower or the Lunken Airport firehouse 
when the tower is closed. 


 
NOTE:  It is a violation of Federal law to enter the airport runway 
area without authorization as described. 


 
c. Under no circumstances is the news media allowed to enter the 


runway area or any restricted area without explicit permission 
from the FAA and a control tower supervisor. 


 
1) News media granted permission must have a police or 


authorized airport personnel escort. 
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2) Direct news media to respond to the rear of the Lunken 
Airport Administration Building, where parking is available. 


 
E. Investigation Assignment: 


 
1. Traffic Unit will investigate the crash as a courtesy to the OSP. The 


investigation will be conducted concurrently with the FAA, NTSB, or 
military officials. 
 
a. OSP may desire to investigate a crash, relieving Traffic Unit of 


this responsibility. 
 


1) In these instances, OSP and Ohio Department of 
Transportation (ODOT) Aviation Division investigators, after 
showing proper identification, will be afforded access to the 
scene. 


 
b. In cases of major or complex crashes, the Traffic Unit supervisor 


may contact the OSP for assistance. 
 


1) Notify PCS to contact the appropriate OSP post, as listed in 
the PCS Situational Occurrences Notification List, and 
request that Columbus OSP be notified for assistance. 


 
a) The OSP Headquarters in Columbus has trained 


pilots who can be flown to the crash scene by 
helicopter to assist with the investigation.  Travel time 
from Columbus is approximately one hour after 
notification. 


 
c. The investigation by the Traffic Unit will be secondary to the 


investigation by the FAA, NTSB, and military authorities.  Do not 
contaminate the scene. 


 
d. The Traffic Unit investigator will complete the following forms and 


make a copy for Traffic Unit files: 
 


1) OSP Form HP-3A, Aircraft Accident Record 
 


2) OSP Form HP-70, Investigative Field Sketch 
 


e. A Traffic Unit supervisor will review these forms and mail: 
 


1) The original to: 
 


Ohio Department of Transportation 
Division of Aviation 
2829 W. Dublin-Granville Rd. 
Worthington, Ohio 43085 
Attention:  Aircraft Crash Report 
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2) And a copy to: 


 
District Commander 
Ohio State Highway Patrol 
950 Rombach St. 
Wilmington, Ohio 45177 


 
2. The FAA investigates and determines the cause of aircraft crashes. 


 
a. Each FAA investigator carries a standard FAA identification card.  


Permit ingress through police lines after presentation of the card. 
 


b. The NTSB or military authorities may be requested by the FAA to 
conduct an investigation of a crash. 


 
1) The NTSB or military authorities may conduct an 


independent investigation without an FAA request. 
 


2) Give NTSB and military investigators access to the scene 
after showing proper identification. 


 
3. Department personnel are responsible for assisting FAA, NTSB, OSP, 


ODOT, and military officials in their investigation of aircraft crashes. 
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12.230 FATAL OR POTENTIALLY FATAL CRASH INVESTIGATION 
AND PLACEMENT OF RELATED CHARGES 


Reference: 


Procedure 12.225 - Vehicular Crash Reporting 
Procedure 12.235 - Operating a Vehicle Under the Influence (OVI):  Processing and 


Arrest 
Procedure 12.270 - Impounding, Moving, and Release of Vehicles 
Procedure 12.605 - Identification of Persons in Police Custody and Wanted Persons 
Procedure 12.615 - Deceased Persons/Prisoners and Death Notifications  
Procedure 12.815 - Court Appearances, Jury Duty, and Other Hearings 
Procedure 18.120 - Public Records Requests 
Cincinnati Police Department Crime Scene Manual 


Purpose: 


Provide uniform guidelines for Department personnel when at the scene of a fatal or 
potentially fatal crash. 


Provide uniform guidelines for Department personnel when charging individuals with 
Aggravated Vehicular Homicide, Vehicular Homicide, or Aggravated Vehicular Assault. 


Policy: 
Traffic Unit personnel are responsible for the investigation of all fatal and life-
threatening injury motor vehicle crash investigations and fatal or life-threatening injury 
collisions involving the streetcar and a motorized and/or non-motorized unit.  


Traffic Unit will coordinate the investigation of these crashes with the Prosecutor’s 
Office prior to filing criminal charges. 


Procedure: 


A. Investigation of Fatal or Potentially Fatal Crashes: 


1. A police officer at the scene of a fatal or potentially fatal crash will: 


a. Analyze and address medical needs. 


b. Request a supervisor respond to the scene. 


c. Protect the crash scene.  Keep unauthorized persons away from 
involved vehicles, debris, and tire marks.  Do not permit the Fire 
Department to flush the scene unless a danger of fire or explosion 
exists.  Do not move any items unless necessary for obvious safety 
reasons. 
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d. Locate drivers and witnesses and have them remain at the scene.  If 
witnesses must leave, request they complete an Ohio Traffic Accident 
Witness Statement (Form OH-3).  Information on the Form OH-3 
includes the witness's name, date of birth, social security number, 
address, and telephone numbers at home and work.  Give this 
information to the Traffic Unit officer investigating the crash. 


e. Establish traffic control. 


f. Assist Traffic Unit where needed. 


g. In the event of a fatal or serious collision involving the streetcar, the rail 
can be shut down.  Officers will request Emergency Communications 
Section (ECS) to contact the Southwest Ohio Regional Transit Authority 
(SORTA) for emergency power shut off to the streetcar.  


2. The first supervisor on the scene will: 


a. Request Emergency Communications Section (ECS) dispatch a Traffic 
Unit supervisor and Traffic Unit officer to investigate the crash. 


1) ECS will recall Traffic Unit personnel if the crash occurs outside 
Traffic Unit's duty hours. 


b. Request ECS notify the Night Inspector if the investigation occurs 
during their duty hours. 


c. Coordinate the activities of all officers at the scene until the arrival of a 
Traffic Unit supervisor or officer. 


d. When participants are injured and probable cause exists to charge 
under OVI statute, request necessary blood samples from Fire 
Department paramedics or hospital emergency room personnel if 
Traffic Unit personnel are delayed. 


e. If needed, request ECS to contact SORTA for emergency power shut 
off to the streetcar.  


1) SORTA will provide a ‘bus bridge’ service for passengers, if 
requested. 


3. Upon arrival, the ranking Traffic Unit officer will assume command of the 
crash investigation and will: 


a. Thoroughly investigate and prepare the necessary reports. 


1) Fatal or life-threatening injury collisions involving a streetcar and a 
non-motorized unit will be reported on a RMS Aided Case report 
(316).  


b. Ask all drivers involved in fatal or potentially fatal crashes to take a 
voluntary breath or urine test when insufficient probable cause exists to 
charge under the OVI statute.  This is strictly voluntary.  If a driver 
declines, proceed with the remaining investigation. 
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1) If drivers give voluntary consent, have them sign a Consent to a 
Chemical Test Without a Warrant (Form 603) prior to a test.  By 
signing this form, they waive their protection afforded under the 
Fourth Amendment and the test results are admissible in court. 


2) It is not necessary for the police to have probable cause or even 
reasonable suspicion for test results to be admissible in a consent 
situation. 


c. If probable cause exists to charge under the OVI statute, handle the 
drug/alcohol test according to state law. 


1) The testing officer will request breath, urine, or blood samples to 
determine use of alcohol, drugs, or a combination of both. 


d. Request ECS to contact SORTA to resume power to the streetcar as 
soon as possible after the incident has been brought to a conclusion or 
when conditions allow for the safe use of the rail. 


4. The Traffic Unit supervisor will notify the Hamilton County Coroner's Office 
(HCCO) if the victim(s) are deceased at the scene.  The HCCO will provide 
instructions to Traffic Unit personnel prior to movement of the deceased 
victim(s). 


5. Tow vehicles to the Impound Unit for post accident examination. 


a. Tow all vehicles involved in a fatal or potentially fatal auto accident 
directly to the Impound Unit. 


1) Process according to Procedure 12.270, Impounding, Moving, and 
Release of Vehicles. 


2) Traffic Unit supervisors have the authority and access to secure a 
vehicle at the Impound Unit. 


6. Traffic Unit will consult the Prosecutor's Office prior to charging under the 
following criminal sections of the Ohio Revised Code (ORC): 


a. Aggravated Vehicular Homicide; Vehicular Homicide (2903.06) 


b. Aggravated Vehicular Assault; Vehicular Assault (2903.08) 


c. Involuntary Manslaughter (2903.04) 


7. When using ORC Sections 2903.06, 2903.08, or 2903.04 and the traffic 
violation is an element of the offense, do not complete an Ohio Multi-count 
Traffic Tag (MUTT).  Include the causative factors in the criminal complaint 
form. 


a. Do not issue an MUTT for companion charges until the criminal 
complaint is signed. 
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8. If there is a seriously injured person from a crash, do not issue MUTT 
citations to the individual at fault.  Wait a reasonable time to see if the injured 
person survives.  The time will vary with each case. 


a. If the injured person recovers, issue the appropriate criminal or traffic 
citation. 


b. If the injured person dies: 


1) Contact the Prosecutor's Office and explain the full circumstances 
before filing vehicular homicide charges. 


2) If the MUTT charges are pending, after consulting with the 
Prosecutor's Office, request a dismissal in court and file the 
appropriate vehicular homicide charge. 


a) Follow Procedure 12.815, Court Appearances, Jury Duty, 
and Other Hearings, when requesting dismissal of charges 
in court. 


b) If the traffic violations have already been disposed of in 
court, double jeopardy may prevent filing vehicular homicide 
charges.  


B. Notification of Next of Kin in Cases of Death: 


1. Refer to Procedure 12.615, Deceased Persons/Prisoners And Death 
Notifications. 
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12.555 ARREST/CITATION:  PROCESSING OF ADULT 
MISDEMEANOR AND FELONY OFFENDERS 


Reference: 


Procedure 12.235, Operating a Vehicle Under the Influence (OVI):  Processing & Arrest 
Procedure 12.240, Ohio Multi-Count Uniform Traffic Ticket (MUTT) 
Procedure 12.270, Impounding, Moving, and Release of Vehicles 
Procedure 12.412, Domestic Violence 
Procedure 12.505, Military A.W.O.L. Arrests 
Procedure 12.600, Prisoners:  Securing, Handling, and Transporting 
Procedure 12.605, Wanted Persons Files 
Procedure 12.715, Property and Evidence:  Confiscation, Accountability, Processing, 


Storage and Release 
Procedure 12.727, Warrant Computer Entries, Prisoner Return and Extradition 
Procedure 12.805, Direct Presentation to the Grand Jury by the County Prosecutor 
Procedure 12.815, Court Appearances, Jury Duty and Other Hearings 
Procedure 12.900, Processing Juvenile Offenders 
Manual of Rules and Regulations, 1.16A, B, C, D 
Ohio Revised Code 2901.07, DNA Specimen Collection Procedure 
Ohio Revised Code 3734.83, Registration of Transporters 
Ohio Revised Code, Rules of Criminal Procedure, Rule 4 
Ohio Revised Code, Rules of Criminal Procedure, Rule 16 
Brady v. Maryland, 373 U.S. 83 (1963) 
Giglio v. United States, 450 U.S. 150 (1972) 


Definitions: 


Warrant - An instrument giving power to arrest an offender.  Original arrest warrant is 
one in which defendant has not been before a court of record. 


Capias - A warrant issued for the arrest of a defendant who has either failed to appear 
in court, failed to follow an order of the court, pay fines or attend programs, etc. 


Primary Officer - The officer who can establish probable cause that a crime was 
committed and the person(s) arrested is responsible for the commission of that crime.  
The officer who signs the complaint(s) and is designated as needed for court on the 
Form 527, Arrest and Investigation Report, and the Form 527A, Case and Bond 
Information Sheet, is the primary officer.  In situations of a more complex nature, 
different officers may be necessary to present different evidence.  A primary officer 
should still be identified for testimony at the preliminary hearing. 


Alternate Officer(s) - Other officer(s) who has sufficient knowledge to proceed on the 
case, but not listed as needed for court on the Form 527, Arrest and Investigation 
Report. 
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Case Presentation Officer (CPO) – Officer(s) who presents the daily docket of cases 
to the Hamilton County Grand Jury in cooperation with the Grand Jury Prosecutor.  
Testimony is derived from the review of all felony arrest reports, case/bond information 
sheets and associated documents. 


Investigative Support Squad – Program which identifies felony firearm arrests that 
may be eligible for federally enhanced prosecution.  A system based on prior criminal 
convictions and current criminal/personal status is used to determine if the criteria is 
met for Investigative Support Squad.  This program would also include Youth Crime 
Gun Initiative cases from the Bureau of Alcohol, Tobacco and Firearms. 


Mental Health Court – A program that enables qualified individuals to be treated in a 
court-monitored, community-based mental health program instead of incarceration. 


Duty to Disclose - Brady v. Maryland, 373 U.S. 83 (1963) places an affirmative 
constitutional duty on a prosecutor to disclose exculpatory evidence to a defendant.  
This duty has been extended to police agencies through case law, requiring law 
enforcement agencies to notify the prosecutor of any potential exculpatory information. 


Exculpatory Evidence / Brady Material - Evidence in the government’s possession 
that is favorable to the accused and is material to either guilt or punishment, including 
evidence that may impact the credibility of a witness. 


Purpose: 


To protect the constitutional rights of all individuals through the fair and impartial 
enforcement of Federal, State and Local laws. 


To establish Department arrest procedures in compliance with Ohio Revised Code 
(ORC) and Ohio Rules of Criminal Procedure. 


To ensure the presentation of all felony arrests to the Grand Jury are within the time 
specifications defined by the ORC. 


Policy: 


Department personnel will not undertake any investigation or other official action not 
part of their regular duties without obtaining permission from their district/section/unit 
commander unless the circumstances require immediate police action. 


Officers will not leave a prisoner unattended for any reason.  This includes instances 
during prisoner processing at the Hamilton County Justice Center (HCJC).  Officers are 
responsible for prisoners under their control until they are released by HCJC personnel.  
For purposes of this procedure, officers are released once the HCJC medical evaluation 
form and the search of the prisoner have been completed and the officers are told they 
can leave. 


Department personnel will document the existence of any known exculpatory evidence 
or statements during the investigative process and provide notice of these statements 
and/or exculpatory evidence to the Prosecuting Attorney in advance of the scheduled 
court proceedings. 
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Information: 


Emergency Communications Center (ECC) has a list of Department personnel skilled in 
various foreign languages and sign language.  They can be called in routine situations 
to assist with investigations or routine communication.  ECC also has access to a 
certified sign language interpreter on a 24-hour basis. 


There is no requirement for the operator of a motor vehicle to have their driver’s license 
on their person.  In Ohio, in order for a person to drive a car, he/she must have been 
issued a valid driver’s license (ORC §4507.02).  Columbus v. Henry specifically held 
that it is not a crime for an Ohio resident to drive within the state without having his/her 
operator’s license on his/her person. 


ORC §4507.35 requires the operator of a motor vehicle to furnish satisfactory proof that 
he/she has a valid license, upon demand of a peace officer.  This proof may consist of 
the violator’s name, address and social security number, which, when queried, returns 
information describing the person and verifying the license is valid.  The mere lack of a 
driver’s license on a violator’s person is not probable cause for an arrest. 


All paperwork related to an arrest (Form 527, Form 527B, criminal complaints, etc.) 
must be completed before entering the HCJC.  Deputies will no longer place prisoners 
in holding cells while officers complete paperwork.  Officers must either complete the 
paperwork at their district/section/unit, or carry the proper forms in their vehicle.  The 
only exception to this policy will be in instances where prisoners are so unruly that they 
are in danger of causing injury to themselves or another.  In these cases, officers will 
continue to have ECC contact the HCJC while en route to advise deputies they have a 
disorderly prisoner and will need assistance. 


ORC 2901.07 requires persons eighteen years of age or older who are arrested on or 
after July 1, 2011, for a felony offense to submit to a DNA specimen collection 
procedure administered by the head of the arresting law enforcement agency.  The 
head of the arresting law enforcement agency shall cause the DNA specimen to be 
collected from the person during the intake process at the jail, community-based 
correctional facility, detention facility, or law enforcement agency office or station to 
which the arrested person is taken after the arrest. 


Giglio v. United States, 450 U.S. 150 (1972) expanded the Brady decision to require 
prosecutors to provide information to the defense counsel which could tend to impeach 
a witness.  This includes information about the credibility of the testimony of police 
officers.  If an officer has a past record of falsifying reports or other conduct which could 
impact their truthfulness, the Giglio case requires the prosecutor provide the defense 
with that information. 


ORC 3734.83 requires person(s) who transport eleven (11) or more scrap tires, or 
causes them to be transported, to register as a transporter.  In addition to being 
registered, a “transporter” must maintain a copy of their registration certificate in each 
motor vehicle used by the registrant to transport the scrap tires.  A violation of ORC 
3734.83 is a felony of the 5th degree. 
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There are four exceptions to ORC 3734.83: 


1. Any person who transports ten or fewer scrap tires in a single load. 
2. Any person who transports scrap tires for his own use in agriculture or in 


producing or processing aggregates. 
3. Any political subdivision engaging in the collection of solid wastes other than scrap 


tires.  Any person engaging in the collection of such solid wastes under a license 
or franchise from a political subdivision, when ten or fewer scrap tires are 
transported with any single load of other types of solid wastes. 


4. Any person who is engaged primarily in the retail sale of tires for farm machinery, 
construction equipment, commercial cars, commercial tractors, motor buses, or 
semitrailers and who transports 25 or fewer whole scrap tires in a single load and 
not more than 250 scrap tires in a calendar year, all of which tires either are or 
were used primarily as tires for farm machinery, construction equipment, 
commercial cars, commercial tractors, motor buses, or semitrailer. 


Procedure: 


A. Felony Arrest 


1. Officers will make a physical arrest on all original felony arrests, felony 
warrants, and felony capiases. 


a. The arresting officer(s) in all felony arrests where a firearm is 
confiscated in connection with the arrest (whether or not a weapons 
offense has been charged) will conduct a preliminary investigation of 
the incident and criminal history of the arrested subject.  Document 
findings of any Civil Protection Order or Temporary Protection Order in 
effect, out of state included, on a Form 527, Arrest and Investigation 
Report. 


1) Unless extenuating circumstances exist, all firearms where 
weapons charges apply must be test fired as soon as possible 
following recovery. 


2. Illegal Transportation of Scrap Tires 


a. When making a felony arrest of a subject for transportation of scrap 
tires without a registration certificate, officers will make a physical arrest 
and transport the subject to the HCJC. 


1) Before transporting the subject to the HCJC, officers will use a 
Digital Video Recorder (DVR) equipped police vehicle to video 
record the arrested subject and the transporting vehicle, ensuring 
the 11 or more scrap tires are clearly visible. 


a) Officers will ensure two copies of the DVR video are made.  
Officers will mark the Form 527 with “ACE” (Automated 
Control of Evidence). 


1] Officers will include a copy of the DVR video in the 
Form 527E, Felony Case Jacket. 
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2] Officers will process the second DVR copy as evidence 
for court.  The video will be properly marked, packaged 
and submitted by the officer into the district/section/unit 
property room before terminating their tour of duty. 


2) Officers will complete the Tows/OT Recovery Module (Tow Mod) 
of Records Management System (RMS) and Form 369A, Tow 
Receipt. 


a) Under the Impound tab, select “Other” as the Reason for 
Tow. 


1] In the Explain field enter “Scrap Tires” 


b) Under the Vehicle tab, Inventory section, Property field, 
select drop down option “54 - Other Property” 


1] In the Description field enter “Scrap Tires” and the 
number of scrap tires visible. 


2] In the Disposition field enter “Impound Unit” 


c) Have the vehicle with the scrap tires towed to the Impound 
Unit.  Officers and Impound Unit civilian personnel will not 
climb into the transport vehicle in order to count the exact 
number of scrap tires.  In order to establish probable cause 
for the arrest the number of tires visible by the arresting 
officer must be eleven (11) or more. 


d) After normal business hours, Impound Unit personnel will be 
recalled to process the seized tires as evidence for court. 


e) Impound Unit personnel will complete a Form 330 Property 
Receipt.  The Form 330 will be kept in a separate file 
maintained at the Impound Unit. 


3) When an out-of-state motorist travelling through the City of 
Cincinnati is arrested for illegal transportation of scrap tires, the 
arresting officer will follow the same arrest and evidence 
processing procedures as outlined above. 


3. DNA Specimen Collection Procedure 


a. A DNA specimen will be collected from all adults arrested for a felony 
offense, including felony warrants/capias. 


b. DNA verification through the Ohio Law Enforcement Gateway (OHLEG) 
and specimen collection will be conducted at the HCJC by Central 
Intake personnel. 


4. Officers will complete a Form 527E, Case Investigation Jacket, on all original 
felony arrests and when signing a felony warrant, including felony Domestic 
Violence.  The only exception is Operating a Vehicle under the Influence 
(OVI) arrests. 
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a. The Form 527E will include copies of all pertinent paperwork needed to 
prove the facts of the case, including probable cause, elements of the 
crime, and evidence showing the suspect committed the crime.  The 
jacket will include: 


1) Copies of all reports 


2) Statements 


a) Any written or recorded statement by the defendant or a co-
defendant, including any summaries of such statements. 


b) Any written or recorded statement by the victim or witness. 


3) All laboratory or hospital reports. 


4) Results of physical or mental examinations, experiments or 
scientific tests. 


5) Documentation of evidence collected. 


6) Photographs related to the offense. 


b. A supervisor must review the contents for accuracy and completeness 
and sign the Form 527E. 


c. The completed Form 527E will be entered into the district/section/unit 
Form 527E log book and submitted for review to an on-duty supervisor 
prior to securing the tour of duty. 


d. The approved Form 527E will be logged out of the log book and hand 
carried to Rapid Indictment Program (RIP) office by the officer assigned 
the property run on the next business day. 


1) The Form 527E will be entered into the RIP logbook and assigned 
a Case Presentation Officer. 


e. After presentation to the Grand Jury, the Form 527E will be returned to 
district/section/unit of assignment and reentered into the 
district/section/unit logbook by the officer assigned the property run. 


f. All Forms 527E returned from RIP will be stored in a secure cabinet at 
the district/section/unit.  Officers needing the case jacket for court will 
sign it out in the log book. 


1) A designated first shift supervisor will review the log book on a 
weekly basis to ensure jackets are being logged appropriately and 
returned in a timely manner. 


g. Units making direct presentations to the Grand Jury are not required to 
complete a Form 527E. 


5. Case Presentation Officer (CPO) Review 
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a. The CPO will review all felony arrest reports, case/bond information and 
associated documents for accuracy, completeness and conformance to 
Department policy. 


1) Any Form 527 E determined to be incomplete or inaccurate will be 
returned with a Rapid Indictment Program Request Form to the 
primary officer’s district/section/unit commander for correction. 


2) The CPO will provide a mandatory due date for return of 
requested information. 


3) The CPO will require copies of any report in which missing, 
incomplete, or inaccurate information has been corrected. 


4) All corrections or added information are to be completed on the 
correct report. 


b. The CPO will review all felony firearm arrests to determine if the criteria 
are met for federally enhanced prosecution and forward paperwork 
through channels according to their SOP. 


B. Misdemeanor Arrest and Misdemeanor Warrant Service 


1. All adults charged with misdemeanor offenses are eligible for release via a 
Form 314, Notice to Appear (NTA), unless: 


a. Charged with a sex offense - excluding prostitution and public 
indecency. 


b. Charged with a weapons offense. 


c. Charged with OVI as a third offender. 


d. Charged with domestic violence. 


e. Living and/or working in an area where extradition is necessary. 


f. Specific language on the arrest document requires physical arrest, i.e., 
probation warrant. 


g. Wanted on a warrant with a case number that begins with the letter "A, 
B, F, or P". 


1) These cases require disposal through Common Pleas Court. 


2. Officers will cite eligible defendants with an outstanding warrant issued by 
the Hamilton County Municipal Court Clerk, regardless of which Hamilton 
County police agency originated the initial charge. 


a. The arresting officer will confirm the warrant via the MDC, radio, or 
through the district/section/unit.  The arresting officer will fax a copy of 
the NTA or arrest slip to the Central Warrants Processing Unit (CWPU) 
before the end of shift to ensure warrant and capias cancellation occurs 
in a timely manner.  The fax number for CWPU is 946-6229. 
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b. Retain a district/section/unit copy of the fax transmission for 30 days. 


3. Transport individuals arrested for misdemeanor offenses listed in Procedure 
12.605, requiring fingerprinting and photographing, to the HCJC.  Use a 
Form 527 instead of an NTA. 


a. If the officer recommends release after processing, check the block 
marked "O.R. Bond".  The arresting officer should consider whether: 


1) The danger exists the offense will continue. 


2) Potential physical injury to the arrested individual, police officer, or 
another individual is likely to occur. 


3) The individual understands he/she has been arrested and must 
appear in court. 


b. The arrested must sign the Form 527. 


c. Central Intake personnel will release the individual only after processing 
and proof of identity is completed. 


4. Contact the Hamilton County Juvenile Court Clerk's Office when an adult has 
an active juvenile warrant to obtain processing procedure. 


5. Officers will complete a Form 527E on all individuals arrested on an original, 
reportable misdemeanor charge, except OVI.  The case jacket will include 
copies of all related documentation supporting the charge(s), as well as 
statements, location of evidence recovered, etc.  (See Section A.2.a. of this 
procedure for a list of what must be included in the Form 527E.) 


a. The completed Form 527E will be entered into the district/section/unit 
Form 527E log book and submitted for review to an on-duty supervisor 
prior to securing the tour of duty. 


1) The supervisor will insure all paperwork is complete and includes 
all elements necessary to support the arrest of the suspect. 


C. Traffic Warrants 


1. The arresting officer may cite an individual on any traffic warrant. 


2. If the officer does not have possession of the warrant when issuing the 
citation, the officer will: 


a. Contact the affected agency by MDC, radio, or district/section/unit 
computer to confirm that the warrant exists. 


1) If the individual shows a previous citation for the warrant in 
question, verification through CWPU (via computer terminal or 
telephone), is necessary. 


b. Record the arrest information on the Form 682, Citation Arrest 
Summary, and attach the remaining copies of the NTA to the citation 
board. 
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3. CWPU will recall the warrant based on the information contained in the 
"Officer's Notes" section on the back of the NTA. 


4. In cases where a violator of a traffic or criminal minor misdemeanor (either 
on a warrant or on-view arrest) is physically arrested and not cited, note the 
reasons under the "Facts of Arrest" section on the Form 527. 


5. When an individual has a traffic warrant from Mayor’s Court, verbal approval 
from the affected agency is needed for the officer to cite.  The date and time 
of the court appearance is supplied by the affected agency. 


D. Minor Misdemeanor Citations 


1. A police officer must issue a citation to appear in court rather than physically 
arrest an individual for any violation which is a minor misdemeanor, whether 
it be a state statute or city ordinance, regardless of the violator's place of 
residence, unless one of the following applies: 


a. The individual requires medical care or is unable to provide for their 
safety. 


b. The individual cannot or does not offer satisfactory proof of identity, 
except pedestrian violations (refer to Procedure 12.220). 


c. The individual refuses to sign the citation. 


2. An officer may not make a physical arrest on traffic or criminal minor 
misdemeanors except as outlined above.  Officers must issue a citation in 
the field at the point of contact with the offender individual. 


a. It is not legal to remove the individual from the scene for only a minor 
misdemeanor violation. 


1) Exception:  The officer may only remove the individual from the 
scene a reasonable distance for the safety of the offender and/or 
the officer in order to complete the citation. 


b. An officer has the right to investigate further when he has probable 
cause to believe a more serious offense has occurred.  He may follow 
normal investigative procedures. 


c. The officer may only pat down or frisk the subject to assure his safety.  
The officer must have reasonable suspicion that the subject is 
armed and poses a threat of harm.  No search is permitted as 
would be lawful in an actual arrest. 


E. Capias Arrests 


1. When an officer arrests a wanted individual on a capias, the officer must 
confirm the capias by calling the Hamilton County (CWPU) at 946-6200. 


a. All Hamilton County Municipal Court capiases require a physical arrest 
unless CWPU grants permission for the officer to cite the individual. 
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2. If an individual arrested on a capias for a “Stay to Pay” has the money to 
pay the fine, transport the arrested to the Clerk's Office (1000 Sycamore 
Street) to pay the fine (original and all penalties) and then release him.  The 
clerk will recall the capias. 


a. Traffic capiases are processed in Room 115, Monday through Friday, 
0800 - 1500 hours.  Individuals arrested for a traffic capias after 1500 
hours and on weekends will be processed in Room 112. 


b. Criminal capiases are processed in Room 112. 


c. Complete an arrest report showing the individual was released at the 
Clerk's Office after payment of the fine and forward it to the Records 
Section. 


3. When an adult has an active juvenile capias, contact the Hamilton County 
Juvenile Court Clerk's Office to obtain the processing procedure. 


4. A capias issued by a local Mayor's Court is not eligible for citation unless 
verbal permission is granted by the affected jurisdiction.  The date and time 
of the court appearance is supplied by the affected agency. 


a. The arresting officer will confirm the capias via the MDC, radio, or 
through the district/section/unit.  The district/ section/unit will ensure a 
copy of the NTA or arrest slip is faxed to the Mayor’s Court with 
jurisdiction.  The original NTA is mailed to the Mayor’s Court with 
jurisdiction. 


b. Retain a district/section/unit copy of the fax receipt for 30 days. 


F. Adult Parole Authority’s “Order of Hold” 


1. Officers responding to a facility contracted by the Adult Parole Authority for 
the purpose of taking into custody and transporting to the HCJC a parolee on 
an Adult Parole Authority “Order of Hold” will: 


a. Request the original Adult Parole Authority “Order of Hold” form, which 
should include the name and phone number of the authorizing Adult 
Parole Authority Officer. 


b. Confirm the authorization with the Adult Parole Authority Officer listed 
on the “Order of Hold” form. 


c. Complete the Form 527 listing “Technical Parole Violation” as the offense. 


d. Submit the “Order of Hold” form with the Form 527 at the HCJC 


G. Completion of the Form 527 for Adult Felony and Misdemeanor Physical Arrests 


1. If the individual is unable or refuses to supply the requested information, the 
officer will complete the form to the extent possible. 


a. If the defendant refuses to supply the requested information, mark 
"Refused" on the arrest slip to bring to the prosecutor's attention. 
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2. The arresting officer will query RCIC/NCIC to determine a prior record and 
any outstanding warrants/capiases for the individual.  Note on the arrest 
report if the computer is inoperable and contact CWPU to perform a hand 
check for wants.  Provide CWPU with the individual’s name and control 
number. 


a. Confirm warrants/capiases from any police jurisdiction in Hamilton 
County through CWPU. 


b. The arresting officer will confirm warrants/capiases, not issued through 
CWPU, by contacting the appropriate jurisdiction. 


c. If a computer check reveals a warrant or capias, and the individual 
states it has already been processed or paid out, the police officer will 
verify if the warrant or capias is still in effect. 


1) The officer will contact CWPU, the Clerk of Courts Office, or the 
appropriate jurisdiction for verification. 


2) If a warrant or capias cannot be confirmed, the officer will release 
the subject and notify the affected district/section/unit supervisor.  
The supervisor will document the incident on a Form 17 and 
forward it through the chain of command to the Police Chief. 


3. If the individual has been arrested for felony drug abuse/trafficking or 
prostitution, the arresting officer will: 


a. Determine if the individual meets the following criteria for “Request for 
Condition of Probation”.  If the individual meets the following criteria and 
is convicted, this form provides the sentencing judge to include, as a 
condition of probation, an order to stay out of the area where he/she 
was arrested. 


1) An individual cannot be a resident of the area. 


2) They cannot be legally employed in the area. 


3) They cannot have other legitimate business in the area or have 
legitimate reasons for being in the area (visiting friends is not a 
valid reason). 


b. Once the officer has established that the person qualifies, the officer will 
complete the “Request for Condition of Probation” (RCP) form. 


1) The form will include the following: 


a) The name and address of the arrested. 


b) The charge(s) for which they were arrested. 


c) The address where the subject was arrested. 


d) The arresting officer’s name, badge number and 
assignment. 







12.555 


Revised 08/13/15, Replaces 10/31/13 12 


c. After the RCP form has been completed, staple it to the Trial 
Preparation Form for felony drug abuse/trafficking or to the complaint 
form for prostitution. 


1) This will ensure the form will travel through the court system to the 
prosecutor.  The prosecutor can then make the request without 
having the officer present in the courtroom. 


d. Once the condition of probation has been granted, the information will 
be entered into the computer system by the Probation Department for 
access by officers via the MDC. 


1) If an officer encounters and queries an individual with this 
condition of probation, an indicator will be generated giving the 
specifics of the restrictions (stay-away order conditions). 


e. If an individual with is in violation of the condition of probation. 


1) Complete a Form 534, Contact Card. 


a) In addition to completing a Form 527 for any original 
charges. 


2) Forward a copy of the Form 534 to the Probation Department 
through interdepartmental mail. 


a) The Probation Department will ensure the appropriate 
Probation Officer receives the information. 


3) Officers should not arrest the individual immediately upon 
determining a violation of the condition of probation has occurred.  
The Probation Department will be responsible for violating the 
individual’s probation, maintaining computer entries and tracking 
statistical information. 


4. Physical and mental condition of prisoner 


a. The arresting officer will document the prisoner's visible physical and 
mental condition and any injuries or complaint of injuries on Line 5 of 
the Form 527. 


1) Ask all prisoners if they have health problems which police or jail 
personnel should be aware.  Note this information on Line 5 of the 
Form 527.  Have ECC notify the HCJC if the arrested may be an 
unusual security risk. 


b. Briefly describe any injuries and how they occurred.  Explain if the 
injuries occurred before, during, or after the arrest. 


c. If the arrested received medical attention and/or was admitted to a 
hospital, note the details in the "Facts of Arrest" section of the Form 
527.  Have ECC notify the HCJC if the arrested may be an unusual 
security risk. 
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d. List on the Form 527, in the “Other Reports Made” box, any reports 
made (e.g., Use of Force, 301, Form 18, etc.) 


e. Personnel accepting prisoners for transportation, incarceration, etc., 
should verify the condition listed on the arrest report. 


5. Check the appropriate space on Line 5 of the Form 527 regarding the 
arrested individual's possible eligibility for Hamilton County Mental Health 
Court.  Below is the eligibility criteria used by the Hamilton County Mental 
Health Court: 


a. Individuals who are charged with a misdemeanor and have no 
significant history of violent offenses. 


b. Individuals who reside in Hamilton County at the time of their arrest. 


c. Individuals with a history of mental illness. 


d. Individuals who could benefit from case management. 


6. List the appropriate name, section, and subsection number of the charge(s) 
in the "Charges" block. 


7. Identify the primary officer for court.  Arresting officers listed on the form must 
check the block after their name showing whether they are needed or not 
needed for court. 


a. If more than one officer is needed: 


1) A supervisor must sign the Forms 527 and 527A to ensure the 
same officers are listed on both reports. 


2) State in the “Facts of Arrest” section the charges/cases for which 
each officer is needed. 


8. State the facts of arrest in the space provided on the Form 527.  This statement 
should contain enough information to establish the elements of the offense. 


9. If the individual is physically arrested and has citable outstanding traffic 
and/or criminal warrants or capiases on file at CWPU, add these charges in 
the "Charges" block of the Form 527 and process as part of the physical 
arrest. 


10. If co-defendants are involved, complete the appropriate section. 


a. If there are more than two co-defendants, complete a Form 527B. 


11. Check the "Vice Activity Arrest" block to ensure district/section/unit collators 
record vice related activities. 


a. Collators must review each arrest report for vice related arrests to 
accurately record this information. 


1) Forward a copy of the Form 527 to the Vice Unit if vice activity is 
indicated. 
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b. Accurate information is imperative since this information will replace the 
Form 526, Vice Activity Report, when vice arrests occur. 


12. Complete the "Evidence Information" section after processing the prisoner. 


a. "Page" and "Line" blocks should coincide with district/section/unit 
property log books. 


13. The arresting officer will complete the appropriate complaint form and have it 
notarized. 


a. The original will accompany the defendant to the HCJC. 


b. Give a copy to the defendant. 


14. To ensure appearance on the next court docket, transport arrested 
individuals to the HCJC before 0300 hours to allow for arrest document 
processing. 


15. Form 527A, Case and Bond Information Sheet 


a. Complete the bond recommendation portion of the Form 527A when: 


1) Any felony arrest is made. 


a) Bond information is for use by the bond project personnel in 
the HCJC. 


b. Complete any areas necessary when additional information is 
necessary. 


c. Complete the witness portion for non-reportable misdemeanor arrests, 
as necessary. 


16. Form 527B, Trial Preparation Form 


a. Officers will complete a Form 527B: 


1) Whenever a police officer signs a felony warrant or reportable 
misdemeanor warrant. 


a) The Clerk's Office will attach the Form 527B to the 
complaint. 


1] The Clerk’s Office will not accept a complaint without a 
completed Form 527B.  Witness information will not be 
entered on the affidavit.  All witnesses must be listed 
on the Form 527B. 


b) When an individual is arrested on a felony warrant, the 
arresting officer will add any pertinent information to the 
Form 527B including the facts of the arrest, new evidence, or 
any statements made by the arrested. 


2) On all original felony arrests and original reportable misdemeanor 
arrests, except OVI. 
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b. The "Statement of Facts" section provides additional space for a more 
detailed description of the facts. 


c. Complete the “Victim/Witness” section for use as a praecipe. 


1) Indicate appropriate courtrooms for each officer/victim/ witness 
and give a brief statement of their role in the case. 


a) On multiple charges, note on which charge each officer is 
needed. 


2) It is important that the officer signing the warrant supply the 
names, addresses, and telephone numbers of all witnesses, with 
a summary of their testimony.  If additional space is necessary, 
officers may use the “Statement of Facts” area, or attach an 
additional sheet. 


a) Give specific addresses.  Include apartment numbers, floor, 
business names, etc., so subpoenas can be served. 


b) Note any statements obtained. 


c) If a witness shows reluctance to appear in court and the 
arresting officer wishes to serve a subpoena on the 
individual, the officer should write "Reluctant Witness" 
behind the name of this witness and explain briefly. 


d. A supervisor must approve the Form 527B. 


17. If the arrested is a current University of Cincinnati (UC) or Xavier University 
(XU) student, the arresting officer will fax a copy of the completed 527 to the 
appropriate University Public Safety Department.  UC’s Fax# 556-4940; XU’s 
Fax# 745-3861. 


18. If the arrested person requires treatment at a hospital and the 
arresting/transporting officer will not be remaining with the prisoner, or if the 
arrestee is to be admitted to the hospital and a police guard will not be 
utilized, refer to Procedure 12.600 regarding the completion of the Form 653, 
Hospital Hold Notification. 


H. Completing the NTA for Adults 


1. Before issuing a citation of any type, the police officer will query RCIC/NCIC 
for outstanding warrants or capiases. 


2. Complete a separate NTA for each charge, except in the service of warrants. 


3. Write all of the elements of the violation in the "Complaint" section of the NTA 
using the correct title and section number of the charge.  This section serves 
as the complaint for minor misdemeanors. 


4. List the facts as completely as possible. 
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a. Use the rear of the prosecutor's copy.  These facts are important for the 
prosecutor in presenting the case in court in the event the defendant 
decides upon a court appearance. 


b. Include witnesses' names and specific addresses such as apartment 
numbers or business names so subpoenas can be served. 


5. Have the offender sign the NTA.  Give him the defendant's copy. 


6. A supervisor will notarize the minor misdemeanor NTA complaint and check 
for correctness and completeness. 


7. If the arrested is a current UC or XU student, the arresting officer will fax a 
copy of the completed NTA to the appropriate University Public Safety 
Department.  UC’s Fax# 556-4940,  XU’s Fax# 745-3861. 


I. Court Citation Scheduling 


1. Individuals cited to adult court for misdemeanors should be given a court 
date 10-14 calendar days from the date of the citation.  The two exceptions 
are an original OVI arrest or a Driving Under Suspension (DUS) arrest with a 
vehicle held for pretrial seizure.  These must be given a court date 5 days 
from the date of citation.  If the fifth day is a Saturday, Sunday, or legal 
holiday, use the next court date. 


2. Keep all cases together.  Cite individuals with multiple cases to the court of 
the most serious offense according to the following order: 


a. OVI charges 


b. Criminal misdemeanors 


c. City traffic misdemeanors 


d. County traffic and minor misdemeanors 


3. Court assignments for cited original arrests and all citations for warrants 
and/or capiases are listed below: 


a. OVI original arrest 
Room A – 1230 hours 
1000 Sycamore St. 
5 days 


b. DUS, vehicle seized (types SR/NC/SS/SJ/SF) 
Room B – 1300 hours 
1000 Sycamore St. 
5 days 


c. DUS, no vehicle seizure (all types of suspensions) 
Room B – 1300 hours 
1000 Sycamore St. 
10-14 days 
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d. All City criminal misdemeanors (original arrest citation, warrant/capias 
citations) 
Room A – 1230 hours 
1000 Sycamore St. 
10-14 days  


e. All City traffic (original citation, warrant/capias citations) 
Room B - 1300 hours 
1000 Sycamore St. 


1) 7 - 10 days for auto accidents when cited for a minor 
misdemeanor only 


2) 7 days for all traffic citations/warrants/capias (If the seventh 
calendar day is a Saturday, Sunday or Holiday, cite for the next 
available court date) 


f. All County criminal warrant/capias citations 
Room 121 – 1230 hours 
1000 Main St. 
10-14 days 


g. All County traffic warrant/capias citations 
Room 121 – 1230 hours 
1000 Main St. 
7 days (If the seventh calendar day is a Saturday, Sunday or Holiday, 
cite for the next available court date) 


4. Citable probation violations should have the courtroom noted on the warrant.  
If the room number is missing, cite all traffic except OVI to Room B at 1300 
hours; cite all criminal to Room A at 1230 hours. 


5. If a defendant has a County and a City traffic warrant or capias, cite to Room 
B at 1300 hours. 


6. Warrants with no prefix or the "S" prefix are City warrants.  Warrants with a 
"C" prefix were issued by Hamilton County.  Warrants with an "A, B, F, or P" 
prefix are not eligible for citation. 


7. Warrants with a preceding four letter mnemonic other than CWU or CPR are 
warrants issued by a Mayor's Court.  Officers may not cite on a Mayor's 
Court warrant without verbal permission from the affected jurisdiction. 


a. The Mayor’s Court will advise the officer of the appropriate court date 
and time. 


b. The officer must send the citation, Form 314, to the Mayor’s Court by 
either U.S. mail or hand delivery. 


8. Send the Form 314 to the agency which confirms the warrant or capias. 
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a. If an individual has multiple jurisdiction warrants and Mayor’s Court 
warrants or capiases included, a separate Form 314 must be made.  
Verbal verification must be received from each affected Mayor’s Court. 


J. Supervisory Review 


1. Officers must contact a supervisor for a review of arrests in which the 
prisoner: 


a. Has obvious physical injuries or claims physical abuse by police at the 
time of arrest. 


b. Is charged with Assault on a Police Officer or Resisting Arrest. 


c. Is refused admission to the HCJC due to injuries. 


d. Requires an interview or observation by a supervisor as needed by 
other procedures (use of force or chemical irritant, strip search, etc.). 


e. Is being arrested for a felony. 


2. Supervisors must review and approve the completed Forms 527, 527B and 
527E on all original felony and original reportable misdemeanor arrests. 


K. Form 682, Citation Arrest Summary 


1. Each district/section/unit maintains a daily Form 682 board at the front desk.  
Officers issuing misdemeanor citations and/or warrant/capias citations will list 
the citations on the Form 682 as indicated below: 


a. Citations issued for a single misdemeanor or traffic warrant/capias are 
placed on the citation board. 


b. Citations issued for multiple misdemeanor or traffic warrants/capiases 
are prepared according to Section H.3.  List all cases on the citation 
board of the most serious offense  


2. At 0700 hours each day, the district/section/unit desk officer will prepare two 
copies of the Form 682.  The desk officer will ensure all misdemeanor 
citation arrests and warrant citations from the previous 24-hour period are 
recorded on the citation board. 


a. The desk officer will place the Form 682 from the board in an envelope 
with the appropriate arrest documents.  The envelope must be hand 
delivered to CWPU no later than 0900 hours daily. 


3. The clerk at CWPU will initial and time-stamp the first copy of each Form 
682.  These copies will serve as a receipt to ensure the complaints, as well 
as the Forms 527 and NTAs, are not out of place.  The delivering officer will 
return the copies for the district/section/unit files.  The second copy will 
remain at CWPU. 


4. Records Section personnel will respond to CWPU each workday to pick up 
each Form 682. 
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a. Records Section personnel will enter the citations into the RCIC 
computer system and then forward the documents to the Clerk's Office. 


1) Records Section will retain a copy of the NTA for its files. 


L. Investigations or Other Official Actions Not Part of Regular Duties 


1. Off-duty within the City of Cincinnati Corporation limits: 


a. Off-duty officers observing a criminal violation necessitating 
enforcement action will contact ECC. 


b. The officer will request an on-duty police officer and supervisor respond 
to the scene and assist in the investigation and arrest/citation. 


1) This does not apply to officers working outside employment 
details as an extension of police service. 


c. In some cases, an officer must take immediate action.  After taking 
action, the officer will contact ECC and request an on-duty supervisor.  
ECC will: 


1) Contact a supervisor from the district of occurrence. 


2) The responding supervisor will evaluate the situation and report to 
the Police Chief via a Form 17. 


2. Off-duty outside the City of Cincinnati limits: 


a. Off-duty officers observing a criminal violation necessitating 
enforcement action will contact the proper police agency in that 
jurisdiction. 


b. In some cases involving felony violations, an officer may be obligated to 
take immediate action and then contact the proper police agency in that 
jurisdiction. 


1) After taking action, the officer will also contact ECC and request 
an on-duty supervisor.  ECC will: 


a) If outside Cincinnati city limits but within Hamilton County, 
contact a supervisor from the closest district of occurrence. 


1] The responding supervisor will evaluate the situation 
and report to the Police Chief via a Form 17. 


b) If beyond Hamilton County, contact the Night Inspector or a 
command officer. 


c. Officers outside City limits do not have the authority to detain/arrest 
individuals for misdemeanor violations. 


3. Officers will not attempt to stop vehicles while off duty unless it is a life-
threatening situation which, if permitted to continue, could cause serious 
physical harm to innocent victims. 





		Ohio Revised Code, Rules of Criminal Procedure, Rule 4
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12.235 OPERATING A VEHICLE UNDER THE INFLUENCE (OVI):  
PROCESSING & ARREST 


Reference: 


Procedure 12.230, Fatal or Potentially Fatal Crash Investigation and Placement of 
Related Charges 


Procedure 12.240, Ohio Multi-Count Uniform Traffic Ticket (MUTT) 
Procedure 12.260, Warrants for Adults:  Service and Recording 
Procedure 12.270, Impounding, Moving, and Release of Vehicles 
Procedure 12.537, Mobile Video/Digital Video Recording Equipment 
Procedure 12.555, Arrest/Citation:  Processing of Adult Misdemeanor and Felony 


Offenders 
Procedure 12.600, Prisoners:  Securing, Handling, and Transporting 
Procedure 12.715, Property and Evidence: Accountability, Processing, Storage and 


Release 
Procedure 12.900, Processing Juvenile Offenders 
Ohio Revised Code 1547.11(B), Operating Under Influence of Alcohol, Drugs 


Prohibited; Test Analysis 
Ohio Revised Code 4511.19, Driving While Under the Influence of Alcohol or Drugs or 


with Certain Concentration of Alcohol in Bodily 
Substances; Chemical Analysis 


Ohio Revised Code 4511.191, Chemical Tests for Determining Alcoholic Content 
Ohio Revised Code, Rules of Criminal Procedure, Rule 16 


Definitions: 


Physical control is defined as being in the driver’s position in the front seat and having 
possession of the vehicle ignition key or ignition device. 


Purpose: 


To provide a safe environment for all motorists and pedestrians on area roadways. 


Policy: 


The Cincinnati Police Department (CPD) will aggressively engage in OVI enforcement.  
Officers will properly preserve and prepare evidence for all OVI court cases.  The Police 
Department will work with the community to help develop and participate in preventative 
programs relating to OVI enforcement.  Each police district has a testing site. 


District Commanders must designate a supervisor with a valid breath testing permit 
responsible for the care and security of the testing site.  Traffic Unit is responsible for 
the care, maintenance, and instrument checks of the breath testing instrument. 
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Information: 


An officer making an arrest for OVI must establish reasonable grounds for the initial 
stop.  An officer observing an operator commit a traffic violation or any reasonable 
investigation are examples of a basis for a stop.  The officer must then establish 
probable cause to arrest for OVI before administering any Blood Alcohol Concentration 
(BAC) Test.  Administer Standardized Field Sobriety Testing at roadside prior to arrest 
when possible. 


Procedure: 


A. Breath Testing for Blood Alcohol Concentration (BAC) 


1. Officers making an OVI arrest who are not certified breath testing instrument 
operators will request one respond to the arresting officer’s district. 


a. If time is of the essence, officers will use the nearest testing site. 


b. Read the arrested the Miranda Warning and advise of the right to make 
a telephone call at the time of arrest.  Document this information on the 
Form 495, Cincinnati Police Department Intoxication Report, in the 
Arrest Information section. 


2. Officers must obtain a breath, urine, or blood test within three hours of the 
violation (i.e. last operation of a vehicle).  There is no time limit when a 
chemical test is not taken under ORC Section 4511.19(A)(1)(a). 


3. The order of testing for Blood Alcohol Concentration (BAC) is: 


a. Breath 


b. Urine 


c. Blood 


1) If arrested is being treated for injuries at a hospital, blood is the 
preferred test. 


4. The arresting officer or the breath testing instrument operator must observe 
the subject for 20 minutes or more before administering the breath test to 
ensure nothing is ingested orally. 


5. The breath testing instrument operator will: 


a. Ensure the breath testing instrument is functioning properly and the 
testing site log book is in proper order. 


1) An internal radio frequency interference (RFI) detector protects 
the breath testing instrument from radio interference. Radio 
interference inside the testing site may set off the RFI detector. 


2) If the RFI detector activates during a breath test, the operator will 
start the testing process over from the beginning.  This does not 
excuse the arrested from the responsibility of giving an additional 
breath sample. 
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a) Do not attempt a third test on the breath testing instrument if 
the RFI detector activates a second time. 


1] Time permitting, transport the arrested to another 
testing site. 


2] If time is a factor, the arresting officer will request a 
urine sample. 


b. An operator encountering a problem which creates doubt as to the 
breath testing instrument's accuracy or renders the breath testing 
instrument inoperable will remove the breath testing instrument from 
service. 


1) The breath testing instrument operator will make a blotter entry 
noting the reason for removing the breath testing instrument from 
service and notify the shift Officer In Charge (OIC). 


2) The shift OIC will notify the Traffic Unit as soon as possible, but 
no later than the Traffic Unit's next working day. 


c. The breath testing instrument operator will conduct all testing and 
processing according to the Ohio Administrative Code Sections 
3701.53.01-10 and Ohio Revised Code (ORC) Sections 4511.19 and 
4511.191. 


B. Operating a Vehicle Under the Influence - Arrest 


1. Complete the MUTT as follows: 


a. Charge all persons arrested for OVI, including a refusal of chemical 
test(s), with ORC Section 4511.19(A)(1)(a) "Operated a vehicle while 
under the influence of alcohol and/or drugs of abuse" in the OVI 
area of the MUTT. 


b. If a completed breath test reveals the arrested has a BAC of .08 but 
less than .170 BAC the arresting officer will charge the arrested with 
ORC Sections 4511.19(A)(1)(a) in the OVI area and 4511.19(A)(1)(d) in 
the first available other offense block of the MUTT. 


1) The "Description of Offense" for ORC Section 4511.19(A)(1)(d) 
should read:  "Operate a vehicle with a concentration of 
______ Grams by weight of alcohol per 210 liters of breath.” 


c. If a completed breath test reveals the arrested has a BAC of .170 or 
above, the arresting officer will charge the arrested with ORC Sections 
4511.19(A)(1)(a) in the OVI area and 4511.19(A)(1)(h) in the first 
available other offense block on the MUTT. 


1) The “Description of Offense” for ORC Section 4511.19(A)(1)(h) 
should read:  “Operate a vehicle with a concentration of 
______ Grams by weight of alcohol per 210 liters of breath.” 
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d. If a completed breath test reveals the arrested has a BAC of less than 
.08, the arresting officer will charge with ORC Section 4511.19(A)(1)(a).  
Word the MUTT as in Section B.1.a. 


1) If drug abuse is suspected, or a combination of alcohol and drug 
abuse is suspected, request a urine sample. 


e. For blood or urine samples when alcohol is involved, the arresting 
officer will charge the arrested with ORC Sections 4511.19(A)(1)(a) in 
the OVI area of the MUTT and 4511.19(A)(1)(b) or (e) in the first 
available other offense area of the MUTT as follows: 


1) Blood:  ORC Section 4511.19(A)(1)(b), "Operate a vehicle with 
a BAC above .08 grams of alcohol per 100 milliliters of 
blood." 


2) Urine:  ORC Section 4511.19(A)(1)(e), "Operate a vehicle with a 
BAC above .11 grams of alcohol per 100 milliliters of urine." 


f. The Traffic Unit will respond directly to the Coroner’s Office for blood or 
urine test results. 


g. When only drugs are involved, use ORC Section 4511.19(A)(1)(a). 


h. If the arrested refuses a breath, urine, or blood test, the arresting officer 
will charge with ORC Section 4511.19 (A)(1)(a).  Word the MUTT as in 
Section B.1.a. 


1) Failure to give an adequate breath sample (deficient sample) is 
considered a refusal. 


2) Only a urine test can be offered and refused at the Hamilton 
County Justice Center (HCJC). 


i. If the arrested refuses a chemical test and has a prior conviction in the 
last 20 years for ORC Sections 4301.69,OVI, or 
4511.19(B)(3),Underage Consumption, the arresting officer will also 
charge with ORC Section 4511.19(A)(2). 


1) Wording for ORC Section 4511.19(A)(2) will be “Refused a 
chemical test under 4511.191 with a prior OVI in 20 years.” 


2. All charges supporting the OVI charge will be written on the same MUTT in 
the other offense area. 


a. If another MUTT is used due to additional charges, print the words 
"Companion Case" across the "Conditions area" of the MUTT.  Also, 
cross reference the MUTT serial numbers on each companion MUTT. 
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3. If the arrested fails to produce a driver's license, but has a valid license 
through Law Enforcement Automated Data System (LEADS) verification, do 
not cite for ORC Section 4510.12.  If the arrested has no driving privileges, 
cite the proper ORC Section for Driving Under Suspension (DUS) or No 
Operators License on the MUTT. 


a. Advise the arrested to surrender the driver's license, within 24 hours of 
the arrest, to the district where processing occurred. 


1) The district receiving the license will forward it to the Traffic Unit. 


4. Cite the arrested on the MUTT for the fifth calendar day following the arrest.  
If the fifth day is a Saturday, Sunday, or a legal holiday, use the next court 
day. 


5. OVI - Physical Arrest: 


a. Physically arrest the violator having two or more OVI convictions within 
the last six years or 5 or more convictions within the last 20 years or 
any felony OVI conviction.  (Example: You have an OVI offender with 
one prior conviction, they are charged as a second offender.  Two prior 
convictions are charged as third offenders, etc.)  Those charged as first 
and second OVI offenders may be cited (see Procedure 12.555). 


1) Query both traffic and criminal histories in RCIC, LEADS and 
eCLEAR 


2) The Form 495 must reflect the number of OVI convictions which 
occurred in the last six years. 


b. If the location of the arrested's residence and place of employment 
makes extradition necessary (Procedure 12.555), physically arrest and 
require bond. 


c. If the arrested is hospitalized or remains under hospital care, whether 
or not a BAC test was given, follow Procedure 12.600. 


d. See Section N. for proper routing of forms. 


C. Underage Consumption/Arrest 


1. If the person is under 21 years of age and has consumed alcoholic 
beverages and operated a vehicle but is not believed to be under the 
influence, complete the (MUTT) as follows: 


a. If a completed breath test reveals a BAC of .02 but under .08 BAC, 
charge the arrested under ORC Section 4511.19(B)(3) in the first 
available other offense block of the MUTT. 


1) The "Description of Offense" should read:  "Operate a vehicle 
after underage alcohol consumption." ORC Section 
4511.19(B)(3). 


Revised 02/05/15, Replaces 10/31/13 5 







12.235 


b. If a completed breath test reveals a BAC of .08 or greater, charge 
under the ORC Section 4511.19(A) OVI arrest. 


c. If the violator refuses chemical tests, then charge under 4301.69 on a 
NTA. 


1) The “Description of Offense” should read: “No underage person 
shall knowingly order, pay for, share the cost of, attempt to 
purchase, or consume any beer or intoxicating liquor in any 
public or private place.” 


2) If the violator refuses a request for chemical testing, advise the 
violator he is under an immediate Administrative License 
Suspension (ALS) but do not seize the vehicle. 


d. If the arrested submits to the breath test and the results reveal a BAC 
of .079 or less, his driving privileges shall not be suspended and the 
vehicle should not be seized.  Do not allow violator to operate the 
vehicle. 


D. Physical Control Under the Influence - Arrest 


1. If a person is under the influence of alcohol and/or drugs of abuse and 
exercises physical control over a vehicle but does not move the vehicle then 
complete the MUTT as follows: 


a. Charge all persons arrested for Physical Control, including a refusal of 
chemical test(s), with ORC Section 4511.194. 


1) The “Description of Offense” for ORC Section 4511.194 should 
read:  “Physical control of a vehicle under the influence of 
alcohol/drugs.” in the first available other offense block on the 
MUTT. 


2) If the violator refuses request for chemical test advise the violator 
he is under an immediate ALS suspension but do not seize the 
vehicle. 


b. If a completed breath test reveals the arrested has a BAC of .08 or 
greater the arresting officer will also charge the arrested with an 
additional ORC Section 4511.194 in the next available other offense 
block on the MUTT. 


1) The "Description of Offense" for ORC Section 4511.194 with a 
breath test of .08 BAC or greater should read:  "Physical control 
of a vehicle with a concentration of _______ grams by weight 
of alcohol per 210 liters of breath." 


2) If the arrested submits to the breath test, their driving privileges 
shall not be suspended and the vehicle should not be seized.  Do 
not allow violator to operate the vehicle. 
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E. Completing Required Forms 


1. The arresting officer will complete a Form BMV-2255, ALS for each OVI, 
Physical Control and Underage Consumption arrest. 


a. The ALS contains all rights, penalties, and appeals concerning driving 
privileges.  The arresting officer, in the presence of a witness, must 
read and show the offender the back side of the form regarding the 
"Consequences of Test and Refusal."  The arrested must have the 
opportunity to sign the form. If the arrested refuses, mark the “Refused 
to Sign” box.  If the offender is unable due to injury, the form will still be 
read to the offender and write "Unable" on the signature line. 


1) The three hour time limit to obtain a chemical test does not extend 
the two hour time limit for the reading of the ALS. 


a) Reading of the ALS must occur within two hours from the 
time of the alleged violation. 


b) Once the ALS is read and shown to the arrested, failure to 
submit to a chemical test within three hours of the alleged 
violation automatically constitutes a refusal. 


2) Ensure the ALS is completed with current information, signed by a 
witness and notarized before separating the form. 


a) The OFFENDER copy must be complete, but notarization is 
not required. 


b. Impound the vehicle of a person arrested and charged with OVI for 
pretrial seizure if they are the vehicle owner, based on LEADS 
verification, and have at least one (1) OVI conviction within the last six 
years. 


1) Refer to Procedure 12.270, for towing or moving a vehicle. 


a) Advise the Emergency Communications Center (ECC) the 
vehicle is a pretrial seizure when requesting a wrecker. 


c. Routing the ALS 


1) OVI arrests 


a) If the arrested tests .08 or above BAC or refuses a breath, 
urine, or blood test: 


1] Send the ORIGINAL and LAW ENFORCEMENT 
copies to the Traffic Unit. 


a] Attach the driver's license of the arrested to the 
ORIGINAL and LAW ENFORCEMENT copies. 


b] Attach the COURT copy to the MUTT. 


c] Give the OFFENDER copy to the arrested. 
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b) If the arrested tests below .08 BAC or a urine or blood 
sample is taken: 


1] Send the ORIGINAL and LAW ENFORCEMENT 
copies to the Traffic Unit. 


2] Attach the COURT copy to the MUTT. 


a] Attach the arrested’s driver’s license to the 
MUTT. 


3] Give the OFFENDER copy to the arrested. 


2) Physical Control and Underage Consumption Arrests 


a) If arrested submits to a chemical test all copies of completed 
ALS are stored in the OVI jacket at the processing site. 


b) If the arrested refuses a chemical test: 


1] Send the ORIGINAL and LAW ENFORCEMENT 
copies to the Traffic Unit. 


a] Attach the arrested’s driver’s license to the 
ORIGINAL and LAW ENFORCEMENT copies. 


b] Attach the COURT copy to the MUTT. 


c] Give the OFFENDER copy to the arrested. 


2. The arresting officer will complete a Form 600, Notification of Rights for each 
OVI arrest. 


a. Read and show the arrested the Form 600 in the presence of a 
witness.  The arrested must have the opportunity to sign the form.  If 
the arrested refuses, mark the "Refused to Sign" box. 


1) At the time of arrest, read the arrested the Miranda Warning. 
Refer to Section A.1.b. 


3. The arresting officer will complete a Form 495 for each OVI arrest. 


a. The summary of arrest must contain sufficient information to establish 
reasonable grounds for the initial stop and probable cause to arrest for 
OVI. 


4. The instrument operator will complete a Form HEA2652, State of Ohio Test 
Report, breath test record, and testing site log book entry whenever the 
breath testing instrument is operated or placed in operation, even if the 
arrested refuses the test. 


a. For refusals, complete the Form HEA2652 through Step 4. Check the 
"Refusal" block. 


b. Enter all refusals, instrument checks, breath, urine and blood tests in 
the testing site logbook. 
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1) All logbook entries must be in numerical order according to the 
OVI number on the Form 495. 


2) If an entry needs to be deleted in the testing site logbook, draw a 
single line through the item and notify Traffic Unit of the deletion. 


3) Notify Traffic Unit of any irregularities involving the testing site 
logbook. 


F. Urinalysis Testing for BAC 


1. Use the ALS for the implied consent. 


a. The arresting officer must read and show the arrested, in the presence 
of a witness, the "Consequences of Test and Refusal" on the back side 
of the Form BMV-2255.  The arrested must have the opportunity to sign 
the signature line on the front.  If the arrested refuses to sign, mark the 
"Refused to Sign" box. 


2. A police officer of the same sex as the arrested must witness the giving of a 
urine specimen to assure authenticity. 


a. Arresting officers do not have to be licensed breath testing instrument 
operators to process urine samples. 


b. Collect one sample in a clean, tightly closed container. 


1) The container must be at least 3/4 full. 


c. Add one Jenneile Enterprises sodium fluoride capsule to the sample.  
Indicate on the Evidence Submission Form and the Form 495 the 
sodium fluoride capsule was added. 


d. Seal the specimen container with evidence tape and initial the tape. 


e. Label the specimen container with the name of the arrested, name of 
the person taking the specimen, date and time the specimen was 
taken, and that the sodium fluoride capsule was added. 


f. Complete one original Evidence Submission Form.  Place the OVI 
number in the upper right corner.  List the court date and ORC 
violation. 


g. Place the sealed specimen container in a evidence biohazard bag. 


h. In the outside pocket of the biohazard bag place the following.  Do not 
use staples or paper clips: 


1) Original Evidence Submission Form 


2) Original Form 327, Property Tag 


3) Original Form 330, Property Receipt 


4) Copy of the Form 495 or citation. 
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3. During normal business hours (0700 to 1600 hours), the arresting officer will 
hand deliver the evidence to the Court Property Unit. 


a. If the Court Property Unit is closed, the officer will take the evidence to 
the Criminal Investigation Section (CIS) and place it in the CIS 
refrigerator.  The delivering officer will make an entry in the CIS log 
book. 


b. Court Property Unit personnel will pick up the evidence during normal 
business hours. 


4. Court Property Unit personnel will take both evidence specimens to the 
Hamilton County Coroner's Lab for analysis. 


G. Blood Testing for Blood Alcohol Content 


1. Use the ALS for the implied consent. 


a. The arresting officer must read and show the arrested, in the presence 
of a witness, the "Consequences of Test and Refusal” on the back side 
of the Form BMV-2255.  The arrested must have the opportunity to sign 
the signature line on the front.  If the arrested refuses to sign, mark the 
"Refused to Sign" box. 


2. Only a physician, registered nurse, qualified technician, chemist, 
phlebotomist or Cincinnati Fire Department (CFD) paramedic can draw blood 
specimens. 


a. A CFD paramedic is the first choice when requesting blood specimens. 


1) If a paramedic unit has been dispatched to the scene of an 
accident due to injuries, etc., and the driver is suspected of OVI, 
the arresting officer may request the paramedic unit draw blood 
for analysis. 


2) Blood should only be drawn inside an ambulance or hospital. 


b. Do not request area hospital personnel (physicians, nurses, etc.) 
provide this service unless circumstances warrant their assistance. 


1) An officer who has reasonable grounds to believe a subject was 
operating a vehicle under the influence of alcohol or drugs may 
request a blood test pursuant to ORC Section 4511.191.  The 
officer will request the hospital perform the appropriate test by 
completing an official request form designed by each hospital 
when required. 


a) If the hospital refuses to assist in obtaining the specimen, 
contact the Traffic Unit. 


c. Fire Department paramedics will not respond for the sole purpose of 
drawing blood to ascertain BAC. 
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d. Arresting officers do not have to be licensed breath testing instrument 
operators to process blood samples. 


e. The arrested will be shown and read the ALS and agree to have his 
blood drawn for the purpose of analysis. 


1) An unconscious person is deemed to have given consent under 
ORC Section 4511.191. 


3. Special circumstances may exist for which a search warrant can be issued to 
obtain a blood sample from a multiple OVI offender who refuses a chemical 
test. 


a. A qualifying multiple offender will have at least two OVI convictions 
within six years or five or more convictions within twenty years or have 
a felony OVI conviction. 


1) Contact the Traffic Unit as soon as possible if special 
circumstances should be considered.  Traffic Unit personnel will 
obtain a search warrant if appropriate. 


2) If a qualifying multiple offender still refuses to submit to a blood 
sample even after a search warrant has been obtained, attempts 
to obtain the offender’s blood will cease.  Officers will charge the 
offender with ORC Section 4511.19 (A)(2) and any other 
applicable charges. 


b. A police officer will witness the drawing of the blood samples and 
maintain control of the evidence for court purposes. 


1) Witnessing officer will ensure alcohol swabs are not used when a 
blood sample is drawn. 


4. Obtain two blood specimens. 


a. Be sure the test tubes for the blood specimens have a gray cap and 
contain sodium fluoride and potassium oxalate as anticoagulants. 


1) Officers will check the expiration date on the tube to be sure it 
hasn’t expired. 


2) Officers in need of blood test tubes will obtain tubes from the 
district OVI room or the Traffic Unit. 


b. Seal each specimen container with evidence tape and initial the tape. 


c. Label each specimen container with the name of the arrested, name of 
person taking the specimens, and the date and time specimens were 
taken. 


d. Complete one original Evidence Submission Form.  Place the OVI 
number in the upper right corner.  List the court date and ORC 
violation. 
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e. Place both sealed specimen containers in one evidence biohazard bag. 


f. In the outside pocket of the biohazard bag place the following.  Do not 
use staples or paper clips: 


1) Original Evidence Submission Form 


2) Original Form 327 


3) Original Form 330 


4) Copy of the Form 495 or citation. 


g. Route the evidence as outlined in Section F.3.of this procedure. 


H. Testing for Drug Abuse 


1. When drug abuse, or a combination of alcohol and drug abuse is suspected, 
obtain either a urine or blood specimen and follow Section F. or G. of this 
procedure.  Do not complete a Form HEA2652. 


I. Felony Arrests 


1. Persons arrested with five or more prior OVI or Underage Consumption 
convictions within 20 years will be charged as a 4th degree felony (see 
Section B.5.a.). 


a. Officers must verify through the Regional Crime Information Center 
(RCIC) and LEADS that a person has at least five prior OVI or 
Underage Consumption convictions within 20 years before charging as 
a 4th degree felony. 


b. In bold letters write "4th DEGREE FELONY" in the conditions block of 
the MUTT and the top of Form 495. 


2. Persons arrested with three or more prior OVI convictions within six years 
will be charged as a 4th degree felony (see Section B.5.a.). 


a. Officers must verify through the RCIC and LEADS that a person has at 
least three prior convictions within six years before charging as a 4th 
degree felony. 


b. In bold letters write "4th DEGREE FELONY" in the conditions block of 
the MUTT and the top of Form 495. 


3. Persons arrested with any felony OVI conviction, regardless of when the 
conviction occurred, will be charged as a 3rd degree felony (see Section 
B.5.a.). 


a. Officers must verify through the RCIC and LEADS that a person has a 
prior felony OVI conviction before charging as a 3rd degree felony. 


b. In bold letters write "3rd DEGREE FELONY" in the conditions block of 
the MUTT and the top of Form 495. 
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4. Physically arrest all persons charged as a 3rd or 4th degree felony OVI as 
outlined in Procedure 12.555. 


a. Complete the Form 527, Arrest and Investigation Report and the Form 
527A, Bond Information Sheet as outlined in Procedure 12.555. 


J. Juvenile OVI Offender 


1. A juvenile OVI offender is processed the same as an adult when probable 
cause exists for ORC Section 4511.19(A) if the BAC is .08 or more. 


a. If BAC is .08 but below .170 the arresting officer will charge the juvenile 
with ORC Sections 4511.19(A)(1)(a) and 4511.19(A)(1)(d) on the 
MUTT (see Section B.1.) 


1) Word the "Description of Offense" ORC Sections 4511.19(A)(1)(a) 
and 4511.19(A)(1)(d) the same as an adult (see Section B.1.). 


2) The ALS is completed the same as an adult (see Section C.1.). 


b. If BAC is at .170 or above, the arresting officer will charge the juvenile 
with ORC Sections 4511.19(A)(1)(a) and 4511.19(A)(1)(h) the same as 
an adult. 


c. A juvenile OVI offender is processed the same as an adult when 
probable cause exists and the offender is charged with ORC Section 
4511.19(A)(1)(a) when the offender refuses any chemical test. 


d. Release the juvenile to a parent or guardian only. 


1) Cite the arrested juvenile on the MUTT for the fifth calendar day 
following the arrest.  If the fifth day is a Saturday, Sunday, or legal 
holiday, use the next court day. 


a) The court appearance is at 1430 hours in Juvenile Court, 
Broadway Building, 800 Broadway. 


2. A juvenile is processed for "Underage Alcohol Consumption" ORC Section 
4511.19(B)(3), when a completed breath test reveals the juvenile has a BAC 
of .02 to less than .08, and probable cause does not exist for the ORC 
Section 4511.19(A)(1)(a) offense of OVI (per Information Section). 


a. Word the "Description of Offense" ORC Section 4511.19(B)(3) as 
follows:  "Operate a vehicle after underage consumption." in the 
first available other offense area of the MUTT. 


1) An ALS is completed for underage consumption but not 
processed unless chemical test is refused. 


2) Attach the driver's license to the MUTT. 


3) A juvenile who refuses a chemical test for underage consumption 
ORC Section 4511.19(B)(3) refer to Section C.1.c. 


3. If physically arrested, follow Procedure 12.900. 
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4. Obtain the consent of a parent or legal guardian before taking a blood 
sample. 


5. Write the word "Juvenile" in bold letters in the top left corner of the original 
Form 495 and all copies. 


K. Form 496, Operating a Vehicle Under the Influence Investigation Record 


1. The arresting officer will complete a Form 496, OVI jacket for each OVI 
arrest.  The OVI jacket will contain the following forms: 


a. Original Form 495 


b. Original Form HEA2652 


c. Original Breath Test Record 


d. Original Form 600 


e. One copy of the OH-1, Ohio Traffic Crash Report (if applicable) 


f. One copy of the ALS 


g. One copy Form 527 (if applicable) 


h. One copy of the MUTT 


i. One picture (adults only). 


j. Copies of all other related reports  


k. Statements 


1) Any written or recorded statement by the defendant or a co-
defendant, including any summaries of such statements. 


2) Any written or recorded statement by the victim or witness. 


l. All laboratory or hospital reports. 


m. Results of physical or mental examinations, experiments or scientific 
tests. 


n. Documentation of evidence collected. 


o. Photographs related to the offense. 


2. Anytime a DVR equipped police vehicle is involved in a stop where an 
individual is arrested for OVI: 


a. Officers will record all OVI incidents from the point of initial contact to 
the arrival at the testing location.  Officers will record during the 
transport to jail. 


b. A copy of the OVI incident captured on disc will be held as evidence.  
Clearly mark the 527 and MUTT(s) with "ACE" (Automated Control of 
Evidence).  Also, mark “yes” in the specific block on the 495. 
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1) If the incident captured on a DVR is over an hour in length, the 
incident will be copied to more than one disc. 


c. Complete a Form 606, Records Request.  Process the copy of the DVR 
disc as evidence held for court (see Procedure 12.715).  Mark the copy 
of the disc with the date and OVI number. 


1) Discs must be identified by attaching a label with all pertinent 
information.  Do not write directly on the disc. 


d. When an incident is captured on a DVR, a second copy of the disc will 
be made and routed to the Prosecutor’s Office with the OVI paperwork. 


3. Supervisory Review of Completed Forms 


a. The completed Form 496 will be submitted for review to an on-duty 
supervisor prior to securing the tour of duty.  The on-duty supervisor will 
review all forms for accuracy and completeness and sign the Form 495 
and Form 496 as the reviewing supervisor. 


1) The arresting officer will submit the Form 496 to be filed by the 
test site supervisor. 


b. The test site supervisor will file all OVI case jackets and will review the 
logbook weekly for accuracy and completeness. 


1) The testing site supervisor will notify Traffic Unit of any 
irregularities. 


L. Use of Testing Sites by Outside Agencies 


1. A Form 495 will be used for each outside agency arrest. If the outside 
agency has its own intoxication report, assign a Cincinnati OVI number to 
each report. 


2. The arrest will be entered in the CPD testing site log book by OVI number in 
numerical order. 


3. The Form HEA2652 will be completed when any breath test is given (not 
necessary with blood or urine). 


4. All original documents, Form 495, Form HEA2652, Breath Test Record, 
Form 600, ALS, Operator's License, and any other form completed for the 
arrest will remain with the arresting officer from the outside agency.  It will be 
the responsibility of the arresting officer from the outside agency to forward 
the proper copies to their court system. 


5. Copies of all of the above listed forms completed for the arrest will be filed in 
the Form 496.  Mark in bold letters on the top of the case jacket "OTHER 
AGENCY ARREST." 


6. Copies of all the paperwork listed in 4.above will be sent to the Traffic Unit. 


M. Removal of OVI Case Jackets 
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1. OVI jackets can only be removed for court or with the permission of the 
district testing site supervisor or district commander. 


a. To remove an OVI jacket, complete an entry in the OVI Jacket Sign Out 
Log.  The entry must contain the OVI jacket number, name of the 
officer removing the OVI jacket, reason (including room number and 
case number), and the date removed.  The OVI jacket must be 
returned promptly and an entry made in the log indicating the return 
date.  The site supervisor will re-file the OVI jacket. 


1) Officers unable to return OVI jackets within five days must submit 
a Form 17 detailing the circumstances. 


b. The testing site supervisor will ensure accountability and security of all 
OVI jackets. 


1) An audit of all OVI jackets will be conducted on January 1st and 
July 1st each year.  Forward a summary of the audit through the 
affected commander to Inspections Unit and Traffic Unit. 


2. The testing site supervisor will review the logbook weekly for accuracy and 
completeness. 


a. The testing site supervisor will notify Traffic Unit of any irregularities. 


N. Routing Completed Forms 


1. All copies must be hand delivered before 0800 hours each court day.  Each 
copy must be legible and on 8-1/2" X 11" paper. 


a. City Prosecutor's Office, 801 Plum Street, Room 200: 


1) Two copies of the Form 495. 


2) One copy of the Form HEA2652 and breath test record attached 
to the Form 495. 


3) One copy of the OH-1 (if applicable). 


4) One copy of the DVR disc.  The disc will be identified with the 
arrestee’s name, the date of arrest, and the OVI number.  The 
information will be written on a label and attached to the disc. 


b. Municipal Court Probation Division, Broadway Building, 800 Broadway: 


1) One copy of the Form 495, placed in an envelope and labeled 
"Municipal Court Probation Division" and left at the 
Prosecutor's Office. 


c. Traffic Unit, 800 Evans Street: 


1) One copy of the Form 495. 


2) The ORIGINAL and LAW ENFORCEMENT copies of the ALS 
with the driver's license attached, if applicable. 
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a) Attach the license to the ALS when breath tests are .08 or 
above or any chemical test is refused and forward to the 
Traffic Unit. 


b) Attach the license with the COURT copy of the ALS to the 
MUTT for ORC Section 4511.19(A)(1)(a) on any test under a 
.08 BAC, or blood and urine samples. 


3) One copy of the Form HEA2652 and breath test record. 


a) Attach all of the forms together. 


O. Instrument Checks 


1. Traffic Unit will perform an instrument check on the breath testing instrument 
once every seven days. 
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12.556 DIPLOMATS, DIPLOMATIC IMMUNITY, AND FOREIGN 
NATIONALS 


Information: 


There are three types of diplomatic identification cards: 


• Diplomatic (blue border for diplomats and their families) 
• Official (green border for, embassy administrative and technical staff, embassy 


employees, and their families) 
• Consular (red border for consular personnel) 


Diplomatic I.D. cards are 3¾” x 2½” and contain a photo of the bearer.  The bearer’s 
name, title, mission, city and state, date of birth, identification number, expiration date, 
and a U.S. Department of State seal appears on the front of the card.  A brief statement 
of the bearer’s immunity is printed on the reverse side. 


Consular identification cards, issued by a country’s respective consulate, are 
recognized and accepted by the CPD for identification purposes. 


The two most frequently used consular identification cards are Mexico’s “Matricula 
Consular de Alta Seguridad” and Guatemala’s “Tarjeta de Identificación Consular 
Guatemalteca.”  Both of these identification cards are referred to as a CID card.  The 
CID card is identification only, and should not be confused with a Mexican driver’s 
license. 


Definitions: 


Diplomatic Immunity – Full criminal immunity or limited criminal immunity which the 
personnel of a foreign diplomatic mission and, in varying degrees, their family members 
retain because they serve as representatives of a sovereign state and require special 
rights and guarantees for the effective functioning of the mission. 


Diplomatic Agents – A term embracing heads of missions, ambassadors, and charge 
d’affaires, and members of their diplomatic staff.  These individuals have the function of 
dealing directly with host country officials and retain the highest degree of privileges and 
immunities. 


Administrative and Technical Staff – Individuals who support the activities of 
diplomatic agents and perform tasks critical to the inner workings of the embassy.  This 
category includes secretaries, clerical personnel, office managers, and certain 
professional security personnel.  These persons also retain a high level of privilege, but 
somewhat less than diplomatic agents. 


Service Staff – Drivers, cleaners, and building/grounds personnel.  They have much 
less in the way of immunity. 


Foreign National – Any person who is not a United States citizen. 
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Consular Officer – A foreign national, employed at a consulate or in the consular 
section of an embassy, who represents their government’s citizens and commercial 
interests.  They are not diplomatic agents and do not retain the same privileges and 
immunities. 


Consulate – The offices of a consul and consular officers located outside of 
Washington, D.C. 


Special Bilateral Agreements – There are some foreign countries which do not fall 
under the aforementioned categories.  The United States has bilateral agreements with 
these countries, which grant significantly higher privileges and immunities to all staff 
members of their embassy and sometimes staff family members. 


U-VISA – Common name for the U Nonimmigrant Status Certification, Form I-918, 
Supplement B.  Confirms that the petitioner has been helpful, is being helpful, or is likely 
to be helpful in the investigation or prosecution of the qualifying criminal activity of which 
they are a victim. 


U Nonimmigration Status – A designation foreign nationals and their families may 
request through the Department of Homeland Security, U.S. Citizenship and 
Immigration Services, that allows temporary immigration benefits if they have been a 
victim of certain qualifying criminal activity. 


Purpose: 


To comply with federal laws regulating diplomatic immunity through the delivery of fair 
and impartial police services and establish Department procedure for dealing with 
diplomatic immunity and foreign nationals.  It is understood that dealing with diplomatic 
immunity poses particular problems for law enforcement officers in applying immunity if 
they do not understand its purposes or rules. 


Promote cooperation between foreign national victims and Department personnel during 
the investigation and prosecution process.  Knowledge and discussion about potential 
immigration benefits available to cooperative foreign victims, specifically the U-Visa 
Certification, may help to alleviate fears and increase victim cooperation. 


Policy: 


The Cincinnati Police Department (CPD) will comply with the federal laws and 
procedures regarding proper treatment of diplomats who commit or are suspected of 
committing crimes.  When CPD officers interact with diplomats, they will communicate 
with the State Department as appropriate. 


When dealing with individuals who possess diplomatic immunity privileges, officers will 
perform thorough investigations, keep good records, and report whatever appropriate to 
the State Department.  This allows the State Department to exercise the tools it has to 
remove individuals from the U.S. who are engaged in criminal activity or to revoke the 
driving privileges from individuals who repeatedly violate the traffic code. 
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The Department will assist immigrant crime victims with U-Visa Certification applications 
if they cooperate during an official police investigation and subsequent prosecution for 
qualifying criminal offenses.  The Community Liaison Unit Commander is authorized as 
the Police Chief’s designated certifying official, to certify a petitioner’s request for U-Visa 
certification.  Officers are authorized to distribute to any crime victim who may be a non-
citizen an informational flyer describing immigration relief and services available to 
immigrant crime victims. 


Federal courts have consistently held that undocumented presence is not a crime but a 
federal civil violation enforceable only by federal officers.  CPD officers will not stop, 
detain, question, or arrest a person solely on the basis that the individual may have 
unlawfully entered the country and/or exceeded their Visa.  CPD officers will not enforce 
immigration laws.  However, if Immigration and Customs Enforcement (ICE) officers 
request assistance from a CPD officer in detaining a subject, the officer will provide 
assistance with the approval of a supervisor. 


Procedure: 


A. Claims of Diplomatic Immunity 


1. When proper I.D. is shown and status is verified, officers will fully respect the 
immunity.  Officers will not arrest or detain persons who have diplomatic 
immunity except in circumstances where public safety is in imminent danger 
or it is apparent a serious crime may otherwise be committed.  Officers may, 
however, initiate contact with an individual having diplomatic immunity. 


2. If a person claims immunity and cannot show proper I.D. during an incident 
that would normally require arrest or detention, or an officer believes invalid 
I.D. is being presented, inform the person that he/she will be held in custody 
until proper identity can be confirmed. 


a. Contact the appropriate office in the State Department using the 
information provided in sections F. and G. 


B. Full Criminal Immunity 


1. Full criminal immunity is more than immunity from prosecution.  It means that 
the residence, vehicles, papers, and correspondence of an individual with 
this immunity classification cannot be searched, the person cannot be 
detained or arrested, and is not required to give evidence as a witness. 


2. The following individuals are entitled full criminal immunity: 


a. Diplomatic Agents 


1) Head of mission (Ambassador or Charge d’affaires) 


b. Diplomatic Staff of Mission 


1) Members of the Delegation of the Commission of the European 
Communities 


2) Permanent Representatives and Senior Staff of Missions to 
Organization of American States and United Nations 
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3) Senior Officials of the United Nations Secretariat 


c. Administrative and Technical Staff 


1) Administrative Officers/Assistants 


2) Security Officers 


3) Purchasing Agents 


4) Budget and Fiscal Technicians 


5) Archivists 


6) Cryptographers 


7) Receptionists/Secretaries 


8) Stenographers/Typists 


9) Clerks 


10) Couriers/Messengers 


11) Guards 


d. Families of Diplomatic Agents, Staff of Mission, Administrative and 
Technical Staff 


1) Spouses 


2) Dependent children until age 21 or age 23 if full time student at an 
institution of higher learning. 


C. Limited Criminal Immunity 


1. Service staff members have limited criminal immunity.  They can be 
detained, arrested, and prosecuted for criminal acts.  Service staff members 
have limited immunity only for acts committed during the course of their 
duties.  (Court decides if acts are in the course of duties).  Service staff can 
be required to give evidence as witnesses and their persons and effects can 
be searched. 


a. Service staff members include: 


1) Chauffeurs 


2) Drivers 


3) Servants in missions 


4) Employees performing domestic duties in missions 


2. Consular staff have limited immunity.  Career consular officers can be 
arrested only for a felony investigation and pursuant to a warrant.  Honorary 
consular officers and consular employees do not have immunity and may be 
forced to testify, except with regard to their official acts. 
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3. International organization staff and support staff of missions to international 
organizations do not have immunity and may be forced to testify, except with 
regard to their official acts. 


4. Families of service staff, consular staff, and international organization staff do 
not have immunity. 


D. Traffic Violations & Operating a Vehicle Under the Influence (OVI) 


1. Officers may issue drivers having diplomatic immunity an appropriate citation 
or warning for any moving violation. 


a. The issuance of a traffic citation does not constitute an arrest or 
detention. 


b. Diplomats are not required to sign the citation and cannot be arrested 
for refusal to sign. 


c. Officers will notify their supervisor of the issuance of a citation(s) and 
the refusal to sign. 


d. A supervisor’s presence at the scene is not required. 


2. If an officer has probable cause to believe a person with full immunity is 
operating a vehicle under the influence they will: 


a. Not allow the person to continue operating the vehicle. 


b. Issue traffic citation(s) for OVI and other related traffic offenses.  A 
physical arrest cannot be made. 


c. Provide assistance in parking the vehicle.  Options include allowing the 
driver to wait at the police station until they are sober, calling a taxi, or 
calling a friend or relative of the driver to pick them up.  Do not tow, 
impound, or boot the vehicle. 


d. Offer field performance tests and Blood Alcohol Concentration (BAC) 
tests.  Diplomats are not required to take tests. 


e. Notify a supervisor. 


E. Criminal Incidents Involving Foreign Diplomats 


1. Where public safety is in imminent danger or it’s apparent that a serious 
crime has been committed, an officer may intervene to the extent necessary 
to halt the activity. 


a. Immediately notify a supervisor. 


b. Record all pertinent details and circumstances of the incident and 
information from the I.D. card(s). 
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2. Supervisor responsibilities: 


a. Respond to the scene of incidents of immunity which would have 
resulted in an arrest for a person without immunity. 


b. Report serious incidents by telephone as soon as possible to the 
Command Center of the Bureau of Diplomatic Security, at the contact 
numbers listed in sections F. and G. 


c. Fax a copy of related paperwork and information regarding all criminal 
incidents and traffic citations to Intelligence Unit. 


d. Ensure a comprehensive incident report is sent to the Department of 
State, Office of Protocol (Fax #: 202-647-1198) 


F. Contact Information for Incidents Involving Diplomatic Personnel 


1. To obtain information during regular business hours about diplomatic and 
consular personnel, and personnel of international organizations other than 
the United Nations: 


a. Current status of U.S. Department of State driver licenses, diplomatic 
license plates, registrations, or other diplomatic motor vehicle 
information:  (202) 895-3521, Fax:  (202) 895-3646 


b. To report traffic incidents or accidents, issuance of citations, etc., 
involving foreign missions personnel:  (202) 895-3521 


1) Fax all citations and/or traffic reports to:  (202) 895-3646 


c. To verify immunity status:   (202) 647-1985 or (202) 647-1727 


d. Fax copies of criminal incident reports and citations to the Office of the 
Chief of Protocol:  (202) 647-1198 and the Diplomatic Security Service 
Protective Liaison Division: (202) 859-3613 


e. After regular business hours, all inquiries should be made to the 
U.S. Department of State Diplomatic Security Command Center:  
(571) 345-3146, or 1-866-217-2089 


2. To obtain information and verify the immunity status of United Nations 
personnel during regular business hours: 


a. Diplomatic agents and family members, UN Mission staff and 
family members, and UN Secretariat employees:  (212) 415-4168, 
(212) 415-4407 or (212) 415-4131 


b. U.S. Department of State license tags, registration, or other motor 
vehicle information:  (646) 282-2825 or (646) 282-2812 


c. After business hours, information is available from the Communications 
Section of the U.S. Mission to the United Nations:  (212) 415-4444 
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G. Criminal Incidents Involving Foreign Nationals 


1. Officers detaining any foreign national will, upon request, notify the 
appropriate consular official when the detention exceeds two hours. 


a. Officers receiving a request for consular notification from a Mexican 
national who has been detained or arrested will complete a “Notification 
of Mexican Consular” form and fax it to (317) 761-7610, on the same 
day the arrest or detention occurs.  The form is available in the 
CPDFORMS folder on the H: drive. 


2. Officers who make a physical arrest of an undocumented foreign national do 
not need to contact ICE.  Status verification and notifications are handled by 
the Hamilton County Justice Center when appropriate.  


H. U Nonimmigrant Status Form I-918, Supplement B 


1. Officers who receive a Form I-918, Supplement B will forward the form and 
any attachments to the Community Liaison Unit Immigrant Affairs Liaison 
officer for investigation. 


2. The Community Liaison Unit Commander will serve as the Police Chief’s 
certifying official for all Forms I-918. 


Revised 03/26/15, Replaces 3/19/15 7 








12.240 


Revised 07/24/12, Replaces 08/23/11  1 


12.240 OHIO MULTI-COUNT UNIFORM TRAFFIC TICKET 
(MUTT) 


 
Reference: 
 
Procedure 12.205 – Traffic Enforcement 
Procedure 12.235 – Operating a Vehicle under the Influence (OVI): Processing 


and Arrest 
Procedure 12.900 – Processing Juvenile Offenders 
ORC 4510.03 – Court Records and Abstracts of Traffic Violations  
 
Policy: 
 
Officers will use the Ohio Multi-Count Uniform Traffic Ticket (MUTT) citation for 
all moving violations cited under city ordinances or state codes regardless of the 
violator's place of residence. 
 
The citation is the actual summons so notarization is not required.  Officers will 
record on the citation the date the summons is personally served on the 
defendant. 
 
All citations for minor misdemeanor moving violations must provide the violator 
with the option of paying out the fine instead of appearing on the scheduled court 
date.  Violators will not receive the payout option when one of the following 
applies: 


• The violator requires medical care and/or is unable to provide for 
his own safety. 


• The violator cannot or will not offer satisfactory proof of identity. 
• The violator refuses to sign the citation. 


 
Most moving violations are minor misdemeanors unless the violator has two 
previous convictions for moving violations within the past 12 months.  Officers 
will treat all minor misdemeanor moving violations as a first offense (requiring 
payout option) unless the officer has personal knowledge the violator has two 
convictions for moving violations within the past 12 months.  Personal knowledge 
should include the information available through the computer system. 
 
Information: 
 
A State of Ohio Supreme Court decision has stated:  "The authority granted in 
Section 2935.03 to a police officer to arrest and detain an individual found 
violating a law of this State, does not confer authority upon a municipal police 
officer to arrest without a warrant outside the geographical boundaries of his 
municipality for traffic offenses observed by the officer to have been committed 
outside such municipal limits." 
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The Hamilton County Municipal Court requires that police officers advise persons 
cited to Traffic Court to bring proof of financial responsibility to court with them. 
 
Procedure: 
 
A. Completing MUTT citations: 


 
1. Neatly print the citation in its entirety (except the signature of the 


violator). 
 
a. All violators must receive a readable copy of the citation. 
 
b. Give adult violators a court date seven calendar days from the 


date of violation. 
 
1) If the seventh calendar day is a Saturday, Sunday or 


Holiday, cite for the next available court date. 
 


c. Refer to Procedure 12.900, Section G., when investigating 
juvenile traffic violations. 


 
2. When issuing a citation for a traffic violation, the officer will include the 


violator's zip code as part of the address. 
 
3. A total of six violations can be written on each MUTT citation.  If 


conditions exist where more than one citation is issued to an 
individual, they will be handled in the following manner: 
 
a. You must give the offender the same court date on each citation 


issued.  You must continue to check the Court Appearance 
Required block for each violation requiring a court appearance. 
 
1) In instances of DUI arrests, refer to Procedure 12.235 for 


proper citation instructions. 
 
b. The citing officer will write across the "Conditions" section of the 


citation the words, "Companion Case."  Include citation serial 
numbers for each companion case. 


 
c. When making a physical arrest write on the Arrest Form 527, 


under "Facts of Arrest," that it is a companion case.  Include 
citation serial numbers for each companion case.  Deliver all 
companion citations to Central Intake with the arrest slip. 


 
d. Staple all companion cases together. 
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4. Check the Court Appearance Required block for each moving 
violation which is a fourth degree misdemeanor or higher.  Violations 
not marked as Court Appearance Required will be considered payout 
citations. 


 
5. Legibly sign (and/or print below your signature) as the charging officer 


and assign a court date on all citations. 
 
6. Require the violator to sign the citation along the right hand side of the 


citation in the space marked "Signature" to acknowledge receipt. 
 
a. Officers have the authority to make a physical arrest on all 


moving violations if the violator continues to refuse to sign the 
citation after being advised of the physical arrest consequences. 
 
1) If the violator refuses to sign the citation, the officer will 


notify a supervisor of the situation.  The supervisor will 
review the circumstances and decide if the violator will be 
arrested. 


 
2) When a physical arrest is affected, the officer will write 


"Refused" on the signature block of the MUTT.  The officer 
will also write "Physical" across the Court Date block at the 
bottom of the citation to cancel the court date and payout 
option. 


 
3) The officer will write on the Arrest Form 527 that the 


subject refused to sign the citation. 
 
4) Officers will not make a physical arrest in situations, such 


as auto accidents, where the officer did not witness the 
violation.  If the violator refuses to sign the citation, officers 
should write “Refused-auto accident” in the signature block 
of the MUTT. 


 
b. If the violator is unable to sign the citation (unavailable at the 


hospital, unconscious, etc.), the issuing officer will exercise 
reasonable measures to get the signature of the violator. 
 
1) In cases involving aggravated circumstances, the officer 


may choose to wait to issue the citation until the violator 
can sign.  Another choice is to place a Police Hold on the 
subject at the hospital, completing an Arrest Form 527 after 
consulting with a supervisor. 
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7. When applicable, officers will complete the space for witnesses and 
officer's notes on the reverse side of the pink copy of the citation.  Use 
the insert flap to prevent defacing the front of the page when writing 
on the rear of the carbonless form. 
 
a. Any officer desiring a copy for personal use will use the unit 


copying machine to make such copy. 
 
8. Give the violator the Defendant’s Copy of the MUTT citation. 


 
a. The reverse side of the Defendant’s Copy of the MUTT contains 


pertinent information regarding payout instructions and contact 
information for the Clerk of Court’s Office. 
 
1) Advise the violator to follow the provided instructions for 


paying or contesting the MUTT citation. 
 
B. To require additional security from moving violators and to assure 


compliance with the requirements of the citation: 
 
1. Usually officers will not require additional security to ensure moving 


violators pay the established fine or appear as required, regardless of 
whether the violator is a Hamilton County resident, out-of-county Ohio 
resident, or out-of-state resident. 
 
a. Most citations issued to violators for minor misdemeanor moving 


violations will simply provide both a court date and a payout 
option, as detailed above, without requiring further security from 
the violator regardless of the violator's place of residence. 


 
b. Most citations issued to violators for moving violations which are 


fourth degree misdemeanors or higher will simply require a 
mandatory court appearance as detailed above, without 
requiring further security from the violator, regardless of the 
violator's place of residence. 
 
1) This general rule will not prevent officers from physically 


arresting violators for certain serious moving violations as 
detailed below. 


 
c. Officers will advise violators that failure to pay the fine or appear 


as required will result in a capias being issued for the violator's 
arrest, and entry of such capias into the Regional Crime 
Information Center (RCIC) computer system. 
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1) The reverse side of the Defendant’s Copy of the MUTT 
citation contains such a warning to the violator. 


 
2. Officers may require additional security from some traffic violators, 


according to the guidelines listed below, to ensure compliance with 
the requirements of the citation in cases which include aggravated 
circumstances or in which the officer has reason to believe the violator 
will not pay the citation or appear in court. 
 
a. Officers do not have the legal authority to physically arrest 


Hamilton County residents for minor misdemeanor violations 
unless the offender requires medical care, cannot or will not 
offer satisfactory proof of identity, or refuses to sign the citation; 
regardless of any aggravated circumstances that might be 
present.  The violator's failure to comply with the requirements of 
the citation will result in a capias served by law enforcement 
officers. 


 
b. Officers will continue to physically arrest Hamilton County 


residents for moving violations that are fourth degree 
misdemeanors or higher when aggravated circumstances exist, 
and police discretion so dictates. 
 
1) When a physical arrest is necessary for a charge that 


would usually result in a citation, the officer will call a 
supervisor.  The supervisor will review the circumstances 
and decide if the violator will be arrested. 


 
2) The arresting officer will write "Physical" across the bottom 


portion of the citation, and complete an Arrest Form 527. 
 
3) The officer will call a supervisor in cases requiring a cash 


bond. 
 
4) When citing out-of-county Ohio residents or out-of-state 


residents for minor misdemeanor moving violations, citing 
officers may require the violator to post a cash bond.  Do 
not accept a license from out-of-state residents as security 
for moving violations. 
 
a) The officer will call a supervisor in cases requiring a 


cash bond. 
 
5) Such bond may be posted in one of the following two ways: 
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a) If the violator has enough cash to post bond 
immediately, the officer will remove the violator to the 
Clerk’s Office at the Justice Center, 1000 Sycamore 
Street, and witness the posting of bond before 
releasing the violator. 


 
b) If the violator does not have enough cash to post 


bond immediately, the officer will remove the violator 
to the Justice Center, Central Intake, without delay. 
 
1] The citing officer will not write “Physical” across 


the bottom of the citation, since the violator 
retains his option to payout or appear. 


 
2] The officer will write on the Arrest Form 527 


“Detained for Bond.” 
 
c. When citing out-of-county Ohio residents for moving violations 


which are fourth degree misdemeanors or higher, in cases in 
which aggravated circumstances exist and/or police discretion so 
dictates, officers may: 
 
1) Request the violator to surrender his valid Ohio driver's 


license as security to assure compliance, as may be done 
with minor misdemeanor moving violations, except that a 
driver's license may not be accepted if the violator is 
charged with any of the following offenses: 
 
ORC CMC OFFENSE 
 
4511.02 502-9 Disregarding a Police Officer's 


Signals - Fleeing 
 
4511.19(A)(1)  Driving Under the Influence 
 
4511.20 506-6 Reckless Operation 
 
4511.251 506-30 Drag Racing 
 
4513.36  Resisting Officer During Traffic 


Arrest 
 
2) Or, require the violator to post a cash bond as may be 


done with minor misdemeanor moving violations. 
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3) Or, physically arrest the violator, mark "Physical" across 
the bottom portion of the citation, and complete Form 527. 
 
a) When a physical arrest is necessary for a charge that 


would usually result in a citation, the officer will call a 
supervisor.  The supervisor will decide if the violator 
will be arrested. 


 
d. When citing out-of-state residents for moving violations which 


are fourth degree misdemeanors or higher, in cases in which 
aggravated circumstances exist and/or police discretion so 
dictates, officers may: 
 
1) Require the violator to post a cash bond, as may be done 


with minor misdemeanor moving violations, or 
 
2) Physically arrest the violator, marking "Physical" across the 


bottom portion of the citation, and completing a Form 527. 
 
3) The officer will call a supervisor when requiring a cash 


bond or when a physical arrest is necessary for a charge 
that would usually result in a citation. 
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12.600 PRISONERS:  SECURING, HANDLING, AND TRANSPORTING 


References: 


Procedure 12.545, Use of Force 
Procedure 12.555, Arrest/Citation:  Processing of Adult Misdemeanor and Felony 


Offenders 
Procedure 12.610, Prisoners:  Guarding Hospitalized 
Procedure 12.900, Processing Juvenile Offenders 
Procedure 18.120, Release of Information and Public Records 
Cincinnati Police Academy Training Bulletin #2003-1, Sudden Custody Deaths and 


Positional Asphyxia  
Ohio Revised Code 2933.32, Body Cavity Search, Strip Search – Conducting 


Unauthorized Search – Failure to Prepare Proper Search Report 
Ohio Revised Code 2933.81, Electronic Recording During Custodial Interrogation 


Definitions: 


Body Cavity Search - An inspection of the anal or vaginal cavity of a person that is 
conducted visually, manually, by means of any instrument, apparatus, or object, or in 
any manner while the person is detained or arrested for a criminal or traffic offense. 


Custodial Interrogation - Any interrogation involving a law enforcement officer's 
questioning that is reasonably likely to elicit incriminating responses and in which a 
reasonable person in the subject's position would consider self to be in custody, 
beginning when a person should have been advised of the person's right to counsel 
and right to remain silent and of the fact that anything the person says could be used 
against the person, as specified by the United States supreme court in Miranda v. 
Arizona (1966), 384 U.S. 436, and subsequent decisions, and ending when the 
questioning has completely finished. 


Electronic Recording or Electronically Recorded – An audio and visual recording 
that is an authentic, accurate, unaltered record of a custodial interrogation. 


Place of Detention – A jail, police or sheriff’s station, holding cell, state correctional 
institution, local correctional facility, or department of youth services facility.  A “place of 
detention” does not include law enforcement vehicles. 


Spit Sock Hood – A transparent mesh hood which prohibits spitting while allowing a 
prisoner to breathe freely.  The hood is slid over the prisoner’s head and held in place 
by an elastic band which does not restrict the prisoner’s airway.  Each marked 
Cincinnati Police patrol vehicle is equipped with a Spit Sock Hood. 


Strip Search - An inspection of the genitalia, buttocks, breasts, or undergarments of a 
person that is preceded by the removal or rearrangement of some or all of the person’s 
clothing directly covering the person’s genitalia, buttocks, breasts, or undergarments 
and that is conducted visually, manually, by means of any instrument, apparatus, or 
object, or in any manner while the person is detained or arrested for a criminal or traffic 
offense. 
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Hobble Restraint - Also known as “hobbling” or “hog-tying.” A restraint technique used 
to impede or disrupt body movement of an individual by securing the hands with 
handcuffs and the legs with restraints, then connecting the hand and leg restraints 
together. 


Policy: 


Arresting officers who suspect a prisoner of putting in their mouth, swallowing, or 
attempting to swallow any substance or item suspected as capable of causing physical 
harm, injury, or death will immediately request a supervisor and the Cincinnati Fire 
Department (CFD) respond to the scene. 


Arresting officers must maintain control of prisoners until relieved by a supervisor, 
Hamilton County Sheriff’s Office (HCSO) employee, or other law enforcement agency. 


Immediately notify a supervisor when prisoners have visible or claimed injuries, or when 
any Hamilton County detention facility refuses admission. 


Investigating supervisors will ensure all officers who witnessed a use of force or injury to 
prisoner provide a statement regarding the incident.  Refer to Procedure 12.545, Use of 
Force, to determine if the statement is required to be tape recorded.  The investigating 
supervisor will ensure all use of force and injury to prisoner reports identify all officers 
who were involved in the incident or on the scene when it occurred.  The investigating 
supervisor will ensure all use of force and injury to prisoner reports indicate whether 
medical care was provided, and whether the subject refused medical treatment. 


Arresting officers are responsible for minor and adult dependents of physically arrested 
persons.  Physically or mentally impaired adults are examples of adult dependents.  
Arrested persons can advise with whom they want their dependents placed.  Record 
the location of minor or adult dependents in the district/unit blotter. 


Call the Hamilton County Department of Job and Family Services when unable to place 
dependents with responsible adults. 


For minors, call 241-KIDS. 


For dependents 60 and over, call 421-LIFE. 


The transporting officer has a duty of care to protect the prisoner from injury.  Officers 
transporting prisoners will not become involved in any other activity unless there is a 
clear and grave risk to a third party and the risk to the prisoner is minimal.  Officers 
should always be aware of intentional diversions that may be used to free a prisoner. 


When transporting prisoners to another agency, the transporting officer will notify that 
agency when the prisoner is considered an unusual security risk.  The transporting 
officer may request the receiving agency provide additional restraints or officers. 


Prisoners are only allowed to communicate with a physician, attorney, or immediate 
family member with approval of arresting officer. 
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Information: 


The following factors place an individual at a higher risk for positional asphyxia: 


• Cocaine induced delirium – a side effect suffered by some cocaine users 
characterized by disorientation, hallucinations, and an increased heart rate. 


• Other drug/alcohol use – intoxication may reduce respiratory function. 
• Physical build – obesity can increase an individual’s risk. 
• Environment – extreme temperatures increase risk. 
• Underlying health problems – asthma, emphysema, and heart disease. 
• Involvement in a struggle lasting longer than three minutes. 
• Pressure applied to back during arrest. 
• Suspect position – suspects on their stomach, particularly on a hard surface,   


are at increased risk. 


Procedure: 


A. Handcuffing 


1. When possible, handcuff all prisoners with their hands behind their back.  
Apply handcuffs between the hand and protruding wrist bone with the 
prisoner's palms facing out and the keyholes facing up. 


a. Apply handcuffs directly over the skin.  Never apply them over clothing 
or jewelry.  They should be reasonably snug and double locked. 


2. Do not leave handcuffed individuals prone on the ground.  Once individuals 
are under control immediately move them to a seated position as soon as 
possible. 


a. No person shall be restrained or held in a manner which prevents 
straightening of the abdomen, or in a manner which forces the prisoner 
to remain in a face down position. 


b. The method of restraint commonly known as “hog-tying” is prohibited. 


3. When necessary, handcuff physically handicapped, injured, or pregnant 
prisoners in front. 


a. Two officers will transport a prisoner handcuffed in front of the body. 


4. When handcuffing two prisoners together, use the right wrist to right wrist or 
left wrist to left wrist method. 


a. Do not handcuff male prisoners to female prisoners or adults to 
juveniles except in emergency arrest situations. 


5. Remove handcuffed persons from public view as soon as possible. 


6. For officer safety, it may be necessary to temporarily handcuff citable 
persons or persons under investigation. 


7. On a case by case basis, officers are permitted to temporarily remove 
handcuffs from arrested persons for various reasons: 
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a. Seriously injured and requiring medical treatment. 


b. Interviewing and processing (fingerprints/OVI arrests). 


1) Prisoners will be thoroughly searched prior to removing handcuffs. 


2) Two officers will remain with un-handcuffed prisoner(s). 


8. When transferring a prisoner from one set of handcuffs to another, keep the 
original handcuffs on the prisoner.  Place the second set of handcuffs on the 
prisoner underneath the first pair, ensuring handcuff keyholes are 
accessible. 


9. Flex-cuffs are permitted only in the following situations: 


a. SWAT operations. 


b. Mass arrests at demonstrations or civil disturbances. 


c. Under exigent circumstances with supervisory approval. 


B. Prisoner Searches 


1. Thoroughly search all handcuffed prisoners from the rear. 


2. Transporting officer(s) will conduct a separate and additional search of 
prisoners coming into their custody. 


3. Whenever possible, use female officers to search female prisoners and male 
officers to search male prisoners. 


a. If necessary, handcuff opposite sex prisoners and watch them until an 
officer of the same sex arrives to complete a detailed search. 


b. When opposite sex searches must occur, limit the search to finding 
weapons. 


1) Use the blade edge of the hand. 


2) Retrieve weapons immediately from any body area when there is 
immediate danger. 


4. Strip searches and body cavity searches: 


a. Perform a strip or body cavity search only when there is probable 
cause to believe the prisoner is concealing evidence, contraband, or 
weapons. 


b. A supervisor must approve and sign a Form 602, Search Authorization, 
before: 


1) A police officer conducts a strip search. 


2) A search warrant for a body cavity search is sought. 


c. Only officers of the same sex will conduct strip searches. 
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d. Only one officer will conduct a strip search. 


1) Have an officer just outside the view of the search in case the 
searching officer needs help. 


2) The officer conducting the search will not, under any 
circumstances, insert their finger or any other instrument into a 
prisoner’s orifice during the strip search. 


3) If, while conducting a strip search, the officer visually observes 
what is believed to be contraband partially protruding from the 
prisoner’s orifice (vagina or anal cavity), the officer will request the 
prisoner to remove the object. 


4) If the prisoner refuses to remove the object, the officer will not 
attempt to remove it.  A body cavity search warrant will be 
required to recover the contraband. 


5) The officer who observed the contraband in a prisoner’s orifice 
should immediately end the strip search and follow the guidelines 
for obtaining a body cavity search warrant. 


e. After getting a search warrant for a body cavity search, respond to 
University Hospital to conduct the actual search. 


1) University Hospital's policy is to perform a body cavity search or 
stomach pumping only for medical reasons with the patient's 
consent.  The hospital will give the recovered evidence to the 
police. 


2) A doctor, registered nurse, or practical nurse licensed by the State 
of Ohio must perform the body cavity search.  No one is permitted 
to witness the search. 


3) If the prisoner refuses to allow a medical professional to conduct 
the body cavity search in accordance with the search warrant, the 
officer will: 


a) Notify a supervisor. 


b) List the medical professional on the Form 527, Arrest and 
Investigation Report, as a witness to the presence of the 
contraband if they saw it. 


4) A person suspected of having contraband in an orifice will not be 
accepted at a detention facility.  A supervisor will contact the Duty 
Officer or Night Inspector for further instructions. 


5) If the prisoner consents and the medical professional refuses to 
conduct the body cavity search, a supervisor will notify the Duty 
Officer or Night Inspector for further instructions. 
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f. After transporting prisoners to the Hamilton County Justice Center 
(HCJC), officers will advise the Hamilton County Sheriff’s deputies 
when they believe a prisoner is concealing contraband. 


1) Hamilton County Sheriff’s deputies maintain a list of offenses for 
which they routinely conduct strip searches. 


2) Department personnel must have an approved Form 602 prior to 
requesting sheriff’s deputies conduct a strip search. 


g. Officers transporting prisoners to the Hamilton County Juvenile Court 
Youth Center (HCJCYC) will not attempt to conduct a strip search 
within that facility. 


1) After transporting prisoners to HCJCYC, officers will advise the 
detention facility employee when they suspect a prisoner is 
concealing contraband in an orifice or other areas of the genitalia. 


2) The detention facility employee will notify the Supervisor on Duty 
(SOD), who will respond and make the final decision whether to 
conduct a strip search of the prisoner. 


a) The officer must be able to adequately articulate probable 
cause to justify a strip search. 


3) If the SOD refuses to authorize a requested strip search, the 
requesting officer will advise a supervisor, who will evaluate the 
circumstances and complete a Form 17 Incident Report if the 
refusal is believed to be unwarranted. 


a) The SOD is required to complete an Incident Report to the 
HCJCYC facility superintendent whenever they refuse to 
conduct a requested strip search. 


h. After strip or body cavity searches, the officer who conducted the strip 
search or authorized the body cavity search must give the person 
searched a completed copy of the Form 602. 


i. Immediately forward the original Form 602 to the Police Chief. 


1) Inspections Unit files the original. 


2) The originating unit files a copy. 


5. Persons in custody suspected of putting in their mouth, swallowing, or 
attempting to swallow any substance or item suspected as capable of 
causing physical harm, injury, or death, i.e., drugs, poison, etc. 


a. Immediately request a supervisor and CFD respond to the scene.  If 
necessary, CFD will transport the suspect for immediate medical 
treatment.  If CFD requests the Police Department transport, the 
following guidelines apply: 
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1) Immediately transport any subject 13 years of age and older, 
suspected of putting in their mouth, swallowing, or attempting to 
swallow any substance or item suspected as capable of causing 
physical harm, injury, or death to University Hospital. 


a) University Hospital’s policy is to perform a body cavity 
search or stomach pumping only for medical reasons with 
the patient’s consent.  The hospital will give the recovered 
evidence to the police. 


b) If unable to gain consent, a supervisor will determine the 
proper course of action. 


2) Immediately transport any subject 12 years of age and under, 
suspected of putting in their mouth, swallowing, or attempting to 
swallow any substance or item suspected as capable of causing 
physical harm, injury, or death to Children’s Hospital. 


a) Children’s Hospital’s policy is to perform stomach pumping 
only for medical reasons with or without parental consent.  
The hospital will give the recovered evidence to the police.  


b. The responding supervisor will conduct a thorough investigation of the 
incident and complete a Form 18I, Injury to Prisoner, for the ingestion. 


C. Holding/Interviewing Prisoners in Police Facilities 


1. Instructions on how to interview witnesses, victims or suspects can be found 
in the Department Investigations Manual. 


a. A description of the interview room and items that should be 
maintained in the room can also be found in the Investigations Manual. 


2. Custodial interrogations of suspects of the following offenses which take 
place in a place of detention will be electronically recorded as defined in the 
definition section of this procedure. 


a. Offenses 


1) 2903.01, Aggravated Murder 


2) 2903.02, Murder 


3) 2903.03, Voluntary Manslaughter 


4) 2903.04, Involuntary Manslaughter (Felony of the first or second 
degree) 


5) 2903.06, Aggravated Vehicular Homicide, Vehicular Homicide, 
Vehicular Manslaughter (Felony of the first or second degree) 


6) 2907.02, Rape 


7) 2907.03, Sexual Battery 
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8) Attempt to commit a violation of 2907.02, Rape 


b. All electronic recordings will be clearly identified and cataloged. 


1) Start the recording by identifying the person you are interviewing.  
Do not include age, date of birth or Social Security Number. 


2) Identify who is present in the room during the statement. 


3) Reference the case for which the statement is taken. 


4) State the date and time the statement is started. 


5) State the location the statement is taken. 


c. When criminal proceedings are brought against a person who was the 
subject of a custodial interrogation that was electronically recorded, the 
recording will be preserved until the later of when all appeals, post-
conviction relief proceedings, and habeas corpus proceedings are final 
and concluded or the expiration of the period of time within which such 
appeals and proceedings must be brought. 


d. When no criminal proceeding is brought against a person who was the 
subject of a custodial interrogation that was electronically recorded, the 
recording will be preserved for the length of time designated in the 
statute of limitations for the particular offense. 


e. Officers who wish to conduct custodial interrogations of suspects of the 
offenses listed in Procedure 12.600(C)(2)(a) and who are inmates 
under the custody and control of the Hamilton County Sheriff’s Office, 
Corrections Division, must: 


1) Call 513-946-6707 and ask to speak with the Intake Supervisor to 
schedule access to the secured interview room located in the 
Intake area of the Justice Center and verify the inmate is 
available. 


2) Upon arrival at the booking window, ask to speak to an Intake 
supervisor who will escort the officer to the secured interview 
room and prepare the room for recording. 


3) Once the room is prepared for recording, the inmate will be 
escorted into the interview room by security staff. 


4) When the interview is complete, the officer will take the inmate to 
the Intake Control Room (L-12) and inform the control officer that 
the interview is over and request the control room officer to notify 
the Intake supervisor. 


5) The Intake supervisor will retrieve the recording and give it to the 
officer 
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NOTE: Access to the secured interview room is reserved for inmates 
who have completed the Intake processing procedures of the 
Corrections Division. 


3. Do not use police facilities as jails or holding cells. 


a. Use interview rooms for processing and interviewing persons or 
prisoners on official police business. 


1) Never leave prisoners alone. 


2) Officers will inspect the interview room prior to bringing in a 
person to be questioned. 


3) Two officers should be present while interviewing suspects or 
persons under arrest.  Notify the desk personnel of persons 
brought into the facility in case the interviewing officer should call 
for assistance. 


4) Un-cuffing a prisoner is sometimes required during an interview.  
Weapons control should be a priority consideration before un-
cuffing a person in a confined space. 


5) Make a blotter entry noting an interview has taken place.  Include 
the name of the officer, the time in and out of the room and the 
supervisor notified. 


6) Persons being held should be allowed reasonable access to 
restrooms.  If a prisoner becomes aggressive or uncooperative 
they should be transported to the HCJC. 


4. The district/section/unit officer in charge (OIC) and desk personnel will 
remain informed about prisoners in their station.  They will: 


a. Provide pertinent information when answering phone calls about 
prisoners in custody, or previously in custody. 


1) Refer to Procedure 18.120, Release of Information and Public 
Records, for guidelines in releasing prisoner information to the 
public. 


2) When callers need more information, refer them to HCJC Intake 
or the HCJCYC. 


b. Interview rooms will be inspected by a relief supervisor once during 
each shift. The inspection will be documented in the supervisor’s Daily 
Rounds. 


D. Prisoner Transporting 


1. All prisoners subject to physical arrest will be transported to the appropriate 
facility. 
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a. When transporting a prisoner, the Digital Video Recorder (DVR) will be 
activated for recording purposes.  The camera will be turned to face the 
rear seat to record the prisoner’s actions for the entire transport.  With 
the digital DVR system, to activate the recording capabilities inside of a 
police car, one of the two Sure Talk microphones must be removed 
from the docking station and placed in an appropriate area inside the 
driver’s compartment of the vehicle.  The microphone must be 
manually activated by pressing the ACT button to record audio 
transmissions during the transport process. 


b. Vehicles equipped with an Eyewitness ION DVR system have a third 
microphone permanently installed in the rear passenger compartment 
around the rear window.  To record audio inside a vehicle, the In-car 
Microphone (ICM) must be manually activated by pressing the ICM 
button located on the left panel of the overhead console. 


c. Use the transport command (TR) on the Mobile Data Computer (MDC) 
and enter the location to where the prisoner is being transported in 
brackets [ ] not parentheses ( ), and enter the starting mileage when 
beginning transport.  Upon arrival, use the transport complete 
command (TRC), and enter the ending mileage. 


Example: TR [HCJC], start mileage 12345 
TRC, end mileage 12348 


d. Receive permission from a supervisor before transporting a prisoner to 
any hospital or other non-police facility. 


e. Arresting officers involved in a use of force, other than the use of 
chemical irritant or the deployment of the TASER, will not transport a 
prisoner who is the subject of the use of force. 


1) Officers may remove a prisoner to a safe location to prevent an 
escalation of the incident.  Neutral officers will respond and 
transport the prisoner. 


2. When arresting officers cannot transport their own prisoner, they must 
provide transporting officers the completed paperwork or at least the 
minimum following information: 


a. Name, badge number, and unit of the arresting officer. 


b. Specific charge(s) placed against the prisoner. 


3. When possible, two officers will transport a prisoner who is incapacitated 
from intoxication or injury to prevent falls or additional injury. 


4. Two officers will transport a prisoner on a stretcher.  The second officer will 
ride in the rear to monitor the prisoner and to give or summon medical aid if 
necessary. 


a. Whenever possible, officers will place the prisoner on their back to 
avoid positional asphyxiation and/or cocaine psychosis. 
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5. Never leave a prisoner unattended inside a vehicle. 


6. Search seating areas of transporting vehicles before and after each prisoner 
transport. 


7. Use marked police vehicles equipped with screens. 


a. In vehicles with security screens, transport a single prisoner on the right 
side of the rear seat. 


b. Use the seat belt and lap restraint bar whenever possible. 


c. Engage the rear door and window locking system on vehicles having 
this option. 


d. Secure sliding partition in vehicles equipped with Plexiglas. 


8. One officer may transport two prisoners provided the vehicle is equipped 
with a security screen and both prisoners are secured in the rear seat with 
seat belts. 


a. No more than two prisoners will be transported in any one Department 
vehicle, with the exception of the Personnel Transport Van stored at 
District One. 


9. Officers will not transport prisoners in a vehicle without a screen. 


a. Under exigent circumstances a supervisor may approve the transport of 
a prisoner in a vehicle without a screen. 


1) When transporting in vehicles without screens, use two officers.  
The second officer sits in the rear seat behind the driver with the 
prisoner to their right. 


10. When transporting a prisoner, a Spit Sock Hood may only be used when a 
prisoner spits or signals an intention to spit. 


a. When possible, two or more Department personnel should be present 
to safely place the Spit Sock Hood on the prisoner. 


b. To avoid injury or escape, the prisoner should not be removed from the 
secured passenger compartment of the patrol vehicle for the sole 
purpose of deploying the Spit Sock Hood until the prisoner has been 
transported to a detention facility or hospital. 


c. Officers deploying a Spit Sock Hood on a prisoner will immediately 
notify a supervisor. 


d. The Spit Sock Hood will not be removed once deployed until the 
prisoner has been processed at a detention facility, obtains medical 
treatment, or at the direction of a Department supervisor. 


e. After the prisoner has been processed the Spit Sock Hood will be 
disposed of. 
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11. Personnel Transport Van 


a. Districts/sections/units can borrow the Personnel Transport Van parked 
in the 14th Street lot behind District One. 


1) Request the keys from a District One shift supervisor. 


2) Make a blotter entry at District One showing the: 


a) Operating officer and unit of assignment. 


b) Date, time, and expected return. 


c) Reason for using the vehicle. 


b. Notify the HCJC when expecting physical arrests numbering 20 or 
more. 


12. Hamilton County Sheriff's Patrol Wagon 


a. Request the Hamilton County Sheriff's Patrol Wagon in advance when 
expecting numerous physical arrests at planned events. 


1) Call the HCJC Intake supervisor to request the wagon. 


13. Upon arrival at the appropriate detention facility, officers will: 


a. Secure their firearms in the provided lock box or the trunk of the police 
vehicle. 


b. Remove restraining devices from prisoners inside the detention facility. 


c. Deliver all applicable arrest forms to the receiving officer. 


d. Obtain a signature for receipt of the prisoner. 


E. Handling or Transferring Prisoners of Other Local Police Agencies 


1. Officers will verify the identity of a prisoner accepted from another agency 
prior to transporting the prisoner to a detention facility. 


a. Compare the other agency’s paperwork with the identification and 
information (name, address, DOB, Social Security number, etc.) 
provided by the prisoner. 


b. Officers will ensure that all necessary paperwork accompanies the 
prisoner. 


c. Officers should note on the Form 527 any known or suspected escape 
or suicidal tendencies and notify the detention facility. 


2. When arresting an individual on a warrant issued by another local police 
agency, the officer will: 
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a. Cite according to Procedure 12.555, Arrest/Citation:  Processing of 
Adult Misdemeanor and Felony Offenders, completing a Form 314, 
Notice to Appear, if the warrant was issued by a Hamilton County 
jurisdiction, except Mayor's Court, and does not require a physical 
arrest. 


b. Immediately arrange to transfer the prisoner into that agency’s custody 
if the warrant is for Mayor’s Court. 


c. Transport to the HCJC Intake if the warrant is not citable. 


d. When an officer makes an original physical arrest and the individual 
has an outstanding warrant from another jurisdiction, list the 
information on a Form 527 and contact the appropriate jurisdiction to 
send a holder to Intake. 


e. When arresting an individual on a warrant issued by an adjoining 
county, with no original charges from our department, immediately 
arrange to transfer the prisoner into that agency's custody. 


1) Contact the agency by phone to confirm the time and place of 
transfer.  If possible, arrange to meet in the field. 


2) When bringing a prisoner into a Cincinnati Police facility to wait for 
the other agency, remain with the prisoner until the other agency 
takes custody or until relieved by a supervisor. 


F. Prisoner Injuries 


1. Officers will document prisoner injuries occurring before police control on a 
Form 527. 


2. Per Procedure 12.545, Use of Force, a supervisor will complete a Form 18I, 
Injury to Prisoner, when a prisoner is injured, not the result of force, while 
under or just prior to police control. 


G. Hospitalized Prisoners 


1. If not citable, complete a Form 527.  Include in the "Facts" section: 


a. The name of the hospital. 


b. A brief description of the injury, illness, or mental condition. 


c. A complete description of the prisoner's clothing, and anything else to 
help identify or locate the subject in case of escape. 


2. When a prisoner is hospitalized at University Hospital: 


a. Notify a UC Health Public Safety Officer. 


1) Request and complete a UC Medical Center Law Enforcement 
Notification Form (UMC-536). 
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2) Write the telephone number of the Emergency Communications 
Center (ECC) on the UMC-536 and the yellow copy of Form 527. 


3) Leave the paperwork with the UC Health Public Safety Officer and 
request they notify ECC before discharging the prisoner or in the 
event the prisoner “walks away”/escapes from the hospital. 


b. When there will not be an officer assigned to guard or remain with a 
hospitalized prisoner, the prisoner will be advised they are being placed 
under a “Police Hold” and are not permitted to leave the hospital until 
released back into police custody, or they will be charged with Escape 
(2921.34 ORC). 


1) Complete a Form 653, Hospital Hold Notification. 


a) The Form 653 must be signed by the prisoner, police officer, 
and a credible witness. 


b) If the prisoner refuses to sign the Form 653, write “refused to 
sign” on the prisoner signature line, enter the date and time 
of refusal. 


2) File the original completed Form 653 with the district collator. 


c. Staple the yellow copy of Form 527 to the UMC-536 and request the 
UC Health Public Safety Officer keep the paperwork with the prisoner 
for the next transporting officer.  The UMC-536 will be left at the 
hospital when the prisoner is transported to jail. 


d. Refer to Procedure 12.610, Prisoners:  Guarding Hospitalized, for 
guidelines in guarding prisoners at University Hospital. 


3. When a prisoner is hospitalized at any other hospital: 


a. Notify hospital security. 


b. Request hospital security to retain the yellow copy of Form 527 with the 
prisoner for the next transporting officer. 


c. When there will not be an officer assigned to guard or remain with a 
hospitalized prisoner, the prisoner will be advised they are being placed 
under a “Police Hold” and are not permitted to leave the hospital until 
released back into police custody, or they will be charged with Escape 
(2921.34 ORC). 


1) Complete a Form 653, Hospital Hold Notification. 


a) The Form 653 must be signed by the prisoner, police officer, 
and a credible witness. 


b) If the prisoner refuses to sign the Form 653, write “refused to 
sign” on the prisoner signature line, enter the date and time 
of refusal. 
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2) File the original completed Form 653 with the district collator. 


d. Write the phone number of ECC on the yellow copy of Form 527. 


e. Ask hospital security to notify ECC before discharging the prisoner or in 
the event the prisoner “walks away”/escapes from the hospital. 


4. Processing the Form 527, Arrest Report 


a. During normal business hours – Monday through Friday from 0730 to 
1700 hours, immediately deliver the Form 527 and complaints/warrants 
to the Police Records Section, City Hall, 801 Plum Street, Room 328. 


1) Police Records Section will immediately enter the arrest 
information into the Court Management System (CMS).  


a) Officers will remain at the Police Records Section until the 
arrest information is entered.  Officers will then hand deliver 
the completed forms to the Hamilton County Clerk's Office. 


b. For all other times (Monday through Friday from 1700 to 0730 hours, 
weekends, and holidays) immediately deliver the Form 527 and 
complaint/warrants to the Hamilton County Justice Center (HCJC) 
Intake. 


1) HCJC will make a computer entry of the hospitalized prisoner 
case information. 


a) HCJC will deliver completed forms to the Hamilton County 
Clerk’s Office. 


c. For juvenile prisoners, immediately deliver the Form 527 and 
complaints/warrants to the Juvenile Court Clerk's Office, 2020 Auburn 
Avenue. 


5. Prisoner “walks away”/escapes from a hospital 


a. Upon notification from a hospital that a prisoner has “walked 
away”/escaped, ECC will notify a supervisor and dispatch an officer 
assigned to the district in which the hospital is located. 


b. Once the offense has been verified, the investigating officer will request 
ECC make an all-county broadcast (ACB). 


c. The investigating supervisor will notify the original arresting 
district/section/unit OIC and the Night Inspector if during working hours. 


1) The OIC of the original arresting district/section/unit will: 


a) Assign an officer from the original arresting 
district/section/unit to complete the investigation and sign 
Escape charges. 


b) Submit a Form 17 to the Police Chief detailing the 
circumstances of the prisoner escape. 
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d. The investigating officer from the original arresting district/section/unit 
will: 


1) Obtain the signed original Form 653 from their district. 


2) Respond to the Clerk’s Office and file appropriate charges.  The 
officer will also ask that Clerk’s Office “Computer Room” staff 
verify there is a hospital hold on file and to place the existing 
charges on the next day’s court docket. 


3) Complete a Form 527E, Case Investigation Jacket, for the new 
charge of Escape. 


4) Ensure the original Form 653 is placed into the case jacket for the 
new charge. 


6. Prisoner released from a hospital. 


a. If the prisoner was admitted, ECC will dispatch a uniformed unit from 
the district where the hospital is located. 


b. If the prisoner was treated at the emergency room but not admitted, 
ECC will dispatch a uniformed unit from the arresting officer's 
district/section/unit. 


c. Transporting officers will: 


1) Contact hospital security to get the yellow copy of the original 
Form 527. 


2) Query the prisoner through RCIC/NCIC. 


3) Contact the Hamilton County Clerk's Office to check for any new 
charges filed on the prisoner. 


4) Contact the Central Warrant Processing Unit (CWPU) to 
determine if the court issued a capias on the prisoner. 


a) If a capias was issued for the original charge, complete a 
new Form 527. 


b) Attach the yellow copy of the old Form 527 to the new Form 
527. 


5) Unless the prisoner has a capias, the only paperwork needed for 
transportation is the yellow copy of the original Form 527. 


6) Handcuff, search, and transport a hospitalized prisoner the same 
as original arrests. 


H. Prisoner Escapes 


1. Immediately notify ECC. 
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2. ECC will make an all-county broadcast (ACB) and include the following 
information: 


a. A complete description of the prisoner. 


b. Method and direction of travel if known. 


c. Offense the subject was in custody for. 


d. Prisoner's home address or other possible destination. 


e. Any other pertinent information. 


3. Notify a supervisor. 


4. The investigating supervisor will notify the involved district/section/unit OIC.  
Notify the Night Inspector if during working hours. 


5. The OIC of the involved district/section/unit will submit a Form 17 to the 
Police Chief detailing the circumstances of all prisoner escapes and 
attempts. 


6. File appropriate charges against the escapee. 


a. Ensure the original copy of the completed Form 653, Hospital Hold 
Notification, is made part of the case jacket for the new Escape charge. 


I. Transporting Sick, Injured, or Disabled Prisoners and Other Individuals. 


1. Sick, injured, or disabled prisoners. 


a. If a prisoner becomes sick or injured subsequent to arrest, officers will 
immediately seek medical attention. 


b. Prisoners will remain handcuffed if possible. 


c. When possible, transport prisoners 13 years of age and older to 
University Hospital.  Transport prisoners 12 years of age and under to 
Children’s Hospital.  Personnel may transport refused prisoners to any 
medical treatment facility, as directed by detention facility staff, to 
facilitate intake of refused prisoners.  Notify a supervisor when 
transporting any prisoner to the hospital. 


d. If the illness or injury requires EMT or paramedics, summon the Fire 
Department to render aid and transport the prisoner to the hospital. 


1) One officer may ride with the ambulance, if requested by CFD 
personnel, when dealing with a combative patient. 


2) Notify a supervisor and request another unit respond to the scene 
to follow the ambulance or to meet the officer at the hospital if the 
officer requested to accompany CFD personnel is a one-person 
unit. 
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a) Supervisors may consider dispatching a two person unit to 
retrieve the police vehicle if there is a risk of harm to an 
unattended police vehicle. 


3) The responding officer should follow the ambulance or respond to 
the hospital in non-emergency status. 


2. Transporting sick, injured or disabled individuals when requested by CFD 


a. Police Department personnel will transport all patients to the nearest 
hospital or any hospital suggested by CFD personnel.  For all cases 
where there is doubt regarding the stability of the patient, CFD 
personnel are instructed to provide the transport.  However, to prevent 
further harm to patients, Police Department personnel may transport 
patients to the nearest hospital when CFD refuses to transport. 


1) Personnel should not delay the transport to wait for a Police 
Department Supervisor to resolve any dispute with CFD. 


2) Personnel will notify their supervisor regarding CFD’s refusal to 
transport individuals where there is doubt regarding their stability. 


3) Police supervisors will notify Planning Unit regarding any CFD 
refusal to transport individuals where officers disagree with the 
on-scene stability determination by fire personnel. 


a) Planning Unit will contact CFD leadership to report a 
possible violation of Fire Department procedures. 


3. Transporting physically and mentally disabled prisoners or individuals. 


a. Officers will transport a physically or mentally disabled prisoner using a 
vehicle appropriate for providing the necessary care for the prisoner. 


b. If a patrol vehicle is not appropriate, consider using the Scout Car or 
Prisoner Van. 
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12.605 WANTED PERSONS FILES 
 
Reference: 
 
Ohio Revised Code 2921.3 – Obstructing Official Business 
Procedure 12.555 – Arrest/Citation: Processing Of Adult Misdemeanor and Felony Offenses 


Purpose: 


To establish guidelines for disseminating information about wanted persons and for 
placing a suspect on Crime Stoppers Most Wanted List. 


Procedure: 


A. Wanted Persons File: 


1. Each unit in the Investigation and Patrol Bureaus will keep a file of subjects 
who have been identified by their unit as Most Wanted persons. 


a. The unit commander will identify a board to display Most Wanted 
bulletins. 


b. The unit commander or his designee will make additions and deletions 
to this file as soon as possible after they are received. 


c. When an addition to the file is received, it will be read at roll calls for 
three consecutive days. 


B. Crime Stoppers Most Wanted List 


1. Criteria for inclusion of subjects on Crime Stoppers Most Wanted Lists 


a. Only subjects wanted on warrants or indictments for a felony or serious 
misdemeanor offense will be considered.   


b. No subject will be considered unless there is a warrant or indictment on file. 


2. Investigative Units will submit requests to place a subject on Crime Stoppers 
Most Wanted List to the Crime Stoppers email or by calling 352-3040.  The 
requests will include a: 


a. Description of the subject, offense, and other information pertinent to 
the investigation.  Include whether the subject poses a significant 
hazard to persons or property. 


b. Copy of the warrant or indictment. 


c. A suitable photograph of the subject for public dissemination. 


3. Investigators must notify Crime Stoppers if:  


a. The suspect information needs to be updated 


b. The file needs to be closed due to the subject’s arrest or case closure 
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12.245 PROCESSING OF CPIs/MUTTs 
 


Reference: 
 


Standards Manual - 82.3.4 
 


Procedure: 
 


A. Police Supply Unit (800 Evans Street). 
 


1. When Cincinnati Parking Infraction (CPI) and Ohio Multi-count 
Uniform Traffic Ticket (MUTT) citation books are received at Supply 
Unit, an entry will be made in their ledger by a supervisor indicating: 


 
a. The date received. 


 
b. That the certified list has been received from the manufacturer 


and is on file. 
 


c. The number of books received and their serial numbers. 
 


d. The name of the supervisor. 
 


2. When Supply Unit issues these books to the field units, the ledger will 
be marked stating the number of books dispensed and the serial 
numbers of the books. 
 


B. Field units. 
 


1. When a field unit requires a supply of CPI/MUTT citation books, the 
field unit will send two copies of a Requisition (Form 10) to Supply Unit 
stating the number of books required.  Normally a unit should not 
maintain more than a month's supply of citation books, with the lower 
numbered books distributed first, in order. 


 
a. Return the original Form 10 to the field unit with the requested 


number of citation books. 
 


b. Retain the duplicate Form 10 in Supply Unit files. 
 


2. Store the CPI/MUTT citation books for the field unit in a locked cabinet 
under the control of supervisors only. 


 
a. The district/unit receptacle for citations and receipt cards will 


always be locked with the key under the control of supervisors 
only. 
 


3. When an officer requires CPI/MUTT citation books, the shift 
supervisor will issue the requested number of books.  The requesting 
officer will immediately: 


 
a. Examine the book for completeness. 
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b. Confirm and note the beginning and ending serial numbers, his 
badge number, unit of assignment, and sign the receipt card in 
the front of the book. 
 


c. Give the receipt card to the supervisor. 
 


4. The shift supervisor will examine the CPI/MUTT receipt card for 
completeness and accuracy.  He will place his badge number in the 
lower right-hand corner, showing he has issued the citation book.  The 
supervisor will then give the receipt card to the data entry clerk, who 
will enter it into the computer. 


 
a. Upon completion the data entry clerk will send the receipt card to 


the Records Unit. 
 


5. When the last CPI/MUTT citation tag in the book has been issued, the 
officer will hand in the completed ledger card, noting each violation 
written, to the shift supervisor. 


 
6. All issued citations will be turned in each day at the end of the officer's 


tour of duty to a supervisor. 
 


7. Each day on the third shift, the OIC will prepare or have prepared a 
Receipt for Traffic Citation (Form 308).  This form will list numerically 
all citation tags issued by the unit during the preceding 24 hours. 
 
a. Upon completion of all the information on the Form 308, the 


officer preparing the report will place his/her name in the column 
Prepared by Officer.  A supervisor will confirm and sign the 
column Verified by Supervisor. 


 
b. Prepare a separate Form 308 for juvenile MUTTs, adult MUTTs 


(companion cases stapled together) and all CPIs.  Process the 
three Forms 308 in three separate envelopes and hand carry 
them to the Records Unit during the next morning’s property run 
prior to 0800 hours. 


 
1) Records Unit will mail the second copy of the Form 308 


back to the district after verifying the information on the 
form. 


 
C. Records Unit. 


 
1. File the MUTT and CPI receipt cards and the CPIs when they are 


received from the field units.  Enter the MUTTs and CPIs into their 
appropriate computer system. 


 
a. Clerk Typists will maintain the CPI affidavit copies in numerical 


sequence. 
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12.245 CITATION PROCESSING AND CORRECTION 


Reference: 


Procedure 12.240, Ohio Multi-Count Uniform Traffic Ticket (MUTT) 
Procedure 12.554, Investigatory Stops 
Procedure 12.555, Arrest/Citation: Processing of Adult Misdemeanor and Felony Offenders 


Purpose: 


Establish Department guidelines for the tracking and issuance of citations, and a process 
to ensure citation errors are corrected in a timely manner. 


Procedure: 


A. Issuing CPI and MUTT Citation Books 


1. When Cincinnati Parking Infraction (CPI) and Ohio Multi-Count Uniform 
Traffic Ticket (MUTT) citation books are received at Supply Unit, an entry will 
be made in their log book indicating the date received, number of books and 
their serial numbers. 


2. Supply Unit will track the number of CPI and MUTT books and serial 
numbers as they are issued to field units. 


3. Field units in need of CPI or MUTT citation books will send a Form 10, 
Supply Requisition, to Supply Unit stating the number of books required. 


a. Normally a unit should not maintain more than a month's supply of 
citation books, with the lower numbered books distributed first, in order. 


b. The Form 10 will be retained at Supply Unit. 


4. CPI and MUTT citation books will be stored in a locked cabinet under the 
control of supervisors only. 


a. The district/unit receptacle for citations and receipt cards will be kept 
locked, with the key under the control of supervisors only. 


5. When an officer requires additional CPI / MUTT citations, the shift supervisor 
will issue the requested number of books.  The requesting officer will 
immediately: 


a. Examine the book for completeness. 


b. Confirm and note the beginning and ending serial numbers, their badge 
number, unit of assignment, and sign the receipt card in the front of the 
book. 


c. Give the receipt card to the supervisor. 







12.245 


Revised 08/25/16, Replaces 10/26/10 2 


6. The shift supervisor will examine the CPI / MUTT receipt card for 
completeness and accuracy, and place their badge number in the lower 
right-hand corner to verify issuing the citation book.  The receipt card will be 
placed in the locked receptacle and sent to Police Records with the daily 
citations. 


7. When the last CPI / MUTT citation tag in their book has been issued, the 
officer will submit the completed ledger card, noting each violation written, to 
the shift supervisor. 


8. All issued citations will be turned in each day at the end of the officer's tour 
of duty to a supervisor. 


9. Each day on the third shift, the OIC will prepare or have prepared a Form 
308, Receipt for Traffic Citation.  This form will list numerically all citation 
tags issued by the unit during the preceding 24 hours. 


a. Upon completion of the Form 308, the officer preparing the report will 
place their name in the column Prepared by Officer.  A supervisor will 
confirm and sign the column Verified by Supervisor. 


b. Prepare a separate Form 308 for juvenile MUTTs, adult MUTTs 
(companion cases stapled together) and all CPIs.  Process the three 
Form 308s in three separate envelopes and hand carry them to Police 
Records during the next morning’s property run prior to 0800 hours. 


1) Include the receipt cards in the CPI / MUTT envelopes. 


2) Police Records will mail the second copy of the Form 308 back to 
the district after verifying the information on the form. 


B. Correcting Errors on CPI / MUTT Citations, Form 314, Notice to Appear (NTA), 
and Form 534, Contact Card  


1. Police Records personnel review and enter information from CPIs, MUTTs, 
NTAs, Contact Cards and receipt cards into the appropriate computer 
system. 


a. Receipt cards and document copies are filed in accordance with Police 
Records SOP and record retention guidelines. 


2. When Police Records locates an error on a CPI, MUTT, NTA or Contact 
Card, it must be corrected in a timely manner. 


a. The data entry supervisor will complete a Police Records Memo, 
including a photocopy of the incorrect document.  The memo will be 
sent via email to the issuing officer and the supervisor who reviewed 
and approved the document. 


1) The officer will make the correction(s), take any necessary action 
and save the memo to their I: drive. 


2) The officer will send the corrected memo back to the data entry 
supervisor via email within 7 days. 
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a) Corrections will not be accepted via telephone or fax due to 
record keeping requirements. 


b. When the issuing officer is not available to correct the document within 
7 days (e.g., vacation, extended sick leave), the approving supervisor is 
responsible to take necessary action and email the corrected memo to 
the data entry supervisor. 


c. If the corrected memo is not received by the Records data entry 
supervisor within 7 days, a second notice will be sent to the officer, 
approving supervisor, and district/unit administrative supervisor. 


1) The administrative supervisor will assign a district/section/ unit 
memo to the issuing officer’s lieutenant to ensure the correction is 
made promptly. 


2) The issuing officer or approving supervisor will follow the steps 
outlined above and ensure the corrections are sent to the 
Records data entry supervisor within 3 days. 








12.610 


Rev. 05/16/06, Replaces 10/98 1


12.610 PRISONERS: GUARDING HOSPITALIZED
 
Reference: 
 
Procedure 12.600 – Prisoners: Securing, Handling and Transporting 
Procedure 12.900 – Processing Juvenile Offenders 
 
Policy:  
 
The officer assigned to guard a hospitalized prisoner will immediately notify the 
investigating unit of any voluntary statements made by the prisoner pertaining to 
any criminal activity or offense.  Specifically, the officer should be alert for 
accounts or descriptions of the offense for which the prisoner is currently under 
investigation. 
 
Information: 
 
In instances where a hospital other than University Hospital is used for guarding 
prisoners, the arresting unit will contact Criminal Investigation Section for 
instructions. 
 
Procedure: 
 
A. A supervisor from the arresting unit will decide whether or not to place a 


police guard on a hospitalized prisoner.  Supervisors should normally limit 
decisions to guard prisoners to felony arrests and base the decision upon 
the prisoner's physical condition. 


 
1. The supervisor who initiates the police guard at University Hospital will 


notify the Patrol Bureau Commander in writing and the district in which 
the arrest was made by telephone. 


 
2. A supervisor from the arresting district will notify Criminal Investigation 


Section (CIS) and a District Four supervisor.  The supervisor from the 
arresting district is responsible for scheduling the initial guard detail as 
set out below. 


 
a. The district in which the arrest occurred is responsible for the 


guard for the remainder of the current shift and the next full shift. 
The detail will then rotate among the five police districts on 
successive shifts.  CIS will notify other districts of their detail 
times. 
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Example:  A prisoner requiring a guard is arrested in District 


Two.  District Two will provide the guard for the 
remainder of the current shift and the next full shift.  
District Three will then assume responsibility for the 
next successive shift, followed by District Four, Five, 
and One in that order.  Repeat the cycle until the 
guard detail is over. 
 


1) Starting times for the guard detail are 0700, 1500, and 
2300 hours.  Guarding officers will report to the guard detail 
in the uniform of the day with all related equipment.  The 
guarding officer will monitor Talk Group 4. 


 
a) Officers responding to University Hospital may park in 


Lot #27 (Highland Avenue Garage), located on 
Highland Avenue at Goodman Street.  Enter the lot 
from Highland Avenue. 


 
1] This lot is available 24 hours a day.  The Police 


Department will pay the fee. 
 


2] Officers will identify themselves to the lot 
attendant and explain the reason for parking. 
 


3] To maintain adequate records for billing 
purposes, officers will sign their name, badge 
number, and district of assignment on the 
parking ticket.  The lot attendant will keep the 
ticket when the officer leaves. 


 
4] Lot attendant hours are 7:00 A.M. - 9:00 P.M.  


Officers leaving when the attendant is off-duty 
must have a University Hospital officer meet 
them at the lot.  The officer will operate the gate 
to allow the guarding officer to leave. 


 
2) If guarding a prisoner becomes a problem because of a 


personnel shortage, a supervisor will contact the Patrol 
Bureau Commander or his designee, during duty hours.  At 
other times contact the Night Chief or the designated Duty 
Officer. 
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B. District Four Supervisor Responsibilities 
 


1. Respond to University Hospital with leg irons, Form 661, Visitors 
Registration, and Form 662, Prisoner Phone Log. These items are 
assigned to District Four for exclusive use at University Hospital. 


 
2. Accompany the initial guarding officer and examine the location where 


the prisoner is lodged.  Give standard and special instructions to the 
officer on a Form 311, Supplementary Offense Report, to provide 
consistency between the shifts. 


 
a. The guarding officer will pass these instructions on to the next 


officer assigned to guard duty. 
 


3. Notify University Hospital Police at the start and again at the end of 
the guard detail. 


 
4. Monitor the activities of personnel detailed to guard duty and provide 


for meals and other relief as required. 
 


C. Leg Irons 
 


1. The guarding officer will keep the prisoner in leg irons except when 
removal is necessary for medical treatment. 


 
a. Always secure one ankle to the bed frame. 


 
1) Attach the leg irons in a manner which give a degree of 


comfort to the prisoner, while still maintaining security. 
 


2) Keep leg irons double locked. 
 


b. Whenever the prisoner needs to use the bathroom, place the leg 
iron attached to the bed frame onto the prisoner's other ankle. 


 
1) For safety reasons, attach the leg irons from the rear of the 


prisoner. 
 


2) Check the bathroom to ensure nothing is inside that the 
prisoner could use as a weapon or potential escape device. 
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D. Transporting Prisoners Within The Hospital 


 
1. Guarding officers will remain alert and keep the prisoner in view at all 


times.  Notify a District Four supervisor at once if official hospital 
activities (moving the prisoner to X-ray, etc.) endanger the security of 
the prisoner. 


 
a. Before moving the prisoner throughout the hospital, the officer 


will notify University Hospital Police of the prisoner's destination 
within the hospital. 


 
E. Prisoner Visitation 


 
1. Admit only the spouse, parents, attorney, or clergy member of the 


prisoner for contact visitation.  The district or unit initiating the police 
guard will approve visitation before any visit.  A District Four 
supervisor may approve additional visitors if a guarded prisoner is 
near death.  Limit these additional visitors to members of the 
prisoner's immediate family only. 


 
a. Permit only one visitor at any one time. 


 
b. Visits must conform to visiting hours set by the hospital. 


 
c. Require each visitor to read and sign the Form 661.  The officer 


will verify the information and initial the Form 661.  Refuse 
admission if the visitor fails to comply. 


 
d. The guarding officer will phone the information on the Form 661 


to CIS before ending his tour of duty. 
 


e. The guarding officer will watch visitors while with the prisoner to 
protect against the exchange of weapons or contraband. 


 
1) Prisoners may receive reading material only. 
 


2. Prisoners may make one supervised telephone call per day of 
reasonable duration (not to exceed thirty minutes) unless security 
needs dictate the suspension of phone calls. 


 
a. Prisoners are not allowed to have cellular phones.  


 
b. Complete Form 662 each time a call is made.  Log all telephone 


calls by date, time, person called, and phone number.  Contact 
the floor charge nurse to get a telephone.  The guarding officer 
will place the call for the prisoner.  Permit only local calls. 
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F. Prisoner Release 


 
1. Whenever a guarded prisoner is released from the hospital, it is the 


immediate responsibility of the on-duty police guard to notify District 
Four and CIS.  A District Four supervisor will respond and ensure all 
equipment is returned to District Four special inventory.  CIS will 
immediately notify the districts the detail is over. 


 
a. The responding District Four supervisor will send all copies of 


the Form 661 and Form 662 to CIS. 
 


2. The guarding officer is responsible for delivering the prisoner to the 
Hamilton County Justice Center or the Hamilton County Juvenile 
Court Youth Center.  A District Four unit will meet the guard detail at 
the hospital and transport the officer and prisoner to the jail. 
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12.250 CANCELLATION OF CITATIONS, TRAFFIC 
WARRANTS, & CRIMINAL WARRANTS 
 


Reference: 
 


Procedure 12.215 - Cincinnati Parking Infraction (CPI) 
Procedure 12.251 - Citations Issued to Department Owned Vehicles 


 
Purpose: 


 
To maintain integrity, professional excellence and community trust through the 
proper enforcement of state and local laws. 


 
To establish a procedure for the timely correction of citations and warrants issued 
in error. 


 
Policy: 


 
When the Department becomes aware of a potential citation/warrant written in 
error, an immediate and thorough investigation will be made to ensure that 
charges against the wrongfully accused are dismissed and the correct violator is 
identified and charged with the offense. 


 
Information: 


 
Ohio Traffic Rules require submission of all written traffic citations to the court for 
proper disposition. 


 
Submit traffic citations, parking infractions, and notices to appear, issued in error 
to the Records Section for official disposition in court under the following 
circumstances: 


 
• When the issuing officer made an obvious error in judgment or 


committed a violation of Department policy. 
 


• Issued a citation for a violation of a nonexistent sign, an inoperative 
traffic signal, unintentionally wrote a citation using an operator’s license 
or identification of a person not the violator are examples when a 
dismissal request is justified. 


 
Normally, a minor mistake; e.g., color of vehicle, street condition, omitting the 
make of the vehicle, etc., does not justify a request for dismissal. 


 
When it is necessary to make a correction, do not scratch out the mistake.  Strike 
a single line through the mistake to enable the defendants copy to be compared 
when it is received in the system. 


 
It is imperative that the warrant number(s) are checked accurately and that these 
warrants match the physical description of the subject along with statistical 
information (i.e.; date of birth, social security number, control number, etc.).  
Even one number being transposed on either the warrant or personal statistical 
data can mean the difference between a person being wrongly accused and the 
correct violator being identified and charged with an offense. 
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Procedure: 


 
A. Felony/Misdemeanor/Traffic Warrant(s)/Capias issued in error to adults not 


the violator of the offense: 
 


1. Officers discovering an error will notify a supervisor immediately. 
 


2. Supervisor will: 
 


a. Verify appropriate case number with the clerk’s office or through 
a computer query. 


 
b. Verify if multiple charges have been listed with each case 


number (i.e.; A-D). 
 


1) Specify each charge to be cancelled if multiple charges 
exist. 
 


c. Contact the appropriate Prosecutor’s Office to request a 
cancellation of the warrant/capias. 


 
1) For felony warrants/capiases, contact the Hamilton 


County Prosecutor’s office (0800-1600 hours) at 946-3000. 
 


2) For misdemeanor/traffic warrants/capiases, contact the 
City Prosecutor’s office (0800-1700) at 352-5333. 
 


3) If an error is discovered after normal business hours make 
an entry into the district/section/unit blotter indicating the 
actions taken. 


 
a) A first shift supervisor will contact the appropriate 


Prosecutor’s office during the following business day 
to verify that a request for cancellation is in process. 
 


d. Prepare a Form 17, briefly stating the facts including the 
subject’s name, control number, court case number, all related 
charges (i.e.; A-D), and the title of the criminal offense.  List the 
name of the prosecutor and action taken on the Form 17. 


 
1) Fax a copy of the Form 17 to the appropriate Prosecutor’s 


office within one (1) hour following the initial phone call to 
validate the cancellation request. 
 
a) The Prosecutor’s office will place the request for 


cancellation on the court docket for the following day. 
 


e. Route the Form 17 through the chain of command to the Bureau 
Commander. 
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3. The Bureau Commander will: 


 
a. Indicate approval/disapproval by initialing the Form 17 within 


three working days and forward it to the appropriate prosecutor’s 
office: 


 
1) Felony Warrants/Capiases: 


 
Hamilton County Prosecutor’s Office 
Chief Assistant Prosecutor 
230 East Ninth Street 
Suite 4000 
Cincinnati, Ohio 45202 


 
2) Misdemeanor and Traffic Warrants/Capias: 


 
City Prosecutor’s Office via interdepartmental mail 


 
b. Notify the proper District/Section/Unit commander of the 


originating officer signing the warrant/capias of the 
approval/disapproval. 


 
4. District/Section/Unit Commanders or his designee will: 


 
a. Notify the officer under his command who signed original charge 


on the individual in error. 
 


1) The originating officer will re-open the investigation and 
attempt to identify and sign appropriate charges on the 
proper violator. 


 
B. Citations: 


 
1. Officer will notify a supervisor when a citizen makes a complaint about 


a Multi-Count Uniform Traffic Ticket (MUTT), Cincinnati Parking 
Infraction (CPI),or a Notice to Appear (NTA). 


 
2. The supervisor will: 


 
a. Conduct a preliminary investigation to determine the validity of 


the complaint. 
 


b. If warranted, notify the Records Section Customer Service 
Supervisor to place a “hold” on the citation pending an 
investigation.  A hold may be placed 24 hours a day.  If all copies 
of the citation are present, no “hold” is necessary. 


 
1) Only Police Department supervisors, Traffic Engineering 


supervisors, and Public Utilities supervisors can place a 
hold on a CPI, MUTT, or an NTA. 
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2) The Records Section Commander will maintain a tickler file 


and conduct periodic audits to determine if the citation in 
question has been investigated and a disposition made. 
 


c. Forward the citation to the Police Chief’s Office for assignment to 
the appropriate unit.  A Form 17 will accompany the citation 
identifying the person contacted at Records Section and 
indicating the time and date the hold was placed and the name 
of the supervisor placing the hold.  It will also include the name 
of the complainant and the nature of the complaint. 


 
1) If the original complaint is received at the issuing officer’s 


unit, routing to the Police Chief’s Office for assignment is 
not necessary. 


 
2) If a Public Utilities employee issued the citation, instruct the 


citizen to immediately mail or deliver the citation to the 
Public Utilities Office. 


 
3. A supervisor, upon receipt of a citation from the Police Chief’s Office, 


will verify a hold was placed and take action on the complaint based 
on the investigation. 


 
a. If the complaint relates to a matter of law rather than policy or 


procedure, and does not qualify for cancellation, the citation will 
be: 


 
1) Returned to the violator if the original complaint was 


received at the issuing officer’s unit of assignment.  Explain 
the citation can either be paid out, if permitted, or 
registered for court or a hearing.  Remove the hold at 
Records Section. 


 
2) Returned to Patrol Bureau with a Form 17 if the complaint 


originated from the Police Chief’s Office, explaining the 
results of the investigation.  


 
a) The Patrol Bureau will return the citation to the 


violator and remove the hold at Records Section. 
 


b. If in the opinion of the investigating supervisor an error was 
made, document the error on a Citation Cancellation Request 
(Form 654) and request dismissal of the citation by the court or 
hearing officer. 


 
1) Do not tell the citizen the citation will be 


dismissed.  Official disposition is adjudicated by 
the court/hearing officer.  Advise the citizen he 
will receive a letter from the Chief’s Office. 


 
c. If a person already paid the citation, or is convicted of a violation 


from a citation issued in error, the investigating supervisor will 
document this in the “Details” section of Form 654. 
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1) The investigating supervisor will make a request for 


reimbursement and dismissal of the citation by the court or 
hearing officer. 


 
4. If an officer discovers an error after writing the citation but before 


issuing it to the offender, he will turn in all copies of the citation to his 
supervisor who will verify and document the error on a Form 654. 


 
a. The issuing officer’s supervisor will indicate on the Form 654 the 


action taken or initiated in order to prevent recurrence of the 
error; e.g., signs to be changed or replaced, etc.  Attach a 
Report of Conditions Affecting Other Departments (Form 318). 


 
1) In those instances where disciplinary action is initiated or 


recommended, (counseling, reprimand, etc.), do not include 
recommendations in the original Form 654. 


 
a) Inform the bureau commander of such action via a 


brief statement on the bureau commander’s copy of 
the Form 654. 


 
2) After approval by the district/section commander and 


affected bureau commander, forward the Form 654 with the 
citation attached to the Patrol Bureau Commander. 


 
5. The Patrol Bureau Commander will stamp the back of the violator’s 


copy “Recommend Cancellation by the Court” if approved. 
 


a. When appropriate, the Patrol Bureau Commander will notify the 
complainant by letter of the action taken. 


 
b. The Form 654 and attached citation will be forwarded to the 


Records Section Commander for review.  Do not forward the 
Form 654 dealing with disciplinary action. 


 
1) Records Section will prepare a master docket sheet for all 


citations for submission to the court/hearing officer for 
cancellation. 


 
2) Send photocopies of all Forms 654 and citations to the 


Hamilton County Municipal Court Clerk’s Office along with 
the master docket sheet by the second Friday of each 
month. 


 
3) The clerk will sign the master docket sheet as a record of 


receipt. 
 


6. A Department employee will not schedule a parking infraction for a 
hearing unless the citation has been issued to the employee. 


 
7. This procedure does not alter existing Procedure 12.215, Cincinnati 


Parking Infraction (CPI), regarding the processing of citations involving 
defective parking meters. 
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C. Juvenile Warrant(s)/Capias Issued in Error: 


 
1. Officers observing an error will notify a supervisor immediately. 


 
2. Supervisor will: 


 
a. Immediately contact Hamilton County Juvenile Court’s Director 


of Case Management and Docketing Office at 852-3016 and 
request a cancellation of the warrant(s)/capias. 


 
b. Prepare a Form 17, briefly stating the facts including the subjects 


name, control number, court case number, and the title of the 
criminal offense. 


 
1) Supervisor must fax a copy of the Form 17 to the Hamilton 


County Juvenile Court’s Director of Case Management and 
Docketing Office at 852-3009 within one (1) hour following 
the initial phone call to validate the cancellation request. 
 


c. Route the Form 17 through the chain of command to the Bureau 
Commander. 


 
1) The Bureau Commander will indicate approval/disapproval 


by initialing the Form 17 within 3 working days and forward 
it to the Hamilton County Juvenile Court’s Clerks Office. 


 
d. Ensure the proper District/Section/Unit commander to whom the 


originating officer signing the warrant/capias reports to is notified 
of the approval/disapproval. 


 
1) District/Section/Unit commander or his designee will notify 


the officer who signed original charge on the individual in 
error. 


 
a) Officer will re-open the investigation and attempt to 


identify and sign appropriate charges on the proper 
violator. 


 
D. Juvenile Offenders Cited as Adults: 


 
1. If an MUTT or NTA is issued to an individual believed to be an adult, 


and it is later determined the person in question is a juvenile, the 
following will apply: 


 
a. If the issuing officer recognizes the mistake, the officer's 


supervisor will prepare a Form 654, briefly stating the facts. 
 


1) Send the Form 654 with the citation attached to the 
Warrant/ Identification Unit (W/IU) and mark "Attention: 
Warrant Supervisor." 
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b. The W/IU will deliver the Form 654 with the citation attached to 


the Hamilton County Municipal Court Clerk's Office so it may be 
placed on the docket for the following court day. 


 
c. If dismissal criteria is met, the court will mark the citation 


"Transferred to Juvenile." 
 


d. The room clerk in Traffic Arraignment will transfer the citation to 
Juvenile Court. 


 
e. Juvenile Court will assign a new court date and notify the 


juvenile of the mandatory court appearance. 
 


2. If a citation is submitted to court, and at the hearing it is discovered 
the person cited is a juvenile, follow Sections D.1.c. through D.1.e. 


 
E. Citations:  Unwritten, Soiled, Defaced, or Unusable: 


 
1. Dispose of soiled, defaced, obsolete, or unusable citations in the 


following manner: 
 


a. Prepare a Form 17 briefly stating the reason. 
 


b. List citations numerically by serial number. 
 


c. The district/section commander and the bureau commander will 
indicate approval by initialing the Form 17 and forwarding it with 
all copies of the citations to the Supply Unit. 


 
1) A copy of the Form 17 will be returned to the unit 


authorizing removal of the citations from the computer 
system. 


 
2) The Supply Unit will keep a copy of the Form 17. 


 
d. The Supply Unit will dispose of citations by shredding. 


 
2. Citations soiled by body fluids: 


 
a. Place citations in an evidence bag and mark with a biohazard 


label. 
 


b. Follow Sections E.1.a. through E.1.c. for routing the Form 17. 
 


c. Send citations directly to the Court Property Unit with a copy of 
the Form 17. 


 
d. Court Property Unit will dispose of citations by burning. 








12.615 


Revised 02/08/16, Replaces 09/24/15  1 


12.615 DECEASED PERSONS/PRISONERS AND DEATH 
NOTIFICATIONS 


Reference: 


Procedure 12.112, Responding To and Investigating Heroin/Opiate Overdoses 
Procedure 12.230, Fatal or Potentially Fatal Crash Investigation and Placement of 


Related Charges 
Procedure 12.400, Incident and Miscellaneous Reporting 
Procedure 12.715, Property and Evidence:  Confiscation, Accountability, Processing, 


Storage, and Release 
Procedure 18.106, Police Clergy Program 
Procedure 18.120, Public Records Requests 
Ohio Revised Code 313.12, Notice to Coroner of Violent, Suspicious, Unusual or 


Sudden Death  
Ohio Revised Code 313.13(A), Autopsy 
Hamilton County Coroner’s Office Manual:  General Office Policies and Procedures,  
Cincinnati Police Department Investigations Manual 


Purpose: 


To ensure the timely and efficient investigation of incidents involving deceased persons 
while preserving potential evidence of a crime by securing the site pending the release 
of the body by the Hamilton County Coroner. 


To protect the dignity of persons who have died and to lessen the effects of the death 
on members of the decedent’s family. 


To ensure the timely transfer of information between the Police Department and the 
Hamilton County Coroner’s Office (HCCO). 


Ensure proper handling of evidence in cases involving deceased persons. 


Policy: 


Officers will exhaust all reasonable means to determine whether a person is deceased.  
It is better to make the mistake of sending someone to the hospital who is already dead 
than for a person to die as a result of a wrong assumption. 


A supervisor must respond to the scene of all deceased persons. 


The Hamilton County Coroner or Coroner’s investigator will respond on all deceased 
persons that are determined to be Coroner’s cases.  They will make the determination 
as to whether the case is considered a Coroner’s case or not.  A Hamilton County 
Sheriff’s Office (HCSO) prisoner detail will transport all deceased persons that are 
determined to be Coroner’s cases.  No officer will touch or move the body unless 
advised by the Coroner or Coroner’s investigator; this includes removing identification. 


The HCCO aids local police agencies in their investigation of deceased persons.  
However, the next of kin notification is the responsibility of the agency investigating the 
death, not the HCCO. 
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When life threatening injury or death is a result of police intervention or action, the 
Police Chief, or their designee, will make the notification to the deceased’s immediate 
family, in person whenever possible.  The notification shall include the offer of the use 
of all available support resources, e.g., Police Clergy. 


The investigating unit supervisor is responsible for notification of the next of kin for all 
other incidents. 


Police personnel will make death notifications in person whenever possible.  Deliver the 
notification with tact and sensitivity.  Before arrival, learn as much as possible about the 
next of kin.  Extra precautions in the notification may be necessary if the next of kin is 
elderly or of fragile physical or mental health. 


Information: 


The Police Department is required by law to report all deaths of mentally handicapped 
and/or developmentally disabled individuals to the HCCO regardless of the 
circumstances.  (See Procedure 12.400, Incident and Miscellaneous Reporting, for 
definitions of mentally handicapped and/or developmentally disabled individuals). 


The HCCO does not allow viewing of the deceased for identification purposes.  The use 
of forensic science is the primary tool in identification.  If forensics does not establish 
identification, photographs of the deceased can be used by the HCCO.  Officers should 
not direct the next of kin to respond to the HCCO to identify the deceased.  The next of 
kin should be directed to contact the HCCO during business hours for direction. 


The Hamilton County Heroin Coalition and associated Task Force (HCHC Task Force) 
was formed to address the heroin overdose death epidemic, provide a consistent 
investigative response and increase prosecution efforts related to the source of supply 
in heroin-involved deaths and heroin overdose incidents.  Officers who suspect a death 
is possibly caused by heroin/opiate overdose should refer to Procedure 12.112, 
Responding To and Investigating Heroin/Opiate Overdoses, when conducting the death 
investigation.  


Procedure: 


A. Investigation of Non-Suspicious or Natural Deaths 


1. Officer’s Responsibilities: 


a. Upon the discovery of a deceased person, use all reasonable means to 
determine whether the person is dead: 


1) Inspect the body for any signs of life.  Check for airway 
obstructions, breathing, and pulse. 


2) If unable to determine after using all reasonable means, request 
the Fire Department respond. 


b. The on-scene officer will notify a supervisor. 


c. Secure the scene until the arrival of a supervisor. 
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1) Do not touch or move the body.  This includes removing a wallet, 
looking for identification or rolling the body to take photographs. 


2) Do not move anything or alter the scene.  This includes opening 
windows, changing thermostats or fans, or turning on or off lights. 


d. The initial investigating officer will complete a Form 316A, Deceased 
Person Report. 


1) If the officer obtains complete information at the scene, the HCCO 
may be able to authorize release of the body directly to a funeral 
director. 


a) Advise the funeral home to contact the reporting district 
with the death pronouncement information required for the 
Form 316A. 


1] The district will fax the completed Form 316A to the 
HCCO. 


e. A physician on the scene may make the official death pronouncement.  
The officer must still receive instructions from the HCCO regarding 
disposition of the body. 


2. Supervisor’s Responsibilities 


a. The district supervisor on the scene will assume command of the initial 
investigation and immediately contact the Hamilton County Coroner’s 
Office. 


1) Notification to the HCCO will be made in all accidental or natural 
deaths, except natural deaths at nursing homes (see Section F.) 
and the death of a child who was an in-patient at Children’s 
Hospital (see Section B.2.).  These exemptions do not apply to 
individuals who were mentally handicapped or developmentally 
disabled.  The supervisor must notify the HCCO in all cases 
where the deceased was mentally handicapped or 
developmentally disabled. 


2) The HCCO will evaluate the circumstances of the death with the 
supervisor and determine if the case is a Coroner’s case. 


a) If the HCCO sends an investigator and/or forensic 
pathologist to the scene, the supervisor will remain at the 
scene and assist with the investigation. 


b) If the HCCO does not send an investigator and/or forensic 
pathologist to the scene, the district supervisor will proceed 
with the death investigation. 


b. If the HCCO does not respond, photograph the body in the position it 
was discovered. 
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1) Unless prevented by scene restrictions, take additional 
photographs of the right, left, top, and bottom sides of the body, 
moving the body to photograph, if necessary. 


2) Properly label photographs with the date, time, address, and 
identity of the photographer. 


a) Attach photographs to the Form 316A. 


c. Make arrangements for next of kin notification (see Sections I and J). 


1) If the deceased is determined to be indigent, officers will contact 
the Gwen Mooney Funeral Homes at 513-853-1035.  They will 
respond to transport the body. 


a) If there is a dispute between the mortuary service and the 
supervisor as to the financial status of the deceased, contact 
the HCCO for direction. 


B. Investigation of Homicide or Suspicious Deaths 


1. If there is evidence the death was due to homicide, suicide, suspected 
suicide, fire, death while in police custody, death involving suspicious 
circumstances, or the death of a child seven years of age or younger, a 
supervisor will immediately secure the crime scene and post an officer or 
officers to restrict entry into the scene. 


a. A supervisor will assign an officer to complete a Form 390, Crime 
Scene Admittance Log, documenting the personnel who have entered 
the scene, the time and date they entered, the reason for entering, and 
the time and date they exited the scene. 


1) No one is to touch or move the body.  This includes removing a 
wallet, looking for identification or rolling the body to take 
photographs. 


2) No one is to alter the scene.  This includes opening windows, 
changing the thermostat or fans, or turning on or off lights. 


b. A district supervisor will contact the Homicide Unit explaining the 
circumstances requiring their response.  The first officer on the scene, 
the notifying supervisor, and any other officer with pertinent information 
will remain on the scene.  No one will be released except by a 
Homicide Unit supervisor or ranking Homicide Unit investigator. 


1) When the Homicide Unit arrives, the ranking Homicide Unit 
supervisor or investigator will take command of the investigation. 


a) Homicide Unit personnel are responsible for completing the 
RMS Case Report (301) for the homicide. 


b) District personnel on scene are responsible for the 
completion of any other reports. 







12.615 


Revised 02/08/16, Replaces 09/24/15  5 


1] The investigating officer will complete a Form 316A for 
suspicious deaths and fax it to the Criminal 
Investigation Section (CIS).  A 316A does not need to 
be completed for homicides. 


c. Homicide Unit personnel will ensure the HCCO was notified for all 
deaths involving homicide, suicide, suspected suicide, fire, suspicious 
circumstances, children seven years of age or younger, mentally 
handicapped or developmentally disabled individuals who died as the 
result of an above listed occurrence; or if the death occurred while in 
police custody.  Homicide Unit personnel will provide the relevant 
preliminary information regarding the death. 


2. Officers dispatched to Children’s Hospital regarding the death of a child will 
immediately notify the Homicide Unit and request a district supervisor 
respond. 


a. Homicide Unit personnel will respond to consult with the attending 
physician and assume command of the investigation. 


b. The attending physician at Children’s Hospital is responsible for 
notifying the HCCO prior to requesting an officer respond. 


3. The HCSO will investigate all deaths occurring at the Hamilton County 
Justice Center, River City Correctional Center, and the Hamilton County 
Juvenile Court Youth Center. 


C. Deceased Prisoners 


1. When a person dies or suffers a life threatening injury while under or just 
prior to police control, or as a result of police activity, officers will immediately 
notify a supervisor.  The responding supervisor will: 


a. Summon the Homicide Unit and Internal Investigations Unit to conduct 
a prompt and thorough investigation.  Police personnel will cooperate 
fully in the investigation. 


b. Notify the District Commander or, if at night, the Night Inspector. 


D. Crime Scene Protection 


1. The first supervisor on the scene will ensure the crime scene is secure. 


2. The supervisor on the scene will assign an officer to complete a Form 390 
documenting the personnel who have entered the scene, the time and date 
they entered, the reason for entering, and the time and date they exited the 
scene. 


3. Officers will not touch anything unless absolutely necessary and will not take 
any photographs.  No one will be allowed to enter the scene until the 
Homicide Unit arrives.  Criminalistics Squad will process the scene. 
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4. Weapons may need to be secured for safety reasons, or if the scene will 
undergo an uncontrollable change such as fire, explosion, flooding, etc. 


a. Photograph any weapon(s) before moving.  Note the time, location, 
where it was placed, and the person who moved the weapon. 


5. Refer to the Investigations Manual for in-depth guidelines. 


E. Investigations of Accidental Deaths 


1. Some scenes require extra officer safety precautions.  Be sure the scene is 
safe to work in before investigating. 


a. Notify the Cincinnati Fire Department or Department of City Planning 
and Buildings as necessary. 


2. Secure any equipment possibly involved in the death, e.g., electrical 
equipment that may have fallen into a bathtub, a jack believed to be faulty, a 
space heater emitting toxic gases, etc. 


a. Submit any evidence for examination according to Procedure 12.715, 
Property and Evidence:  Confiscation, Accountability, Processing, 
Storage, and Release. 


F. Natural Deaths at Nursing Homes 


1. An officer and a supervisor will respond, if summoned, to the scene to 
investigate. 


a. The HCCO does not need to be notified by police, unless the deceased 
individual was mentally handicapped or developmentally disabled. 


1) A Form 316A will not be made. 


b. If the deceased has been the victim of a previous assault or the subject 
of previous patient abuse, the HCCO and Homicide Unit must be 
notified. 


1) Contact CIS and request a records check. 


2) Review the patient’s records. 


2. Advise the nursing home staff it is their responsibility to notify the next of kin 
and arrange for disposition of the deceased. 


3. Deceased persons with no known next-of-kin, who require county burials or 
storage for other reasons, will be accepted at the Hamilton County morgue. 


a. It is the responsibility of the nursing home to arrange transportation to 
the morgue. 


G. Expected Deaths of Terminally Ill Hospice Patients 


1. Expected deaths at a residence, rather than in a health care facility, come 
under the Coroner’s jurisdiction. 
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2. Home health care/hospice nurses are required to report these deaths to the 
HCCO using their Standard Death Report Form. 


a. This includes disposing of any remaining medication, securing a 
pronouncement for the death certificate, ensuring there were no recent 
falls or unnatural events, and that a funeral home has been contracted 
to transport the deceased. 


3. An on-scene hospice nurse relieves the Police Department of death 
reporting responsibility in cases of expected deaths of terminally ill hospice 
patients. 


a. If needed, an officer and a supervisor will respond to the scene to 
investigate.  If an officer and supervisor respond, the supervisor has 
the responsibility to ensure the appropriate HCCO notification was 
made if the death involved a mentally handicapped or developmentally 
disabled individual. 


1) A Form 316A will not be made. 


4. This does not relieve or preclude an officer on the scene from investigating 
the circumstances of a death. 


H. Disposition of Property According to Type of Death Report 


1. If the deceased lived alone, secure the premises. 


a. Officers will not do an inventory search. 


2. Direct all inquiries about the premises and personal property to the HCCO.  
Final disposition of personal effects is the responsibility of the Coroner. 


3. If the deceased lived alone and the body must go to the morgue, secure the 
premises even if next-of-kin is present.  Explain to the next-of-kin that re-
entry into the premises requires authorization from the HCCO. 


4. If the HCCO releases the body, the next of kin can make arrangements to 
have a funeral home respond. 


a. Police do not need to inventory or secure the property. 


5. In cases of a suspected homicide, Homicide Unit personnel will consult with 
the HCCO to determine what property will be transported with the body to 
the HCCO and what property will be processed as evidence according to 
Procedure 12.715. 


I. Death Notification Responsibility 


1. The responding district supervisor is responsible for notifying the next of kin 
when the district or OHTF investigates the death. 


a. The district supervisor will make a blotter entry noting the disposition of 
the notification. 
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b. If the notify is not completed by the end of the initial shift's tour of duty, 
the following shift officer-in-charge (OIC) will ensure notification 
attempts continue. 


1) At 0800 hours, the OIC will make a blotter entry designating the 
investigative unit supervisor assigned to continue notification 
attempts. 


a) Forward all records of the next of kin investigation and all 
notification attempt information to the investigative unit OIC 


2. Responsibility for notification of the next of kin transfers to the responding 
supervisor or senior officer of any section/unit taking charge of an 
investigation.  This includes Traffic Unit on auto fatalities or Homicide Unit on 
any questionable or suspicious deaths. 


a. The initial responding supervisor will continue notification attempts until 
investigation responsibility transfers to another investigating unit. 


b. The district supervisor will make a blotter entry noting the person taking 
over the responsibility of notification. 


J. Death Notification Process 


1. If the next of kin is present, the responding supervisor will make the 
notification. 


2. If the next of kin is not present and within the City limits: 


a. Attempt to obtain a member of the Police Clergy Team to assist with 
the notification. 


1) Meet the Clergy Team member at a site other than the location of 
the next of kin.  Determine in advance how to present the 
notification. 


b. Make the notification in person. 


3. When the next of kin is in Hamilton County but outside City limits, first notify 
the local police agency.  They may be able to provide information on the next 
of kin. 


a. Advise the agency of your estimated time of arrival and request their 
response. 


4. When the next of kin is outside Hamilton County, notify the Emergency 
Communications Section (ECS) CIN1 Operator and provide the following 
information to be forwarded to the notifying agency: 


a. Name and address of the next of kin 


b. Name of the deceased 
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c. Name and phone number of the investigating district/section/unit where 
the family may call for further information 


d. The HCCO telephone number for further information and funeral home 
designation. 


5. After notifying the next of kin, record the following information in the blotter 
and in all applicable reports: 


a. The name of the person contacted, when, and by whom.  Note the 
contacted person's relationship, address, and phone number. 


b. The teletype message numbers when used; especially when the 
notification involves outside agencies. 


c. The name of the person contacted at the HCCO regarding the next of 
kin notification. 
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12.251 CITATIONS ISSUED TO DEPARTMENT OWNED VEHICLES 
 
Reference: 
Procedure - 12.215 - Cincinnati Parking Infraction (CPI) 
Procedure - 12.250 - Cancellation of Citations 


Procedure: 


A. When a Department employee receives a Cincinnati Parking Infraction (CPI) on a 
city owned/leased vehicle, the employee will: 


1. Immediately notify their supervisor. 


2. Document the circumstances on a Form 17. 


3. Pay the citation or schedule a hearing.  In both cases, Sections A.1. and A.2. 
must still be followed. 


B. The employee’s supervisor will: 


1. Notify Police Records Section to place a "holder" on the citation pending an 
investigation if the employee chooses not to pay or schedule a hearing. 


2. Investigate and verify the incident. 


3. Indicate corrective action taken or initiated on the employee’s Form 17. 


4. If circumstances warrant a cancellation, complete a Form 654, Citation 
Cancellation Request. 


5. Forward the employee's Form 17 and the Form 654 with the original citation 
attached to the district/section commander. 


C. The district/section commander will: 


1. Review and make a recommendation. 


2. If recommending approval, forward the entire packet to the affected bureau 
commander for approval. 


3. If disapproving, return the entire packet to the employee’s supervisor. 


D. If the employee was not conducting official police business, or the district/section or 
bureau commander disapproves the request for cancellation: 


1. The employee's supervisor will notify Police Records Section. 


2. The citation will be returned to the employee for payment or to schedule a hearing. 


3. Failure to have the citation properly disposed of will result in disciplinary action. 


E. If the district/section commander and the affected bureau commander recommend 
cancellation, the employee's Form 17 and the Form 654 with the original citation 
attached will be forwarded to the Patrol Bureau Commander. 
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1. The Patrol Bureau Commander will stamp the back of the original citation 
"Recommend Cancellation by the Court" if the request is approved. 


F. The employee's Form 17 and the Form 654 with the original citation attached will 
be forwarded to Police Records Section. 


1. Police Records Section will prepare a master docket sheet for all citations 
submitted to the hearing officer for cancellation. 


2. Photo copies of all Forms 17’s, Forms 654, and citations will be sent to the 
Hamilton County Municipal Court Clerk's Office along with two copies of the 
master docket sheet by the second Friday of each month. 


a. One copy of the master docket sheet will be signed by the clerk and 
returned to Police Records Section as a receipt.  


G. If the hearing officer determines the citation does not warrant cancellation or 
dismissal, the citation will be returned to Police Records Section. 


1. Police Records Section will notify the employee for payment.  


H. This procedure does not alter existing Procedure 12.215, Cincinnati Parking Infraction 
(CPI), regarding the processing of citations involving defective parking meters. 
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12.616 NOTIFICATIONS: DECEASED PERSONS AND 
POLICE ACTION RESULTING IN LIFE THREATENING 
INJURIES/DEATH 
 


Reference: 
 


Procedure 12.230 - Fatal Crash Investigation and Placement of Related Charges 
Procedure 12.615 - Deceased Persons/Prisoners 
Procedure 18.106 - Police Clergy Program 
Procedure 18.120 - Standards for Releasing Information to the News Media 
Standards Manual - 13.1.5, 55.2.7 


 
Policy: 


 
When life threatening injury or death results from police intervention or action, the 
Police Chief or designated member of the command staff will endeavor to make 
personal contact and notification with that person’s immediate family. The 
notification shall include the offer of the use of all available support resources, 
e.g., Police Clergy, CPAC, etc. 


 
The investigating unit supervisor is responsible for notification of the next of kin 
for all other incidents. 


 
Police personnel will make death notifications in person whenever possible. 
Deliver the notification with tact and sensitivity. Before arrival, learn as much as 
possible about the next of kin. Extra precautions in the notification may be 
necessary if the next of kin is elderly or of fragile physical or mental health. 


 
Information: 


 
The Hamilton County Coroner's Office aids local police agencies in their 
investigation of deceased persons.  However, notification of the next of kin is the 
responsibility of the agency investigating the death, not the Coroner's Office. 
 
The Hamilton County Coroner’s Office does not allow viewing of the deceased 
for identification purposes.  The use of forensic science is the primary tool in 
identification.  If forensics does not establish identification, photographs of the 
deceased can be used by the Coroner’s Office.  Officers should not direct next of 
kin to respond to the Coroner’s office to identify the deceased. Next of kin should 
be directed to contact the Coroner’s Office during business hours for direction.  


 
Procedure: 


 
A. Notification Responsibility: 


 
1. The responding district supervisor is responsible for notifying the next 


of kin when the district investigates the death. 
 


a. The district supervisor will make a blotter entry noting the 
disposition of the notify. 
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b. If the notify is not completed by the end of the initial shift's tour of 
duty, the following shift officer-in-charge (O.I.C.) will ensure 
notification attempts continue. 


 
1) At 0800 hours, the O.I.C. will make a blotter entry 


designating the investigative unit supervisor assigned to 
continue notification attempts. 
 
a) Forward all records of the next of kin investigation and 


all notification attempt information to the investigative 
unit O.I.C. 


 
2. Responsibility for notification of the next of kin transfers to the 


responding supervisor or senior officer of any section/unit taking 
charge of an investigation. This includes Traffic Unit on auto fatalities 
or Homicide Unit on any questionable or suspicious deaths. 


 
a. The initial responding supervisor will continue notification 


attempts until investigation responsibility transfers to another 
investigating unit. 


 
b. The district supervisor will make a blotter entry noting the person 


taking over the responsibility of notification. 
 


B. Notification Process: 
 


1. If the next of kin is present, the responding supervisor will make the 
notification. 


 
2. If the next of kin is not present and within the City limits: 


 
a. Attempt to obtain a member of the Police Clergy Team to assist 


with the notification. 
 


1) Meet the Clergy Team member at a site other than the 
location of the next of kin. Determine in advance how to 
present the notification. 
 


b. Make the notification in person. 
 


3. When the next of kin is in Hamilton County but outside City limits, first 
notify the local police agency. They may be able to provide 
information on the next of kin. 


 
a. Advise the agency of your estimated time of arrival and request 


their response. 
 


4. When the next of kin is outside Hamilton County, use Police 
Communications Section (PCS) for the notification. 


 
a. Contact PCS and provide the following information for the 


notifying agency: 
 


1) Name and address of the next of kin 
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2) Name of the deceased 


 
3) Name and phone number of the investigating 


district/section/unit where the family may call for further 
information 


 
4) Coroner's Office telephone number for further information 


and funeral home designation 
 


5. After notifying the next of kin, record the following information in the 
appropriate blotter and in all applicable reports: 


 
a. The name of the person contacted, when, and by whom. Note 


the contacted person's relationship, address, and phone number. 
 


b. The teletype message numbers when used, especially when the 
notify involves outside agencies. 


 
1) When other units make notification of next of kin, someone 


from the unit will notify the district of occurrence for a 
blotter entry. 
 


c. The name of the person contacted at the Hamilton County 
Coroner's Office regarding the next of kin notification. 
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12.255 IMPOUNDING/PROCESSING DELINQUENT VEHICLES 
AND TAGS 


Reference: 


Cincinnati Municipal Code 513-1 - Impoundment of Motor Vehicles 
Procedure 12.031 – Automatic License Plate Recognition (ALPR) 
Procedure 12.270, Impounding, Moving, and Release of Vehicles 


Procedure: 


A. Any police officer locating a delinquent vehicle will query the vehicle by VIN and 
license plates through the Law Enforcement Automated Data System (LEADS) 
and Regional Crime Information Center (RCIC) to determine the delinquent status 
and owner of the vehicle.  If the registration by VIN and license plates do not 
match, further investigation is needed.  After verification, take the following steps 
to process the vehicle: 


1. If the vehicle is unattended and the owner/driver cannot be located: 


a. Initiate a Signal 38 request. 


b. Complete the Tows/OT Recovery Module (Tow Mod) in the Records 
Management System (RMS). 


c. Complete a Form 369A, Towing Receipt, and give both copies to the 
wrecker driver. 


2. If the vehicle is attended, or the driver/ owner makes their presence known 
before the wrecker leaves the curb and enters a moving traffic lane: 


a. The officer can direct or escort the driver/owner to the Hamilton County 
Municipal Court Clerk's Office to satisfy the delinquent tags. 


b. If the driver/owner cannot satisfy the tags without delay at the Hamilton 
County Municipal Court Clerk's Office, direct and escort the driver with 
the vehicle to the nearest district. 


c. Inform the driver that the vehicle will be impounded if the delinquent 
tags are not satisfied within a specified timeframe.  The driver must 
return to the district to provide proof, within the specified time. 


1) Consider existing circumstances (availability of parking spaces at 
the district, time of day, etc.) when determining what is a 
reasonable time before impounding the vehicle. 


d. If the driver fails to return with proof that the tags were satisfied within 
the specified time, tow the vehicle to the Impound Unit. 
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3. The investigating officer has the discretion at any time to impound any 
delinquent vehicle when circumstances dictate.  The officer is responsible for 
the safety of the operator and occupants when impounding an occupied 
delinquent vehicle.  The officer will transport the occupants if needed to a 
safe location such as a residence or the nearest district. 


B. The type and number of delinquent violations can be verified by running a Query 
Outstanding Ticket (QOT). 


1. In order to redeem the delinquent vehicle, the driver/owner must: 


a. Pay all delinquent tags. 


b. If the owner of a delinquent vehicle wishes to contest delinquent 
citations, they must be registered for court. 


c. If warrants have been issued, bond must be posted on each. 


2. The driver/owner may retrieve the vehicle held at a district or the Impound 
Unit by presenting proof the tags have been paid or registered for court. 


a. Impound fees must be paid if the vehicle is retrieved from the Impound 
Unit. 


C. By ordinance, the owner of any vehicle impounded under Cincinnati Municipal 
Code 513-1 must be notified in person or by a letter sent to the last known 
address of the registered owner. 


1. The impounding officer will attempt to notify the vehicle owner in person or 
by telephone of the impoundment, providing such notification can be made 
during the impoundment and investigation process. 


a. The officer will indicate if notification was or was not made in the Tow 
Mod, under the Owner/Driver tab, Notify Information section. 


b. If the impounding officer is unable to notify the owner during the 
impoundment/investigation process, the officer will note in the 
Comments or Recovery Details box any information gained relative to 
the owner's current address or telephone number. 


c. Impound Unit personnel are responsible for the notification after the 
vehicle is received at the Impound Unit. 


1) A notice is sent via regular mail to the last known address of the 
registered owner. 
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2. The owner must be notified of the: 


a. Vehicle location. 


b. Reason for impoundment. 


c. Procedure for obtaining release of the vehicle. 


d. Accrued charges for impoundment and storage. 


e. Ability to challenge the validity of the impoundment at a hearing before 
the sworn officer on duty at the Impound Unit. 


f. Failure to obtain release of the vehicle within 20 days after 
impoundment may cause it to be sold at auction. 
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12.620 CRIMINAL PURSUIT FUND 


Policy: 


The unit supervisor may approve criminal pursuit fund disbursements up to $500.00.  
The Unit Commander must approve $500.00 to $2,000.00 disbursements.  The Section 
Commander must approve disbursements of $2,000.00 to $10,000.00.  The Bureau 
Commander must approve any disbursement in excess of $10,000.00. 


District, Section, Bureau Commanders or the Police Chief may institute stricter levels of 
approval for criminal pursuit fund disbursements. 


Information: 


The district/section/unit commander is responsible for the security, accountability, 
disbursement, and use of criminal pursuit funds. 


Department personnel will not use criminal pursuit funds for office supplies and other 
routine expenditures.  Department personnel may use criminal pursuit funds to: 


• Make the necessary expenditures to maintain anonymity of officers involved in 
covert operations. 


• Facilitate criminal investigations in other jurisdictions. 


• Purchase information, contraband, articles, or other items which will aid in criminal 
investigations. 


• District/section/unit commanders will report to Inspections Unit any special 
problems which prevent strict compliance with this procedure. 


Procedure: 


A. Criminal Pursuit Fund Disbursement Ledger 


1. The district/section/unit commander will maintain a bound ledger to record all 
transactions.  Entries will be recorded in ink.  Line and title the columns as 
follows: 


a. Transaction Number - Numerical sequence followed by the current 
year. 


Example:  1-04, 2-04, 3-04, etc. 


b. Date of disbursement 


c. Reasons for transaction 


d. Disbursing officer's signature 


e. Receiving officer's signature and badge number 


f. Closing date 
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g. Returned/added to fund 


h. Issued from fund (expense) 


i. Balance after each transaction or return 


2. Do not erase, black out, or white out improper entries.  Strike a single line 
through the improper entry and insert the correct entry above it. 


3. The district/section/unit commander or designee will disburse all money.  
Each officer authorized to disburse funds will sign his name in the space 
provided in the front of the ledger.  When this authorization is rescinded for 
any reason, note it in the space provided. 


a. The disbursing officer will not disburse funds to himself. 


1) The disbursing officer is the person who initially removes money 
from the fund for redistribution to other employees. 


2) An employee who receives money from the disbursing officer for 
redistribution to other employees is not considered a disbursing 
officer. 


4. Assign a transaction number for each disbursement. 


a. The entry will include the date, a brief reason for the transaction, the 
signature of the disbursing officer, and the signature and badge 
number of the receiving officer. 


b. After each transaction, the disbursing officer will record the current 
balance in the proper column. 


5. Reenter money returned using the originally assigned transaction number. 


6. The district/section/unit commander will review each completed ledger page 
and sign the lower right corner indicating approval of all transactions. 


B. Criminal Pursuit Fund Expense Report (Form 680) 


1. Each officer receiving money from the fund will record all expenditures on a 
Criminal Pursuit Fund Expense Report (Form 680). 


a. Use the computer generated or preprinted Form 680.  Do not make any 
copies of this form. 


b. Do not erase, black out, or white out improper entries.  Strike a single 
line through the improper entry and insert the correct entry above it. 


c. A Form 680 may contain entries from several different investigations 
involving money from the same transaction number. 


d. When possible, include the offense number, name(s), sex, race, and 
address of those involved, property recovered, weight and disposition 
of drugs, charges placed, etc. 
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e. When using a confidential informant (CI), include the CI number and 
indicate a signed receipt obtained. 


f. Number multiple Form 680s, dispersed to different officers from a 
single transaction, using the original transaction number plus the letter 
A, B, C, etc. 


g. Index all Form 680s by transaction number and maintain them in a 
three-ring binder. 


h. Officers will return left over funds from a transaction to the 
disbursement officer along with the Form 680. 


1) The disbursement officer will enter the amount of money returned 
in the ledger under the "Returned/Added to Fund" column.  The 
"Balance" column will increase by the amount of money returned. 


2) Do not close a transaction by transferring left over money to the 
next transaction. 


a. Closure dates of transactions reflected on the Form 680 
must match the ledger closure date. 


2. An officer should close a transaction within 30 days.  List on a Form 17 any 
reasons for not closing the transaction (investigation in progress, etc.).  File 
the Form 17 with the Form 680s in the three-ring binder. 


3. Department personnel will not hold criminal pursuit funds for court. 


4. The district/section/unit commander will determine the status of any 
disbursement not closed within 30 days. 


C. Replenishment of Funds 


1. Submit a Form 17 to Finance Management Section summarizing individual 
ledger entries and requesting a replenishment of funds. 


D. Auditing Criminal Pursuit Funds 


1. The Inspections Unit and Finance Management Section will conduct 
inspections and audits of these records four times a year.  The four auditing 
periods are: 


a. January 1 through March 31 


b. April 1 through June 30 


c. July 1 through September 30 


d. October 1 through December 31 


2. Units will balance criminal pursuit funds at the end of each auditing period.  
Units will then start a new page or ledger for the next auditing period. 
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3. Do not record expenditures from the January to March auditing period in the 
April to June auditing period, etc., and vice versa. 


4. Disbursement officers may either: 


a. Collect unspent funds from transactions at the end of each auditing 
period and issue new funds, or 


b. Make interim report entries in the ledger to show what part of the funds 
were spent in one auditing period and what portion was carried over 
and spent in the new auditing period. 


5. When expenditures from disbursements issued to officers are not spent or 
returned by the end of March, June, September, and December, officers will 
record the remaining expenditures from the disbursement on a separate 
Form 680. 


6. The total expenses listed on the Form 680s should be equal to the expenses 
listed in the ledger, minus the officer's returns. 
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12.630 USE OF THE POLYGRAPH, COMPUTER VOICE 
STRESS ANALYZER, AND THE HYPNOTIST 
 


References: 
 


Standards Manual - 42.2.8, 52.1.7 
 


General Information:  
 


Polygraph and computer voice stress analyzer (CVSA) examinations supplement 
an investigation, but officers should not consider these examinations a substitute 
for field investigation.  Officers should conduct investigations thoroughly and 
explore all possible aspects of the case. 


 
Officers may use polygraph/CVSA examinations to identify or eliminate possible 
suspects and to verify information received from witnesses and victims. 


 
Officers should not assume a person is unfit for a polygraph/CVSA examination.  
If any doubt exists, contact the polygraph/CVSA examiner. 


 
The following physical or psychological conditions may affect the results of a 
polygraph/CVSA examination: 


 
 - Permanent illness, such as heart or respiratory diseases 


 
 - Mental disability or suicidal tendencies 


 
 - Pregnancy 


 
 - Immaturity or senility (will not affect a CVSA examination) 


 
 - Psychosis or drug addiction (will not affect a CVSA examination) 


 
Policy: 


 
Officers may conduct polygraph examinations only on felony offenses, but may 
conduct CVSA examinations on misdemeanor or felony offenses. 


 
All other polygraph/CVSA examinations, including those requested by outside 
agencies, must have the approval of the Police Chief or his designee. 


 
Conduct polygraph/CVSA examinations on juveniles only after obtaining consent 
from either: 


 
 - The juvenile's legal, custodial parent(s), who must be present during the 


explanation and signing of the Notification of Rights (Form 600) and 
Consent Agreement (Form PG101), or  


 
 - A judge of Juvenile Court. 
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Procedure: 
 


A. Appointment: 
 


1. Discuss the case with the unit supervisor. 
 


2. After obtaining approval from the unit supervisor, the officer will: 
 


a. Contact the senior polygraph examiner at the Criminal 
Investigation Section (CIS) for available scheduling dates and 
times for polygraph examinations or 


 
b. Contact a Personal Crimes Unit (PCU) supervisor to reserve the 


CVSA and obtain available scheduling dates and times. 
 


1) Officers should obtain a list from PCU of standard 
questions asked during a computer voice stress analysis.  
Tape an interview with the subject.  The tape can then be 
analyzed as well as having the subject analyzed in person. 


 
3. Contact the examinee to schedule a date and time for the 


examination. 
 


a. Explain clearly to the examinee the voluntary nature of the 
examination.  Clearly state the examination will not be conducted 
unless the person is willing to take it. 


 
b. Stress the idea the examination process allows the examiner to 


verify the truthfulness of the examinee.  Indicate only that the 
examination is easy to administer and the examiner will explain 
its operation. 


 
c. Advise the examinee the amount of time for examinations vary.  


The average polygraph examination requires approximately four 
hours and the CVSA examination requires approximately one 
hour.  This should serve only as a general guideline. 


 
d. Advise the examinee to eat and obtain proper rest before the 


examination. 
 


4. Contact the senior polygraph examiner or the CVSA examiner again 
and confirm the date and time for the polygraph/CVSA examination. 


 
5. Polygraph/CVSA examiners will schedule and conduct examinations 


on short notice for emergencies or exceptional circumstances, unless 
extensive interrogation of the examinee has taken place immediately 
prior to the examination being conducted. 
 


B. Required Information for Polygraph/Computer Voice Stress Analyzer 
(CVSA) Examinations: 


 
1. Polygraph/CVSA examination results will normally be in direct relation 


to the volume and accuracy of the information supplied by the officer. 
 







12.630 


Rev. 8/96, Replaces 8/95 3


2. Before an examination, forward copies of the following to the 
polygraph/CVSA examiner's office: 


 
a. A case summary report of the case to date 


 
b. Description of the evidence 


 
c. Statements of complainants, witnesses, and others involved  


 
d. Information and evidence linking the subject to the offense.  This 


will include motive, opportunity, personal statements, alibi, 
counter alibi information, etc. 


 
e. Known criminal history of the subject.  Also known or suspected 


mental or physical condition history that could bear upon the 
validity of the examination.  


 
f. Information withheld from the examinee and known only to the 


perpetrator of the offense 
 


C. On the day of the examination: 
 


1. Have the examinee at CIS for the polygraph examination or at the 
district/predetermined place for the CVSA examination on the 
appointed date and time. 


 
2. Avoid discussing the case with the examinee immediately before the 


examination. 
 


3. Attempt to ensure the examinee is not under the influence of alcohol 
or drugs.  


 
4. Bring all reports, records, and statements pertaining to the case to the 


examination. 
 


5. Remain with the examinee to monitor throughout the examination. 
 


D. After the examination, the polygraph/CVSA examiner will: 
 


1. Discuss the results of the examination with the investigating officer. 
 


2. Interrogate all examinees identified as deceptive in an attempt to elicit 
a confession. 


 
3. Submit a typed polygraph report to the investigating officer within five 


to seven days of the polygraph examination 
 


a. A typed report is not necessary after conducting a CVSA 
examination. 


 
E. Use of the Hypnotist: 


 
1. In some cases, a hypnotist can obtain maximum information from a 


witness or victim through hypnosis. 
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2. Coordinate all requests for services of the Department's hypnotist with 
the CIS Commander. 


 
3. Hypnotize the witness or victim as soon as possible after the event 


under investigation. 
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12.260 WARRANTS FOR ADULTS: SERVICE AND 
RECORDING 


 
Reference: 
 
Procedure 12.555, Arrest/Citation: Processing of Adult Misdemeanor and Felony 


Offenders 
Procedure 12.900, Processing Juvenile Offenders 
 
Purpose: 
 
Establish a uniform system for handling warrants throughout the Police 
Department. 
 
Identify the warrant service responsibilities of police districts/sections/units 
receiving warrants for service. 
 
Policy: 
 
District/section/unit commanders will continually review and evaluate the warrant 
load of the unit and ensure the load remains at a manageable level. 
 
The Police Department utilizes Record Management System (RMS) to track the 
status of warrants. 
 
Procedure: 
 
A. Recording Warrants 


 
1. Hamilton County Central Warrants Processing Unit (CWPU) prepares 


and forwards warrants as follows: 
 
a. Misdemeanor, Domestic Violence, Felony 4 and Felony 5 


warrants will be forwarded to the appropriate unit based upon the 
defendant’s address. 


 
b. Felony 1, Felony 2, and Felony 3 warrants will be forwarded to 


the Southern Ohio Fugitive Apprehension Strike Team 
(SOFAST). 


 
2. CWPU will prepare warrants with the name, address, date processed, 


warrant number, charge, bond (if any), date of offense, and assigned 
district. 


 
3. Warrants sent to the wrong district/section/unit should be forwarded to 


the correct district/section/unit through interdepartmental mail. 
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a. Form 481, Cincinnati Police Warrant Transfer, will be completed 


in duplicate. 
 
1) The original will remain with the transferring unit. 
 
2) The copy will be forwarded with the warrant. 


 
4. Units will immediately enter warrants into RMS. 


 
a. Felony warrants will be assigned to the police officer who signed 


the warrant. 
 
b. Misdemeanor warrants will be assigned to the beat officer who 


signed the warrant or who is assigned to the beat of the 
defendant’s last known address. 


 
c. City warrants for county residents will be assigned to the unit 


warrant officer. 
 
d. An Open Warrant List will be printed and distributed on a daily 


basis to all district/section/unit personnel after warrant 
assignments are made. 
 
1) A list of capiases issued on the previous court date will also 


be attached. 
 
5. Record information relative to a warrant on the Open Warrants List. 
 
6. Process warrants for persons held at the Hamilton County Justice 


Center or other correctional facilities through CWPU. 
 
a. When the serving officer learns of the incarceration, the officer 


will contact CWPU for further instructions. 
 
B. Serving Warrants 


 
1. Service areas for warrants 


 
a. Criminal warrants issued for City of Cincinnati cases by the 


judiciary are the responsibility of the Cincinnati Police 
Department.  The service areas for Hamilton County follow U.S. 
Postal zones.  The following zones will serve as boundaries 
outside the City limits: 
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1) Service areas for District Two: 45230, 36, 42, 43, 44, 55 


and parts of 45111 (Camp Dennison), 45140 (Loveland) 
and 45174 (Terrace Park) within Hamilton County. 


 
2) Service areas for District Three: 45211, 33, 38, 48 and 


parts of 45001 (Addyston), 45002 (Cleves), 45030 
(Harrison), 45033 (Hooven), 45041 (Miamitown), 45051 
(Mt. St. Joseph) and 45052 (North Bend) within Hamilton 
County. 


 
3) Service areas for District Four: 45212, 15, 16, 17, 37, 41, 


and 46 within Hamilton County. 
 
4) Service areas for District Five: 45218, 24, 31, 39, 40, and 


47 within Hamilton County. 
 
2. Record all information obtained about the wanted person on a Form 


311, Incident Closure Report, and return to the warrant officer for 
entry into RMS. 


 
3. If the warrant can be served at an address different than the one 


listed, the police officer will complete a Form 481 and forward it to the 
correct district/section/unit. 


 
4. Units will attempt to serve the warrants within a 30 day period. 


 
a. Do not return “Unable to Serve” within the 30 day period when 


there is an indication the subject lives at the listed address. 
 
1) In multiple-unit dwellings, at least two persons, identified by 


name, must verify the subject does not live at that address. 
 
2) Contact the manager or owner of the dwelling for 


verification and possible forwarding address. 
 
b. If the wanted person moved or is not known to reside at the 


stated address, check the City Directory, Telephone Directory, 
Regional Crime Information Center (RCIC) system and the 
Internet (www.courtclerk.org, etc.) for possible new addresses. 


 
c. If no information is secured by these means, request the post 


office branch serving the area furnish a forwarding address. 
 
1) Use a Form 675P, Address Information Request, to contact 


the post office. 
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d. Canvass the neighborhood for information concerning wanted 


persons (neighbors, store clerks, postal workers, etc.). 
 
e. If there are children of school age in the wanted person's family, 


contact the Cincinnati Public School’s Student Information 
System (Phone: 363-0380) for the student’s current address. 
 
1) For this purpose, provide the full name of the child, birth 


date or age, and the names of both parents. 
 
f. Explore the possibility of a transposition of street numbers or the 


chance the named street might be in a neighboring community. 
 
g. When returning a warrant “Unable to Serve”, officers will note on 


the Open Warrants List the reason for this and forward the 
warrant to the warrant officer for entry into RMS. 
 
1) The unit will note the information in RMS. 
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12.265 WRECKER AND TOWING 


References: 


Procedure 12.200, Snow Emergencies and Hazardous Road Conditions 
Procedure 12.270, Impounding, Moving, and Release of Vehicles 
Procedure 12.275, Removal of Abandoned Junk Motor Vehicles (Public or Private 


Property) and Overtime Parked Vehicles 
Procedure 12.420, Reporting Vehicle Thefts and Related Offenses 
United States Supreme Court Decision:  Colorado v. Bertine, 55 LW 4105. 
Ohio Revised Code 4511.74, Placing Injurious Material on Highway 
Ohio Revised Code 3734.83, Registration of Transporters 


Purpose: 


To specify the type of wrecker used and towing destination for each situation requiring 
the use of a wrecker. 


To ensure inventory searches of vehicles are conducted within the guidelines of all 
applicable laws so that citizens’ 4th Amendment rights are protected. 


To ensure the proper handling and protection of property found within towed vehicles. 


Policy: 


Department personnel will conduct a thorough inventory search of all vehicles taken into 
custody per Cincinnati Municipal Code 513-1, Impoundment of Motor Vehicles. 


All requests to tow a vehicle, Signal 38, must be completed through the Emergency 
Communications Center (ECC) Channel 16 operator.  Signal 38 requests are not 
necessary when private wreckers tow vehicles involved in a crash. 


An exception to this procedure is snow emergencies.  During a snow emergency, follow 
Procedure 12.200, Snow Emergencies and Hazardous Road Conditions. 


Procedure: 


A. Use of Wreckers 


1. A private contract wrecker is available through the Impound Unit during their 
normal operating hours (Monday – Friday, 0630-1900; Saturday and Sunday 
0930-1700) and personnel will use it to: 


a. Move and spot vehicles at the Impound Unit. 


b. Tow vehicles from the Impound Unit to the Coroner's Office, court, etc. 


c. Tow vehicles from district storage. 


2. Officers will use rotation wreckers for all other tows or moves.  Officers may 
also use rotation wreckers for the following: 


a. To remain with a police officer at major events such as parades, or for 
keeping traffic routes clear. 
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1) Payment for rotation wreckers comes from the Department 
budget.  Wreckers remaining with a police officer will receive 
payment for each vehicle towed or the pre-established hourly fee, 
whichever is greater. 


b. To remain with a police officer to move several vehicles from a snow 
emergency route, or under other circumstances where several vehicles 
must be moved. 


c. To haul heavy objects, such as a safe. 


3. Police personnel needing a wrecker for a City vehicle will contact Fleet 
Services at the Municipal Garage.  Fleet Services will contact the Channel 16 
operator who will dispatch a wrecker from the Department wrecker rotation 
list.  The Tows/OT Recovery Module (Tow Mod) in Records Management 
System (RMS) does not need to be completed. 


B. Request for Wrecker Service 


1. Officers will initiate Signal 38 requests for wrecker service through Channel 16. 


2. The Channel 16 operator will determine the type of wrecker and equipment 
to dispatch, based on the following information provided by the officer: 


a. Location, make, model and vehicle license number, or VIN if there is no 
license plate 


b. Reason for request 


c. Conditions that will affect wrecker type and equipment needed: 


1) Tires:  up, flat, or missing 


2) Wheels:  straight, turned in, etc. 


3) Is vehicle overturned, off roadway, over embankment, etc. 


4) Size and type of vehicle such as:  pick-up truck, semi, 2-ton, 
motorcycle, vehicle with fiberglass body, vehicle with accessories 
hanging below bumper, 4 wheel drive, etc. 


5) In parking garage with low ceiling 


6) Pick-up containing more than 10 unsecured scrap tires 


C. Impoundment of Semi-trailers 


1. The Channel 16 operator will attempt to locate a qualified CDL driver to drive 
the semi-trailer to the Impound Unit.  If a qualified CDL driver is not available, 
a heavy-duty wrecker will tow the semi-trailer to the Impound Unit. 


2. Any impound involving an oversized vehicle or the use of a heavy-duty 
wrecker requires Impound Unit personnel be recalled. 
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D. Improper Use of Wreckers 


1. Officers will issue a citation to operators of private wreckers in violation of the 
following Cincinnati Municipal Code (CMC) Sections: 


a. CMC 506-13, Following Emergency Vehicles 


b. CMC 506-14, Following Emergency or Public Safety Vehicles 


c. CMC 506-15, Gathering at Scene of Accident 


1) The citing officer will forward a legible copy of the Form 314, 
Notice to Appear, and/or Ohio Multi-Count Uniform Traffic Ticket 
(MUTT) to the Impound Unit. 


2. Ohio Revised Code (ORC) 4511.74 requires wrecker operators to remove 
glass or other injurious substance left on a roadway by the wrecked or 
damaged vehicle they are authorized to remove. 


a. If a wrecker operator refuses to remove injurious substance from the 
roadway, the officer will issue a citation for this violation on a MUTT. 


3. When a rotation wrecker is not in compliance with the City Manager's 
Wrecker and Towing Rules and Regulations, the officer will advise a 
supervisor.  The supervisor will prepare a Form 17 to the Police Chief giving 
full details; this includes: 


a. Slow or no response. 


b. Improper or lack of equipment. 


c. Failure to display Police Rotation (PR) sticker when towing off the 
police rotation list. 


d. Any other noncompliance with the rules and regulations.  The rules and 
regulations are on file at the Impound Unit. 


1) Failure to comply with these rules and regulations can result in 
suspension or removal from the rotation-towing list. 


E. Reporting Towed or Moved Vehicles 


1. In all cases where officers use a commercial wrecker for impoundment or 
move-only purposes, they must complete the Tow Mod in RMS.  The officer 
will remain with the vehicle and furnish the wrecker driver with both copies of 
the Form 369A, Towing Receipt.  The towing officer will immediately notify 
Channel 16 for every towed or moved vehicle. 


a. If a wrecker moves a vehicle to a location other than the Impound Unit, 
such as a district or the Coroner's Office, and the vehicle is 
subsequently moved to the Impound Unit, the Tow Mod must be 
completed in RMS. 


1) Subsequent tows will be entered in the Tow Mod in the secondary 
tow field using the original RMS number. 
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2) A Form 369A will be completed and both copies given to the 
wrecker operator each time the vehicle is towed. 


b. Officers will report vehicles towed for violation of signs erected to 
expedite traffic during morning and evening peak travel hours in the 
Tow Mod. 


2. Officers will record vehicles involved in crashes and towed by private 
wreckers on a Form OH-1, State of Ohio Traffic Crash Report.  It is not 
necessary to complete the Tow Mod or to notify Channel 16 of the tow. 


3. All reports regarding the removal of vehicles (moved or impounded) will 
include, in addition to the requested information: 


a. A specific list of damages on the vehicle in the Tow Mod under the 
Vehicle tab in the Damage Assessment fields and on the Form 369A. 


b. Additional information in the Narrative tab of the 303 for auto theft 
recoveries.  Entries such as "poor," "fair," etc., are not acceptable. 


c. Property remaining in the vehicle and its location. 


d. The exact reason for towing or impounding the vehicle.  If applicable, 
state the type of offense, offense numbers, etc.  Officers will also 
include a copy of the Notice of Civil Offense citation for a violation of 
CMC 759 when impounding a vehicle. 


F. Property Contained in Vehicles Towed or Moved 


1. The officer ordering the tow will complete the inventory search.  The 
inventory search will include the opening of closed containers and the listing 
of their contents. 


a. The purpose of the inventory search is not to locate evidence of 
criminal activity, but to protect the owner's property, protect the 
Department from subsequent claims of loss or stolen property, and to 
protect Department personnel from dangerous items.  If there is any 
doubt, obtain a search warrant or contact the Prosecutor's Office for 
advice. 


2. Most property in vehicles removed to private storage areas will be left in the 
vehicle and under the custodial care of the rotation wrecker operator.  An 
exception to this is visible contraband, evidence, and valuable property. 


a. Officers will remove from the vehicle all contraband, confiscated 
property, valuable property, and property held for court.  Process all 
items at the district. 


1) Scrap tires transported to the Impound Unit in a motor vehicle for 
a violation of ORC 3734.83 will not be removed from the 
transporting vehicle.  The transporting vehicle, with the tires, will 
be stored at the Impound Unit until released by court order. 
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b. For purposes of this procedure, valuable property is any one item or 
group of items having a value of $500.00 or more. 


c. Items that are in a secured non-visible area of the vehicle, such as the 
trunk or a lockable storage bin, may remain in this secured area if they 
do not exceed $500.00 in total value. 


1) If not in a secured area, property up to $500.00 may be secured in 
a lockable trunk, if accessible. 


d. The spare tire, vehicle jack, and lug wrench are considered part of the 
vehicle and will remain in the vehicle, in the trunk or out of sight if 
possible.  List these in the Tow Mod under the Vehicle tab in the 
Inventory fields. 


e. The occasional flashlight, screwdriver, jumper cables, quart(s) of oil, or 
clothes may remain in the vehicle. 


3. The towing officer will call to the attention of the wrecker operator all visible 
property left in the vehicle being towed. 


4. Officers will identify and tag all property removed from vehicles and not held 
for court or confiscated as "Found Property." 


a. The Form 330, Property Receipt, should list descriptive data of the 
vehicle from which the property came. 


5. When a vehicle is towed to the district, the towing officer may leave the 
property in the vehicle until the vehicle has arrived at the district.  The officer 
will then process the property through the district property room or locker. 


6. Property will remain in the vehicle towed to the Impound Unit for violation of 
peak hour restrictions. 


a. Officers will record in the Tow Mod under the Vehicle tab in the 
Inventory fields a description of the property remaining in the vehicle 
and inform the wrecker operator of any such property. 


b. Receiving officers at the Impound Unit will be responsible for approved 
property left in the vehicle in conformance with this procedure and will 
process such property in accordance with the Impound Unit Standard 
Operating Procedure (SOP). 


7. When Impound Unit personnel find property that should have been 
processed by the towing officer, they will contact the officer to respond to the 
Impound Unit to process the property. 


a. If the towing officer is unavailable to respond, the officer's unit 
supervisor will be contacted. 


1) The towing officer's unit supervisor will have someone respond to 
process the property. 
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12.020 UNIFORMS, RELATED EQUIPMENT, AND PERSONAL GROOMING 


Reference: 


Procedure 12.010, Roll Call and Personnel Inspection 
Procedure 12.025, Authorized Weapons 
Procedure 12.033, Mountain Bikes:  Assignment, Use, and Maintenance 
Procedure 12.545, Use of Force 
Procedure 12.815, Court Appearances, Jury Duty, and Other Hearings 
Procedure 18.110, Department Medals, Awards, and Recognition 
Procedure 19.105, Sick/Injured With Pay and Special Leaves 
Manual of Rules and Regulations – 3.01, 7.04, 8.01, 8.02, 8.03, 8.04 


Purpose: 


Identify approved uniforms and equipment for use and establish grooming standards for 
all sworn personnel. 


Policy: 


Sworn personnel will only wear uniforms and equipment issued or approved by the 
Cincinnati Police Department (CPD) or approved by the Police Chief.  Department 
personnel desiring to wear any equipment not issued by the Department or not on the 
approved list must request written approval from the Police Chief. 


Sworn personnel will maintain in good repair and have available a complete Operational 
and Dress uniform and all related equipment.  The official allotment for uniform pants 
and shirts:  1 white long sleeve shirt, 1 non cargo-pocket pant, Operational maximum:  
4 short sleeve shirts, 4 long sleeve shirts, 4 cargo-pocket pants.  Plain clothes:  1 short 
sleeve shirt, 1 long sleeve shirt, 4 cargo-pocket pants. 


Approved personal purchase items, described in the current labor contract agreement, 
damaged while in the performance of official business will be covered under section 
G.3. of this procedure.  The Supply Unit will maintain a list of approved personal 
purchase items including brands, models or specifications. 


Information: 


Unless specifically directed to wear Range Attire, personnel attending training shall be 
permitted to wear Business Casual Attire.  Business Casual Attire requires a shirt with 
a collar, slacks/pants, and appropriate footwear.  The wearing of ball caps, skull caps, 
bandanas, etc., clothing made of denim material, athletic wear (jogging pants, 
sweatshirts, sweatpants, etc.), gym shoes/running shoes or sandals, are expressly 
prohibited. 


Department personnel attending training who anticipate a court appearance, or who 
have submitted a Form 663, On-call Court Appearance, must wear or have immediately 
available to them the traditionally prescribed Conservative Business Attire. 
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Procedure: 


A. Approved Uniforms 


1. Dress Uniform 


a. Hat and wreath (all-season with convertible band) 


1) The convertible band will be worn on the all-season hat between 
November 1st and March 1st of each year. 


b. Ike jacket with leather gun belt and equipment 


c. Blouse with supervisor style holster and extra magazine in holder 


1) Blouses may be issued to police officers/specialists upon 
approval of the officer’s bureau commander. 


2) Sergeants and above will have the CPD patch on both sleeves of 
the blouse. 


d. White long sleeve shirt with clip-on black tie 


e. All weather pant without cargo-pockets 


f. Uniformed personnel will wear the Dress uniform: 


1) To full City Council meetings 


2) To funerals 


3) When participating in a parade 


4) When attending promotional ceremonies 


g. Officers assigned to undercover units must be compliant with grooming 
standards if the Dress or Class-A uniform is worn. 


2. Class-A Uniform 


a. Hat and Wreath (all-season with convertible band) 


b. Long sleeve blue shirt and clip on tie 


1) Tie tack, plain gold bar type, or gold bar type with City seal only, 
aligned with the lowest edge of the breast pocket flap.  Traffic Unit 
may wear unit wing insignia as a tie tack. 


c. All weather pant with cargo-pockets 


d. The Class-A uniform may be worn to community meetings, or less 
formal occasions at the direction of the Police Chief. 


3. Operational Uniform 


a. Hat and Wreath (all-season with convertible band) 
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1) The uniform hat will be worn at all times when outdoors, except 
under exigent circumstances, e.g. foot pursuits, weapon runs or 
other officer safety situations.  This includes, but is not limited to: 
court appearances, outside employment details, large events, 
parades and traffic posts. 


b. “CPD” embroidered knit cap 


1) May be worn at the individual’s discretion during cold weather only 
when a jacket or winter coat is worn; never with the Dress or 
Class-A uniforms. 


c. Department approved blue uniform long sleeve shirt and black clip on 
tie. 


1) Sergeants and police officer/specialists may wear the approved 
embroidered mock turtleneck or dickey under the shirt.  
Lieutenants and above must wear the black clip on tie. 


2) Department personnel will transition from the blue short sleeve 
uniform shirt to the blue long sleeve uniform shirt on November 1st 
of each year. 


a) Captains and above will wear the blue, long sleeve shirt and 
tie throughout the year. 


d. Department approved blue short sleeve shirt, without tie 


1) T-shirts with a crew neck must be black in color.  White V-necks 
are permissible for wear as long as they are not visible. 


a) Department personnel have the option to begin wearing the 
blue short sleeve uniform shirt on March 1st of each year. 


e. Department approved trousers with or without cargo-pockets 


f. Raincoat with approved reversible reflective material 


g. Topcoat:  captains and above 


h. Approved windbreaker or fleece jacket 


i. Gortex winter coat 


j. Approved personal purchase leather jacket, Taylor’s Leatherwear 
Milwaukee (4450Z) or Indianapolis (4461Z) style 


k. Tie:  black clip-on 


1) Tie tack, plain gold bar type, or gold bar type with City seal only, 
aligned with the lowest edge of the breast pocket flap.  Traffic Unit 
may wear unit wing insignia as a tie tack. 


2) The tie will only be worn with a long sleeve uniform shirt. 
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l. Footwear - approved styles 


1) Black, leather or high gloss, low or high cut, plain toe military style 
shoe 


2) Black, leather boots with plain toe 


3) Black, winter or inclement weather boots or overshoes 


4) Footwear authorized for specialized assignments, including but 
not limited to the Clandestine Lab Response Team, Special 
Weapons and Tactics (SWAT), Training Staff and Canine 
personnel 


m. Socks - solid black or navy blue 


1) Officers may wear white socks with boots provided the socks are 
not visible beneath the hem of the pant leg. 


2) Officers may wear white socks with shoes only when prescribed 
by the Employee Health Service (EHS) physician. 


n. Belt - black with plain gold plated belt buckle 


o. Gold plated belt keeps 


p. Gloves - black or navy blue 


q. Dickey and sweaters, black or navy blue in color only 


1) A dickey, crew neck sweater, or turtleneck sweater designed to be 
worn over the shirt, will be worn only when the uniform jacket or 
coat is being worn and is zipped. 


a) Turtleneck sweaters or dickeys may be worn with or without 
the uniform shirt or tie, as long as they are under a zipped 
up uniform jacket or coat. 


2) A plain v-neck sweater may be worn at any comfortable 
temperature with the uniform shirt and tie and when the uniform 
jacket or coat is worn. 


a) Officers assigned inside may wear v-neck sweaters with shirt 
and tie. 


3) An approved personal purchase military style v-neck sweater may 
be worn on top of the uniform shirt and tie without a jacket or coat.  
It must have: 


a) Military style patches on the shoulders and elbows. 


b) Epaulets 


c) A badge tab and name tape in the same location as a jacket 
and must have two CPD patches on the same location as a 
jacket. 
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d) Appropriate rank patches for sergeant, sewn to the sleeves 
below the CPD patches, on the same location as the jacket. 


r. Blackhawk Duty Belt Harness 


1) A personal purchase of the Blackhawk Duty Belt Harness may be 
worn under the shirt only. 


2) The uniform shirt must be professionally altered along the side 
seams to allow the harness to be worn properly. 


4. District investigators are permitted to wear an approved personal purchase 
short sleeve polo-style shirt as proper uniform attire during their work day, 
except when scheduled to appear in court. 


a. Approved short sleeve polo-style shirts must be navy blue or black in 
color and have sewn on the shirt: 


1) The officer’s name and rank above the right breast 


2) A replica of the Cincinnati Police Department patch above the left 
breast with the officer’s unit of assignment directly below the CPD 
patch insignia. 


b. The short sleeve polo-style shirt may only be worn with personal 
purchase tan or black khaki-style pants. 


1) The khaki-style pants must be full length and neat in appearance. 


5. Civilian clothes officers in operational assignments, e.g., Criminal 
Investigations Section (CIS), district investigator, etc., will carry the following 
equipment.  The unit commander may make an exception if possession of 
items described in Sections A.4, A.5, or A.6 jeopardize a police officer or an 
official investigation: 


a. Badge and Department issued ID card 


b. Department issued Cincinnati Public Schools (CPS) access card 


c. Handcuffs and key 


d. Department approved firearm 


e. Extra magazine 


f. TASER 


6. Civilian clothes officers in staff assignments, e.g., Inspections Unit, Internal 
Investigations Unit (IIU), etc., will carry, at the minimum, the following 
equipment: 


a. Badge and Department issued ID card 


b. Department issued Cincinnati Public Schools access card 


c. Department approved firearm 
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7. Uniformed officers in uniform staff assignments will wear the uniform gun 
belt and all required equipment. 


8. Honor Guard and Motorcycle Patrol 


a. Special assignments are authorized uniform/equipment approved by 
the Police Chief and addressed in the section/unit SOP 


9. Mountain Bike Uniform 


a. The following items are issued to bike officers as their Department 
issued bike uniform: 


1) Cycling helmet, with winter cover 


2) Cycling glasses 


3) Nylon gun belt with, magazine holder, radio holder, double cuff 
cases, silent key ring, holster, badge holder and leather glove 
pouch containing 2 pairs of “Safeskin” Nitrile Exam Gloves 


4) Summer shorts and long trousers 


5) Short sleeve shirts 


6) Mock turtleneck shirt 


7) Winter jacket 


8) Balaclava (for inclement weather only) 


9) Gloves (winter & summer) 


10) Cycling shoes 


11) Climits hand protectors 


b. Wearing of the bike uniform 


1) Helmets and eye protection will be worn at all times while cycling. 


2) Department issued nylon gear will only be worn with an 
acceptable bike uniform. 


3) The bike uniform will only be worn when officers will be riding their 
bikes.  During inclement weather or when assigned other duties 
where the officer will not be riding a bike, the uniform of the day 
will be worn. 


4) Off-duty officers attending court, who are assigned a mountain 
bike, will wear the Department uniform or conservative business 
attire. 
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B. Body Armor 


1. Wearing body armor is mandatory at all times, all sworn personnel below the 
rank of captain will wear issued body armor while on-duty or when working 
off-duty extension of police services details. 


a. Only the Police Chief or Acting Police Chief may approve the removal 
of body armor. 


2. Captains and above will wear body armor when actively involved in field 
operations. 


3. Personnel will wear body armor with both front and back ballistic panels 
inserted. 


4. Bureau commanders can approve exemptions to the wearing of body armor.  
The officer must submit a written request through the chain of command.  
The bureau commander will consider the following exceptions that, if 
approved, will expire January 1 each year: 


a. Administrative and staff assignments including district/unit desk 
personnel.  A position, rather than an individual, may be exempt. 


b. Non-uniform investigative assignments; a position, rather than an 
individual, may be exempt. 


c. A medical condition which precludes the wearing of body armor 


1) The officer must submit a statement from a physician identifying 
the condition. 


2) The physician's specialty must be consistent with the diagnosis 
and treatment of the identified condition. 


3) The officer has the responsibility for renewing the exemption.  The 
exemption may be renewed using the same process above. 


4) Exempt officers will have their body armor ready at hand while on 
duty. 


5. Regardless of any exemptions, officers will wear body armor when executing 
an arrest warrant, search warrant, during stakeouts which may require 
enforcement action, and when directed by a supervisor. 


6. Off-duty officers are not required to wear body armor while attending court. 


7. The body armor manufacturer has recommended body armor be stored in a 
cool dry place when not in use.  This recommendation follows concerns over 
high temperatures affecting the integrity of the body armor. 


a. Officers should avoid storage of body armor in a vehicle when high 
temperatures are likely to be present. 
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C. Insignia, Badges, ID cards, Cincinnati Public Schools (CPS) Access Cards 


1. Name plates and Serving Since Pins 


a. All uniformed personnel will wear one name plate and the Serving 
Since Pin on the uniform shirt, blouse or Ike jacket.  The plate and pin 
combination will be worn on the center of the right breast pocket flap 
just below the seam. 


b. The Serving Since Pin includes all time served as a sworn law 
enforcement officer, no matter where the service was performed. 


2. Unit identification emblem is worn on the left lapel of the Ike jacket or blouse. 


3. CPD patches or insignia worn on all uniforms must be the same style, size 
and color of the current issued patch or insignia. 


4. Service Stripes – 1 for each 5 years of service, which is worn on the left 
sleeve of the blue long sleeve Operational/Class-A shirt only.  Service 
patches on Ike jackets and Blouses will remain a circle with number. 


a. The Service Stripes includes all time served as a sworn law 
enforcement officer, no matter where the service was performed. 


5. Rank insignia 


a. All collar or shoulder rank insignia will be gold in color. 


b. Supervisors will wear the rank insignia on the collar of the uniform shirt 
in the following manner: 


1) Lieutenants and above will wear the rank insignia on the shoulder 
epaulets of the blouse, overcoat, Gortex or windbreaker jacket, 
military style v-neck sweater, and on the collar of the uniform shirt. 


2) Sergeants will wear the brass chevrons on the shirt collar of the 
white long sleeve uniform shirt while in the Dress uniform only. 


6. Service Achievement Awards 


a. The following authorized enamel commendation award bar (CAB) 
insignia may be worn on the Ike jacket/blouse of the Dress uniform or 
on the uniform shirts of the Class-A uniform and Operational uniform, 
centered directly above the wearer’s right breast pocket. 


1) Medal of Valor 


2) Medal of Personal Sacrifice with Scarlet Ribbon 


3) Medal of Personal Sacrifice 


4) Police Chief’s Award for Distinguished Service 


5) Department Award for Exemplary Conduct 


6) Department Award for Safe Driving 
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7) Department Award for Health and Fitness Achievement 


b. The enamel CAB insignia shall be arranged in order, dressed from top 
to bottom and from the wearer’s left to right (centerline of the body 
outwards), according to the above listed hierarchy. 


1) Do not exceed three CAB insignia on a single row. 


c. The authorized cloth commendation ribbon insignia shall be worn only 
on the windbreaker or storm jacket, sewn on, and centered ½” inch 
above the officer’s name tape. 


1) The cloth commendation ribbon insignia are only for the following 
three awards: 


a) Medal of Valor 


b) Medal of Personal Sacrifice with Scarlet Ribbon 


c) Medal of Personal Sacrifice 


2) The cloth commendation ribbon insignia shall be arranged in 
order, dressed from top to bottom and from the wearer’s left to 
right (centerline of the body outwards), according to the above 
listed hierarchy. 


a) Do not exceed two cloth commendation ribbon insignia on a 
single row. 


d. The Medal of Valor, Medal of Personal Sacrifice with Scarlet Ribbon 
and Medal of Personal Sacrifice are authorized to be worn by a 
recipient during formal ceremonies requiring the wearing of the Ike 
jacket/blouse – Dress uniform.  It shall be the option of the medal 
recipient to wear the medal, should they elect to do so. 


e. The Outstanding Achievement Award is worn centered directly above 
the left breast pocket. 


f. The Years of Service Recognition Pin (20, 25, & 30 years) is worn 
centered directly above the right breast pocket, above all other awards 
and insignia, on the Class-A and Operational uniform shirt. 


7. Special assignment insignia is worn centered on the left breast pocket flap of 
the Ike jacket, nylon windbreaker, blouse or shirt.  Officers with more than 
one insignia will wear no more than two at one time, side by side on the left 
breast pocket flap.  Upon reassignment, retirement, or resignation, the 
insignia must be turned in. 


a. Only officers assigned to a special unit are authorized to wear special 
unit insignia. 


1) Traffic Unit personnel will wear the Traffic Unit insignia centered 
directly above the right breast pocket of the Class-A and 
Operational uniform shirt. 
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a) Traffic Unit personnel authorized to wear a CAB will wear 
the Traffic Unit insignia centered on the right breast pocket 
directly above the CAB. 


2) Only personnel currently assigned to the Traffic Unit are 
authorized to wear the whistle chain. 


a) The whistle chain will be worn with the Class-A and 
Operational uniform only.  It will not be worn with the Dress 
Uniform. 


1] The chain will be affixed to the button under the right 
shoulder epaulet and will be tucked into the right breast 
pocket. 


b. Only officers who are trained and certified are authorized to wear pins 
or insignia for special recognition, including but not limited to MHRT, 
ESME, and FTO. 


8. Military Insignia 


a. Officers who possess military ribbons or awards are authorized to wear 
them on their Dress uniform (blouse, Ike jacket or Class-A) when 
dressed for a formal event.  Officers are not permitted to wear them 
during everyday field operations. 


b. Military designator pins will be worn above the right breast pocket 
directly above any CAB insignia on the Dress uniform, Class-A uniform, 
and Operational uniform. 


9. Badge and Department issued identification card 


a. Sworn members shall carry their badge and identification card when 
carrying their Department approved firearm.  Sworn members in civilian 
attire while in police installations shall at all time wear their identification 
card in a visible manner. 


1) Bureau commanders may make exemptions for reasons of safety 
or practicality, e.g., district exercise rooms. 


2) Officers who wish to purchase a flat wallet badge or who are 
authorized to purchase a detective badge must submit a brief 
Form 17 to Supply for processing. 


b. Department issued ID cards are replaced when: 


1) An officer is promoted. 


2) An officer's appearance changes significantly, e.g., weight, color 
or length of hair, grows facial hair for a covert assignment, or 
removal of facial hair. 


3) An officer's Ohio driver's license and Department official 
photographs are renewed every four years. 
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a) Personnel Management routes the notice of expiration of the 
operator's license and file photographs to all 
offices/districts/sections/units. 


c. Officers will respond to the Personnel Management, Monday through 
Friday between 0800-1600 hours for replacement of Department 
issued ID cards.  Upon surrender of the expired card by the officer, 
Personnel Management will destroy the card and immediately issue the 
new card to the officer.  Employees working hours other than those 
listed above will respond to CIS to have photos taken by a Criminalist.  
Employees must call, prior to responding, to ensure a Criminalist is 
available to take photos. 


1) All officers except those in civilian clothes and covert assignments 
will respond with an Operational uniform shirt and necktie. 


a) All officers in civilian clothes and covert assignments, 
regardless of rank, will respond in proper business attire. 


2) One photograph is required for police officers, specialists and 
sergeants. 


3) Two photographs are required for uniformed sworn supervisors, 
lieutenants and above. 


a) One photo in Operational uniform shirt with necktie and 
collar insignia and one without insignia. 


d. Lost or stolen ID card 


1) Officers must provide Personnel Management with proof of loss 
or theft and a copy of the Form 317, General Conditions, when 
replacement cards are requested.  Officers will: 


a) Immediately report lost and stolen cards to their supervisor. 


b) Teletype the loss or theft to all county agencies. 


c) Complete a Form 317. 


2) Supervisors will investigate the circumstances and ensure a Form 
317 is completed. 


3) Supervisors will initiate a Form 17, through the chain of command, 
to Personnel Management explaining the circumstances of the 
loss or theft.  Include in the form any negligence on the part of the 
officer. 


4) The district/section/unit commander will determine the degree of 
negligence.  Upon approval, forward the forms to the affected 
bureau commander. 


5) The bureau commander will review and recommend corrective 
action to the Police Chief when negligence is a factor. 
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6) The supervisor will direct the employee to respond to Personnel 
Management for the issuance of a new ID card. 


e. Damaged ID card 


1) The employee will respond to Personnel Management and 
exchange the damaged ID card for a new one. 


2) Damaged cards will not require a Form 317 unless the damage is 
due to employee negligence. 


a) If the damage is due to employee negligence, the employee 
will pay for replacement. 


f. Civilian employees ID card 


1) District/section/unit supervisors will ensure new civilian employees 
assigned to their unit respond to Personnel Management as soon 
as possible and have an ID card made.  The employees will 
respond in proper business attire. 


a) The employee may respond to Personnel Management 
between 0800-1600 hours, Monday through Friday.  
Employees working hours other than those listed above will 
respond to CIS to have photos taken by a Criminalist.  
Employees must call, prior to responding, to ensure a 
Criminalist is available to take photos. 


b) Personnel Management will issue the completed ID card to 
the new employee immediately.  If the photos are taken at 
CIS, the card will be mailed to the employee through 
Interdepartmental mail. 


2) Personnel, on or off-duty, will wear their Department issued ID 
card on or above the belt on the front of the outermost garment 
while in a police facility. 


3) The ID card will be renewed every four years in conjunction with 
the renewal of the employee’s Ohio driver’s license. 


4) Civilian employees leaving the Police Department due to 
retirement, resignation, or discharge will return the ID card to their 
supervisor, who will forward the ID card to Personnel 
Management for destruction. 


10. Cincinnati Public Schools (CPS) access cards 


a. Sworn members are required to carry their CPS access card when on-
duty.  These access cards grant entry by a sworn police officer into any 
school in the CPS system during an emergency.  There is a digital 
record captured (date, time, location) anytime an officer uses the 
access card to enter a CPS school. 
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1) SWAT & Tactical Coordination Unit (STCU) will assign all access 
cards and maintain a record of officers and their assigned card 
number. 


a) STCU will forward the record of names and assigned access 
card numbers to CPS security, who will enter the information 
into the CPS database. 


2) Officers will sign a receipt acknowledging they received the 
uniquely numbered access card. 


b. Lost or Stolen access cards 


1) Officers must provide STCU with proof of loss or theft and a copy 
of the Form 317, when replacement cards are requested.  Officers 
will: 


a) Immediately report lost and stolen access cards to their 
supervisor. 


1] The supervisor will contact STCU immediately to have 
the card deactivated and replaced. 


b) Teletype the loss or theft to all county agencies. 


c) Complete a Form 317. 


2) Supervisors will investigate the circumstances and ensure a Form 
317 is completed. 


3) Supervisors will initiate a Form 17, through the chain of command, 
to STCU explaining the circumstances of the loss or theft.  Include 
in the form any negligence on the part of the officer. 


4) The district/section/unit commander will determine the degree of 
negligence.  Upon approval, forward the forms to the affected 
bureau commander. 


5) The bureau commander will review and recommend corrective 
action to the Police Chief when negligence is a factor. 


6) The supervisor will direct the employee to respond to STCU 
Monday through Friday between 0600-1600 hours for the 
issuance of another card. 


7.) STCU will notify CPS immediately of a lost or stolen card so CPS 
can deactivate the card. 


c. Damaged access cards 


1) Officers will respond to STCU Monday through Friday between 
0600-1600 hours and exchange the damaged access card for 
another assigned card. 
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2) Damaged cards will not require a Form 317 unless the damage is 
due to employee negligence. 


d. STCU will notify CPS to deactivate the access card whenever an officer 
leaves the Department for any reason. 


D. Leather, Nylon and Individual Equipment 


1. Leather Gun belt or Nylon when authorized 


a. Uniformed personnel will wear the Department issued gun belt and all 
related equipment for the belt while on duty or when working off-duty 
extension of police services details. 


2. Key hook with Traffic Box key 


3. Magazine pouches, pistol magazines, and Department issued ammunition 


4. Handcuffs, key, and case 


a. Officers may carry an extra set of personally owned handcuffs 
(Peerless or Smith & Wesson) in a black leather two pocket handcuff 
case or in their CDOP bag. 


1) Officers must submit a Form 17 through the chain of command to 
the Supply Unit listing the brand name and serial number. 


5. Radio swivel mount - worn on opposite side of firearm 


6. Glove pouch 


a. Department issued black leather pouch with 2 pairs of “Safeskin” Nitrile 
Exam Gloves 


7. Flashlight 


a. Department issued, or 


b. Personally owned: 


1) Plastic housing, two or three, C or D battery flashlight 


2) Rechargeable flashlight, plastic or metal housing, less than 8 
inches long 


3) Mini-light, metal or plastic housing, two AA batteries or 
rechargeable 


c. The Police Chief may authorize other styles 


8. Utility bag 


a. On-duty officers will have the utility bag with them at all times. 


b. District/section/unit commanders may make exceptions due to the 
nature of some special assignments, i.e., walking beat, bicycle, covert, 
etc. 
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9. Riot helmet 


a. All on-duty officers will carry their riot helmet in their utility bag. 


10. Reflective Traffic Vests 


a. All sworn officers are issued a reflective traffic vest 


1) The officer's badge number is marked on the inside of his vest 
with a black indelible marker. 


b. Department personnel will wear the reflective traffic vest for all 
uniformed assignments or details, on or off-duty, under the following 
conditions: 


1) All accident scenes 


2) All traffic posts 


3) All expressway assignments when outside the vehicle 


4) In the roadway exposed to traffic hazards.  Routine traffic stops 
are not subject to this requirement. 


a) Officers issued the reversible reflective windbreaker are 
permitted to wear the reversible reflective windbreaker, 
reflective side out, in place of the reflective traffic vest, under 
the above conditions. 


c. Each district has spare vests marked with the district number and vest 
number. 


1) These spare vests may be used by officers not having an issued 
vest for off-duty details, by civilian riders, or Police Clergy team 
personnel who may be exposed to traffic hazards. 


E. Defensive Weapons and Related Equipment 


1. Department issued primary duty weapon, backup handgun, and holster 


a. Primary duty weapon 


1) Worn on the officer’s dominant side with the front edge of the 
holster in line with the leg trouser seam 


2) Authorized Weapon Mounted Light – optional (See Procedure 
12.025, Authorized Weapons) 


a) Must be compatible with the Smith and Wesson M&P 
Picatinny equipment rail 


b) Must be compatible with the Safariland 6360 holster. 


c) Must contain an ambidextrous activation switch 


1] Pressure or grip switches are not permitted 
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d) Will not contain a laser aiming device 


e) Must be mounted on the weapon prior to reporting for duty 
and remain mounted for the duration of the officer’s tour of 
duty. 


f) Officers are permitted to use the weapon mounted light 
when authorized to draw their firearm as stated in Procedure 
12.545, Use of Force. 


g) Officers will continue to carry an additional light source for 
situations which do not require the use of a firearm. 


b. Backup handgun 


1) Holstering systems must be inspected and approved by the 
Firearms Training Squad (FTS). 


a) Proficiency with the holstering system must be demonstrated 
at the time of inspection. 


2) Holstering system must have at minimum a level one retention 
rating and will not interfere with an officer’s movement. 


3) Officers required to wear body armor during their tour of duty or 
on a detail will utilize a holstering system that affixes to the body 
armor carrier. 


4) Officers not required to wear body armor may utilize an ankle 
holster. 


a) Ankle holsters must be equipped with a security strap. 


5) The backup handgun will be carried concealed in a manner which 
does not detract from the professional appearance of the officer. 


6) As long as the officer’s primary duty weapon is operational and 
accessible, the backup handgun will remain holstered and 
concealed. 


c. Officers responding to court are required to carry the Department 
issued primary duty weapon. 


1) Officers responding in uniform are required to carry the 
Department issued Smith and Wesson, 9mm, Military and Police 
(M&P9) or Department issued Smith and Wesson, 9mm, Military 
and Police Compact (M&P9c), secured in the Department issued 
ALS/Level III/Hood Strap Holster. 


2) Officers responding in civilian attire may carry the Department 
issued M&P9, M&P9c or personally owned M&P9c. 
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a) The personally owned M&P9c must meet the FTS 
requirements for inspection and qualification outlined in 
Procedure 12.025, Authorized Weapons. 


b) The M&P9 or M&P9c carried in civilian attire must be in a 
secure holster and concealed on the officer’s person as 
outlined in Procedure 12.025, Authorized Weapons. 


2. TASER 


a. Uniformed personnel and officers working uniformed off-duty police 
related outside employment details will carry the TASER at all times. 


3. Auto-Lock baton and holder 


a. Uniformed personnel assigned to patrol must have the Auto-Lock baton 
readily available. 


1) Uniformed personnel have the option of wearing the Auto-Lock 
baton on the gun belt if space is available. 


F. Uniforms/Related Equipment - Inspection and Replacement 


1. Uniforms and equipment should be inspected daily by the individual. 


2. Supervisors should conduct a uniform and equipment inspection of their 
assigned personnel following the guidelines described in Procedure 12.010, 
Roll Call and Personnel Inspection. 


a. Uniforms or equipment showing excessive wear or in need of repair 
between inspections will be brought to the attention of a supervisor.  
The supervisor will submit a Form 630, Equipment/Supply/Service 
Order, to the Supply Unit requesting repair or replacement. 


b. Safety related equipment found to be defective, such as holsters or 
defensive weapons should be reported immediately.  A Form 630 
signed by the immediate supervisor is all that is needed for initial 
replacement. 


c. All sworn personnel will respond in person to one of the scheduled 
inspection sessions. 


1) District personnel who are on-duty when uniform inspection is 
held at their district must attend on that date. 


2) Off-duty district personnel must attend one of the scheduled 
inspections as directed. 


3) Personnel assigned to units other than districts will attend one of 
the scheduled inspections. 


3. Spare Firearms, TASERs, Holsters, Badges, Wreaths, and Auto-Lock Baton 


a. Under unusual circumstances, an officer may need to obtain a 
replacement firearm, TASER, holster, baton, badge, or wreath. 
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1) During normal working hours, officers will respond to the Supply 
Unit and obtain a spare holster, badge, or wreath. 


2) During normal working hours, officers with a defective firearm will 
call the FTS.  If FTS personnel are available, the officer will 
respond to that location and have the defective firearm repaired or 
replaced with a spare. 


a) If FTS personnel are unavailable, the officer will respond to 
the Supply Unit for a spare firearm. 


3) During normal working hours, officers with defective TASERs will 
call STCU.  If STCU personnel are available, the officer will 
respond to that location and have the defective TASER repaired 
or replaced. 


a) If STCU personnel are unavailable, a supervisor will perform 
a TASER download and place the printout in the officer’s 
TASER file. 


b) The supervisor will place the defective TASER in the unit’s 
property locker and ensure it is delivered to the STCU during 
normal working hours. 


c) Each of the five districts and the Special Investigations 
Section have two spare TASERs which are to be issued to 
officers with defective TASERs when STCU personnel are 
unavailable or until the officer’s defective TASER has been 
repaired or replaced. 


1] A “User Log” is kept for each spare TASER at the 
District, and Special Investigations Section. 


2] A download will be conducted on a spare TASER upon 
its issuance and return. 


3] A district/section designee is responsible for the 
security, upkeep, daily spark test, and quarterly 
download for each spare TASER. 


a] A copy of each quarterly download, with the 
downloading officer’s name, badge number and 
employee number, will be placed in the “User Log.” 


b] A malfunctioning spare TASER will be returned to 
the STCU for repair or replacement. 


4] Spare TASER batteries will not be removed for use on 
other TASERs, or replaced, except by the STCU. 


4) When the TASER is returned from the STCU, a supervisor will 
perform a TASER download and place the printout in the officer’s 
TASER file. 
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a) If the officer is not on-duty when the TASER is returned, the 
TASER will be placed in the unit’s property locker until the 
officer returns to duty. 


b) Return issued spare TASER to inventory. 


1] Perform a TASER download on the returned spare 
TASER. 


b. If the need occurs when the Supply Unit is closed, the officer will 
respond to CIS.  The following equipment is kept in the CIS vault: 


1) Ten Smith and Wesson Military and Police (M&P) pistols 


2) Six spare M&P pistol magazines 


3) Two spare M&P holsters 


4) Spare badges and wreaths 


a) One badge and wreath for a sergeant 


b) Two badges and wreaths for specialists 


c) Eight badges and wreaths for police officers 


c. Check out the equipment through CIS desk personnel.  They will 
document in the logbook when the equipment is loaned out and when it 
is returned. 


1) Items loaned from the CIS vault are intended for short-term loan 
only.  Officers should arrange to obtain long-term loan items from 
the Supply Unit and return the borrowed item to CIS within 5 days. 


d. Take defective equipment to the Supply Unit for repair or replacement 
during their normal work hours. 


G. Uniforms, Related Equipment, Personal Property - Lost, Stolen, or Damaged 


1. Personnel will immediately report lost or stolen uniform parts or equipment to 
their supervisor. 


a. The supervisor will investigate and document the circumstances of the 
incident including the degree of negligence, if any, on the part of the officer. 


1) Teletype the loss or theft of uniquely identifiable or serialized 
property, e.g., badge, wreath, firearm, Body Worn Camera 
(BWC), handcuffs, etc. to all county agencies. 


b. The supervisor will ensure a Form 317 is completed along with a Form 
630.  Attach a copy of the Form 317 to the Form 630. 


c. The district/section/unit commander will review the Form 630 and/or 
Form 317 and determine the degree of negligence on the part of the 
officer, if any.  The district/section/unit commander will then forward 
these forms to the affected bureau commander. 
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d. Upon approval, the bureau commander will send the Form 630 and 
Form 317 attachment to the Inspections Unit Commander. 


1) The bureau commander will review the degree of negligence, if 
any. 


2) The bureau commander will recommend corrective action to the 
Police Chief when negligence is a factor. 


e. Supply Unit will replace the item. 


2. Personnel will immediately report damaged uniforms or equipment to their 
supervisor. 


a. The supervisor will investigate the circumstances of the incident and 
make a Form 630 if needed.  The supervisor will include in the 
investigation the degree of negligence, if any, on the part of the officer. 


b. Forward the Form 630 or Form 317 to the district/section/unit 
commander for approval.  The district/section/unit commander will 
determine the degree of negligence, if any, on the part of the officer. 


c. Upon approval, the district/section/unit commander will forward the 
Form 630 to the Supply Unit. 


1) The district/section/unit commander will send a copy of the Form 
630 or Form 317 to the affected bureau commander. 


2) Follow Sections G.1.d.1) and 2), if necessary. 


d. Supply Unit will replace the item and dispose of the damaged item. 


3. Replace personal property in accordance with guidelines set forth in the 
labor agreement. 


a. Make a request for replacement or repair of personal property on a 
Form 630 to the Inspections Unit with replacement receipt attached. 


b. The Inspections Unit Commander will make a recommendation to the 
Police Chief concerning replacement of personal property. 


H. Storage of Uniform Equipment during Officer Suspension 


1. If an officer is suspended five days or less, the officer's equipment need not 
be surrendered.  IIU personnel will notify the officer of their suspension 
dates, their police powers are suspended, and that the carrying or use of 
police equipment is prohibited. 


2. If an officer is suspended more than five days, the officer's commander or 
designee will immediately relieve the officer of their firearm, magazines, 
ammunition, Motorola radio, BWC, TASER, badge, wreath, CPS access 
card, and ID card, and issue a receipt to the officer for the items taken. 


a. If there is an armory at the suspended officer's unit of assignment, and 
the suspension is ten working days or less, store the items in the armory. 
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b. If the suspended officer's unit of assignment does not have an armory 
or the suspension is more than ten working days, hand-carry the items 
to the Supply Unit for storage. 


c. Temporary ID cards will be issued to sworn members of the 
Department who have their police powers suspended. 


1) The affected officer will arrange to respond to Personnel 
Management for the temporary ID card between 0800-1600 
hours, Monday through Friday. 


2) Personnel Management will number the ID card and record it in a 
logbook. 


3) When police powers are restored, the supervisor will send the 
temporary ID card to Personnel Management for destruction. 


I. Storage of Uniform Equipment during Active Duty Military Leave 


1. Officers called to active duty military leave of 30 consecutive days or more 
must turn in all Department issued equipment, except Department issued ID 
card, to Supply Unit. 


a. Officers must arrange with the Supply Unit to turn in equipment prior to 
their anticipated leave date. 


b. All equipment will be stored at the Supply Unit until the officer returns 
from active duty. 


J. Misuse of Uniforms/Related Equipment 


1. Police Department personnel are responsible for the proper use and care of 
issued equipment. 


a. If an investigation determines that neglect, unauthorized alteration, 
destruction, disposal, or other misuse of equipment or uniforms has 
occurred, disciplinary action could result. 


b. If the above investigation determines any of the aforementioned 
misuse, Department personnel may be required to assume all costs of 
replacement as part of the penalty for such violations. 


K. Personal Grooming 


1. Grooming standards for male police officers. 


a. Hair 


1) In all cases, the bulk and/or length of the hair will not interfere with 
the wearing of the uniform cap. 


2) Hair on top of the head will be neatly groomed.  The length and/or 
bulk of the hair will not be excessive or present an unkempt, 
ragged, or extreme appearance. 







12.020 


Revised 11/03/16, Replaces 09/29/16 22 


3) Hair must be evenly tapered on the sides and back.  The hair 
outline will follow the contour of the ear.  Hair will not fall over the 
ears or touch the collar, except for the closely cut hair at the back 
of the neck. 


a) A block-cut in the back is permissible in a moderate degree. 


4) Frontal grooming will not permit the hair to be visible on the 
forehead when the uniform cap is worn. 


b. Sideburns 


1) Sideburns will be neatly trimmed and the bulk of the sideburns will 
not be excessive. 


2) Sideburns will not exceed one inch in width. 


3) The maximum length of the sideburns will not extend below the 
middle of the ear. 


c. Mustaches 


1) Mustaches can extend 1/4 inch beyond the line perpendicular to 
the corners of the mouth.  They will not extend below a line 
horizontal with the corners of the mouth, and will be neatly 
trimmed.  Fu Man Chu and handlebar styles, etc. are prohibited. 


d. Beards 


1) The face will be clean shaven.  Beards and goatees are not 
considered uniform grooming and are not allowed. 


a) The Police Chief may approve an exemption to allow facial 
hair if a pseudofolliculitis barbae medical condition exists. 


b) To request an exemption: 


1] The officer must be diagnosed with pseudofolliculitis 
barbae by a licensed dermatologist. 


2] The diagnosis must be documented on the letterhead 
of the dermatologist and include: 


a] The officer’s skin condition 


b] The extent and prognosis of the pseudofolliculitis 
barbae 


c] The history of previous medical treatment 


d] The length of time the officer has received 
treatment 


e] The recommendation for current treatment 
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f] How frequently the officer may shave while 
undergoing treatment 


c) The officer will submit to Personnel Management: 


1] The documentation from the dermatologist, for 
compliance review. 


2] A written request for exemption on a Form 17 to the 
Police Chief. 


3] A signed medical release allowing the Police 
Department to discuss the skin condition with the 
dermatologist. 


d) Following the compliance review, Personnel Management 
will forward the officer’s Form 17 request for exemption 
through the chain of command to the Police Chief. 


1] Personnel Management will provide a recommendation 
to either approve or disapprove the request. 


2] The Police Chief will make the final determination to 
approve or disapprove an exemption. 


e) Unless the treating dermatologist specifies otherwise, an 
officer receiving an exemption will maintain the beard length 
of no more than one-eighth inch. 


1] Officers with this exemption will maintain a full beard.  
The shaving, waxing, plucking, or otherwise removal of 
superfluous hair from the beard for the purpose of 
aesthetic grooming or other cosmetic effect is 
prohibited. 


2. Grooming standards for female police officers 


a. Hair 


1) The hair will not extend downward below the lower edge of the 
shirt collar. 


2) Longer hair may be worn, but must be uplifted to the top of the 
head while in uniform.  No hair will extend downward below the 
lower edge of the shirt collar. 


3) The length of the hair will not interfere with the proper wearing of 
the uniform cap. 


4) Frontal grooming will not permit the hair to be visible on the 
forehead when the uniform cap is worn. 


b. Makeup 


1) A moderate use of makeup is permissible. 
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a) The use of eye shadow is prohibited. 


b) The heavy use of makeup is not acceptable. 


2) Fingernail polish, other than a clear or neutral shade, is 
prohibited. 


a) Nails are to be cut short and neatly trimmed. 


3) A conservative amount of lipstick of a clear or neutral shade is 
permissible. 


3. Jewelry 


a. The wearing of jewelry while in uniform will be limited to rings and 
watches for male officers and rings, watches and conservative earrings 
for female officers. 


1) Religious medals, scapulars, and other bona fide expressions of 
religious affiliations may be worn around the neck, provided the 
item is concealed by either the uniform shirt or an undershirt.  
These items should be worn under the shirt and on the outside of 
the concealed body armor. 


b. Female officers may wear one pair of earrings of conservative style and 
design centered on the earlobe while in uniform. 


1) Earrings must not exceed 6-mm or ¼ inch in diameter, be 
unadorned and a pierced, clip-on or screw-on type, in gold, silver, 
white pearl, or diamond. 


2) When worn, the earrings must fit snugly against the ear without 
extending below the earlobe (unless the piece extending is the 
connecting band on clip or screw-on earrings) and may be worn 
only as a matched pair, with one earring per ear. 


3) No articles, other than earrings for female officers specified 
above, shall be attached to or through any part of the ear. 


L. Personally Assigned Lockers 


1. When possible, the Department assigns all personnel locker space at their 
unit of assignment. 


2. Each officer receives a locker key.  The officer will keep it locked when not in use. 


3. The commanding officer will securely maintain a duplicate key file by name 
and assigned locker number. 


a. Only the commander and supervisory personnel of the 
district/section/unit have access to the key file. 


4. Employees may not install combination locks or other type locks on 
Department lockers without the written approval of the district/section/unit 
commander. 
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a. If the district/section/unit commander grants approval, the employee 
must furnish the combination or a duplicate key for the duplicate key 
file. 


5. A district/section/unit commander or supervisor may open a locker or require 
a total inventory in the presence of the assigned locker occupant for the 
following purposes: 


a. To be sure Department equipment is maintained in a proper manner. 


b. To determine the location of Department records and reports known to 
be the occupant officer's responsibility. 


1) Citations, records, reports, or other official Department documents 
requiring processing in accordance with Department policies and 
procedures will not be kept in any officer's locker. 


c. For health and safety reasons, i.e., rotting food, mildewed uniform 
parts, leaking canisters, etc. 


d. Any other legitimate Department need. 


6. Supervisors may not randomly search lockers. 


7. Individually assigned lockers in police facilities are the property of the City of 
Cincinnati. 


M. Tattoos, Branding and Intentional Scarring 


1. Department members with visible tattoos, branding or intentional scarring 
hired after 03/28/2013 are subject to the following prohibitions: 


a. Tattoos, branding and intentional scarring are prohibited on the 
following body parts: 


1) Face 


2) Head 


3) Neck 


4) Hands 


2. Department members with existing visible tattoos, branding or intentional 
scarring hired prior to 03/28/2013 are subject to the following: 


a. Tattoos, branding and intentional scarring are prohibited on the face, 
head and hands. 


b. Tattoos, branding or intentional scarring on the neck are acceptable 
under the following conditions: 


1) The tattoo, branding or intentional scarring is not visible above the 
uniform collar, open or closed; or 







12.020 


Revised 11/03/16, Replaces 09/29/16 26 


2) The tattoo, branding or intentional scarring adheres to section 
M.4.a. of this procedure; or 


3) If a tattoo, branding or intentional scarring is determined to be 
unacceptable according to section M.4.a. of this procedure and 
cannot be covered by the uniform collar, it must be covered by 
another means as approved by the Police Chief. 


3. All attempts must first be made to conceal neck and unacceptable tattoos, 
branding, and intentional scarring with the authorized Class-A uniforms.  If 
the neck or unacceptable tattoo cannot be covered with an authorized 
uniform, then it must be covered by other means as determined by the 
Police Chief. 


4. Any visible tattoos, branding, and intentional scarring must be acceptable in 
order to promote the professional and neutral image of the Cincinnati Police 
Department. 


a. Acceptable is defined and determined by the Police Chief as: 


1) Not racially oriented; 


2) Not sexually explicit; and 


3) Not otherwise offensive to the public. 


5. Any visible tattoo, branding, or intentional scarring the Police Chief 
determines to be offensive or contrary to the professionalism or neutrality of 
the Department is unacceptable and must be covered as described in 
section M.3. 


6. Any visible tattoos, branding, and intentional scarring not deemed acceptable 
must be covered by: 


a. Authorized Class-A uniform; 


b. Approved on-duty plain clothes; or 


c. By other means as determined acceptable by the Police Chief 








12.700 


Revised 04/28/16, Replaces 03/05/15 1 


12.700 SEARCH WARRANTS/CONSENT TO SEARCH 


References: 


Ohio Revised Code 2933.21, Search Warrant 
Ohio Revised Code 2933.22, Probable Cause 
Ohio Revised Code 2933.23, Affidavit for Search Warrant 
Ohio Revised Code 2933.241, Inventory of Property Taken 
U.S. Supreme Court No. 98-83, Wilson v. Layne 
Ohio Supreme Court, Middletown v. Flinchum 
Procedure 12.131, Confidential Informant Management and Control 
Procedure 12.175, Special Weapons and Tactics Unit 
Procedure 12.735, Federal and State Forfeitures 
Procedure 12.701, Electronic Search Warrants 


Purpose: 


Aid in detecting and arresting persons committing crimes and in procuring evidence in 
criminal cases. 


Prevent the suppression of evidence and dismissal of cases on procedural grounds. 


Develop public confidence in the Police Department by carrying out the police function 
in an ethical and lawful manner. 


Protect the constitutional rights of citizens. 


The primary goal of any high-risk tactical operation is always safety.  That means the 
safety of all officers involved as well as innocent bystanders and subjects.  A secondary 
concern is the retrieval of evidence.  Retrieval of evidence is considered only after 
safety issues are addressed.  A successful search warrant service is comprised of three 
components: planning, execution, and documentation. 


General Information: 


The life of all Ohio search warrants is 72 hours from the time of issuance by the judge.  
Included in the strict 72 hour time limit are Saturdays, Sundays, and legal holidays.  The 
search warrant is good for only one search. 


The U.S. Supreme Court ruled that it is a violation of the Fourth Amendment for police 
to bring members of the media or other third parties into a home during the execution of 
a warrant when the presence of the third parties in the home was not in aid of the 
execution of the warrant. 


The Ohio Supreme Court has ruled officers may make warrantless entries into a wanted 
person’s home for a misdemeanor following the fresh pursuit of misdemeanor offenders. 
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Policy: 


Obtain supervisory review and approval of search warrants before contacting the court.  
For advice in drafting the search warrant, contact members of the Vice Squad or 
Criminal Investigation Section.  If requiring additional legal information, Emergency 
Communications Section (ECS) has a list of home phone numbers of on-call members 
of the Municipal Court Prosecutor's Office. 


Unless specifically requested by the judge, do not take confidential informants to the 
judge's home when applying for a search warrant. 


Affiant officers and their supervisors will direct and control others that aid in the service 
of search warrants.  Final responsibility for proper service of search warrants remains 
with the affiant officer and supervisor in charge. 


Officers will notify their immediate supervisor before aiding in the service of a search 
warrant obtained by another law enforcement agency.  The supervisor will respond to 
ensure the search warrant meets Department standards. 


Officers will notify their immediate supervisor before allowing a third party into the home 
during the execution of a warrant and permission will only be granted if the third party’s 
presence will aid in the execution of the warrant. 


Officers must weigh "risk vs. reward" when deciding if it would be a prudent 
investigative technique to disconnect or interrupt a power source or utility service to a 
residence.  Absent exigent circumstances, when officers believe this to be a necessary 
tactic, they will request a supervisor to respond to the scene.  The supervisor will 
determine if the benefits of such a tactic outweigh the possible risks which include 
danger to the officers and/or residents, and liability to both the Department and the City 
of Cincinnati. 


Procedure: 


A. Consent Searches: 


1. When a DVR is present, ALL requests to search without a warrant, including 
searches of persons, buildings, or vehicles, will be recorded.  Both audio and 
video recordings will be made of the request and consent when practical.  
Requests involving incidents beyond the camera will still be recorded by 
audio if within range of the recording device.  Recording is intended to 
enhance a documented consent; it does not replace a signed Form 601, 
Consent to Search Without a Warrant, or Form 601PV, Consent to Search 
Person or Vehicle, when requesting a search. 


2. On-site searches, that require the use of data-reading software to examine 
electronic data contained in computers or other electronic devices, are to be 
conducted by authorized Department personnel only. Personnel should refer 
to Procedure 12.701, Electronic Search Warrants, prior to conducting a 
search. 
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3. Request individuals to sign a Form 601, or Form 601PV before conducting 
ALL consent searches including vehicles, persons, buildings, areas, 
computers, electronic devices or residences. 


a. Notify a supervisor if an individual gives verbal consent but refuses to 
sign the Form 601, or Form 601PV. 


1) Supervisors will respond to the scene to verify the consent was 
given. 


2) Do not search until a signature is obtained or a supervisor 
confirms receipt of verbal consent. 


3) Document on Form 601, or Form 601PV - “REFUSED 
SIGNATURE” in the space provided for the signature of the 
consenting person. 


b. Contact a Vice Squad supervisor for questions regarding consent to 
search procedures. 


4. When completing a Form 601 or Form 601PV document all pertinent 
information related to the consensual search. 


a. The inventory portion of the Form 601, or Form 601PV should be 
completed in the presence of the person who signed the form. 


b. The individual is to be given the white-citizen copy of the completed 
Form 601, or Form 601PV as a receipt of all items confiscated during 
the search. 


c. Officers must have a supervisor sign the Form 601, or Form 601PV 
before securing his/her shift. 


B. Obtaining a Search Warrant: 


1. For searches of computers, computer files, or any other electronic data 
storage devices refer to Procedure 12.701, Electronic Search Warrants. 


2. An affidavit is the basis for a search warrant.  A search warrant is valid when 
the affidavit satisfies the legal requirements for such warrants.  Prepare the 
affidavit stating: 


a. The nature of the offense. 


1) The affidavit and warrant must describe the actual criminal 
offense being investigated. 


b. Give a precise description of the place to be searched.  Affiant officers 
must see the exact location (e.g., house, apartment, floor, and door) 
where officers will correctly enter to serve the search warrant.  
Supervisors will confirm affiant officers have this personal knowledge 
before approving plans for serving the search warrant. 
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1) Where possible, use actual street addresses.  Ensure the address 
given is complete and accurate.  Include a brief description of the 
premises and exact portion of the house or other building to be 
searched. 


Example:  Apartment #28, on the 5th floor inside the large brown 
brick apartment building located at 3500 Reading Road, 
Cincinnati, Ohio. 


2) When searching a motor vehicle, include the name of the owner (if 
known) and the make and license number of the vehicle. 


Example:  A 1976 Chevrolet Camaro, red in color, bearing Ohio 
license plate number 123 ABC.  License plates on said vehicle are 
registered to John Doe at 5220 Madison Road, Cincinnati, Ohio. 


c. Specify in the affidavit and warrant the items sought. 


1) There are four categories of items which may be the subject of a 
search warrant: 


a) Fruits of a crime. 


b) Instruments of a crime. 


c) Evidence of a crime. 


d) Contraband. 


2) Officers may seize items discovered: 


a) Unexpectedly during the search for items named in the 
warrant, or 


b) Incidental to a lawful arrest.  Seizure is permissible without 
the need of a second search warrant. 


d. Probable cause: 


1) Probable cause for a search warrant are facts and circumstances 
strong enough by themselves to cause a prudent officer to believe 
articles subject to seizure are being held on the property. 


2) An officer may have either first or second hand knowledge of 
these facts. 


a) If the second hand knowledge involves information from an 
undisclosed informant, the officer must support the 
informant's trustworthiness.  Explain prior dealings with this 
source have shown a pattern of reliability and the informant 
had a reasonable basis for obtaining the information. 
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3. Complete the search warrant form in duplicate. 


a. Direct the search warrant to the head of the local law enforcement 
agency where service will occur. 


b. Search warrant service normally occurs during daylight hours.  State 
law defines daylight hours as the hours between 0700 - 2000.  If a 
nighttime search is necessary, clearly state in the affidavit the reasons 
which make it necessary. 


1) Without the nighttime entry specification, the warrant restricts the 
officer to a daytime entry.  However, a detailed and thorough 
search starting during the daytime may extend into the night 
without becoming an illegal search. 


4. During normal court hours (8:00 a.m. to 4:00 p.m. Monday through Friday), 
the scheduled duty judge will review and sign the search warrant.  This judge 
can be found in his/her usual courtroom. 


a. The duty judge is also the contact judge for search warrants from 
4:00 p.m. to 8:00 a.m., Monday through Friday.  To contact a judge 
after normal court hours, officers will: 


1) Advise the Clerk of Courts of the need for a judge to secure a 
search warrant. 


2) The Clerk of Courts will contact the judge by telephone or pager. 


3) The judge will contact the officer and make the necessary 
arrangements to have the search warrant reviewed and issued. 


b. From 4:00 p.m. Friday until 8:00 a.m. Monday, the Room A judge is the 
contact judge for search warrants. 


1) This judge can be located in Room A at 9:00 a.m. on Saturday 
and some Sundays.  This judge will be available at all other 
weekend times through the Clerk of Courts’ office. 


5. Requesting a "No Knock" search warrant. 


a. The affiant officer must add the following four points in addition to the 
probable cause listed in Section B.2.d. above. 


1) The affiant officer must show why the police need a "No Knock" 
waiver (e.g., violent history of suspect). 


2) The affiant officer must give the names and descriptions of armed 
suspects he believes may try to harm officers during the search. 


3) The affiant officer must give a statement showing a connection 
between the address in question and the criminal activity (e.g., the 
building owner states Jane Doe is the resident on record for apt. #5 
at 1234 Smith St. and Jane Doe is the wife of suspect John Doe). 
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4) The affiant officer must add the following waiver just above the 
area where the judge signs the warrant:  "Furthermore, for good 
cause shown, I waive the statutory precondition for 
nonconsensual entry." 


b. After review by a command officer (captain or above), contact the City 
Prosecutor.  The City Prosecutor will contact a judge and arrange for a 
court reporter to record the proceedings. 


1) If other than normal business hours, contact the City Prosecutor 
through ECS. 


c. All "No Knock" search warrants are high risk search warrants requiring 
the use of SWAT. 


C. Supervisor's Responsibility Before Entry: 


1. Have members of the affiant unit begin watching the premises about one 
hour before serving the search warrant. 


a. Estimate the number, nature, and sex of probable occupants. 


1) Determine whether there are others in the premises requiring 
special consideration during the entry (e.g., children, elderly, 
dogs, etc.). 


2. Determine how many officers it will take to safely enter the premises and 
conduct a thorough, controlled search.  Limit the size of the search party to 
the number of personnel needed to carry out the search properly. 


a. Department personnel involved in the search warrant service will wear 
body armor. 


3. Ensure a captain or above reviews the operational plan of any search 
warrant where forced entry is anticipated. 


4. Obtain the aid of the SWAT Team in the service of high risk search warrants. 


a. A high risk search warrant is one where the officers expect: 


1) Fortified locations. 


2) Armed subject. 


3) Subject has an outstanding warrant for Homicide, Rape, 
Felonious Assault, Aggravated Robbery, or Aggravated Assault. 


4) Any other situation where the potential for violence is great (No 
Knock search warrants). 


5) A Search Warrant Service Risk Assessment Matrix is completed 
and indicates the need for obtaining the aid of SWAT for the 
service of the search warrant. 
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b. When possible, submit requests to use SWAT through the SWAT 
Commander or SWAT Coordinator before preparing the search warrant. 


c. When advance notice is not possible, notify the district commander or 
Night Inspector (when during his tour of duty) for approval to request 
SWAT.  Request SWAT by calling ECS. 


1) ECS will use the standard SWAT notification procedure. 


d. SWAT personnel will handle the entry phase of the search and secure 
the premises.  The unit obtaining the search warrant is responsible for 
the actual search. 


5. Contact the Asset Forfeiture Squad when expecting seizure of contraband, 
currency, or vehicles subject to forfeiture (see Procedure 12.735). 


6. Conduct a detailed briefing. 


a. Include the use of charts, photographs, floor plans, etc., where 
necessary. 


b. Assign specific duties to each individual. 


c. Select a specific radio channel to use during service of the search 
warrant.  Inform an ECS supervisor of this channel and the location of 
the warrant service. 


d. Inform all officers involved of the type of warrant being served and the 
exact location and description of the residence or facility in question. 


e. Describe the suspects in detail. 


f. Assess doors for their locations and accessibility.  Include their direction 
of opening, material construction, and locking devices. 


g. Identify the best route for approaching the location. 


h. Assess the types of weapons and fortification expected including 
possible booby traps. 


i. Complete a detailed check off list.  The check off list will contain, but is 
not limited to, the following information: 


• Name and description of offender. 
• Criminal history. 
• Address and description of premises. 
• Phone number. 
• Type of vehicles, (QR/QD). 
• Weapons. 
• Employer's name and address. 
• Children (ages), girlfriend/wife. 
• Dogs, etc. 







12.700 


Revised 04/28/16, Replaces 03/05/15 8 


• Type of door. 
• Officers needed to secure inside and outside of premises. 
• Check with other units and agencies. 
• Location of drugs. 
• Vest, weapons, flashlights. 
• Any additional items. 


D. Gaining Entry: 


1. A supervisor will be on the search warrant scene during the service of all 
search warrants. 


2. Secure the perimeter of the premises before entry.  Have all doors and 
windows under observation. 


3. Officers will clearly notify persons inside the search site of their presence and 
request admission. 


Example:  "Police officers, search warrant, open the door." 


4. Use force to enter the premises only after waiting a reasonable amount of 
time for an occupant to open the door. 


a. A reasonable amount of time is that time necessary for an occupant to 
reach the door from the furthest part of the premises. 


b. If, while waiting for the door to open, there is some sign the occupant is 
fleeing, fortifying their position, destroying evidence or contraband, or 
taking action that would jeopardize the safety of the officers, force open 
the door immediately. 


c. Upon entry, have one officer continue to announce the identity and 
purpose of the entering officers. 


1) Officers not in uniform will display proper identification (e.g., 
badge, ID, etc.) when serving the search warrant. 


2) A uniformed officer of the local law enforcement agency will be 
present during the search. 


5. The supervisor in charge will complete an after action report when warrant 
service required forced entry. 


E. Search Procedures: 


1. The supervisor in charge of the search warrant scene will ensure officers 
make a security sweep of the entire premises immediately after entry. 


2. Secure, search, and identify any occupants.  After searching all the 
occupants for weapons, direct them to a previously searched area.  Assign 
an officer to remain with the subjects. 
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a. Officer(s) will complete a Form 534, Contact Card for all subjects on 
scene and check the “Other” box under the “Reason for Stop” section.  
Write “Search Warrant” in the Interview Information section on the back 
of the Form 534. 


3. The supervisor in charge will ensure an officer presents and explains the 
search warrant to the responsible occupant. 


4. Search the premises in a thorough, orderly fashion.  Upon discovering an 
article subject to seizure, the finding officer will summon a witnessing officer.  
If practical, videotape or photograph the article in the location where officers 
found it. 


a. Assign one person to collect, preserve, and document all items seized 
until possession is transferred to the Court Property Unit. 


1) A supervisor will witness the collecting and counting of currency 
and other valuables at the scene of the search warrant, absent 
exigent circumstances. 


2) The copy of the completed return portion of the search warrant 
must include the amount of currency and other valuables seized. 


3) In the event a supervisor is unable to witness the collecting and 
counting of currency and other valuables at the scene of the 
search warrant, the officer assigned to collect and count currency 
and other valuables will summon a witnessing officer to the scene 
who will verify the amount seized with his signature. 


F. Post-Search Requirements: 


1. Properly secure the premises upon completion of the search. 


a. Note the nature and extent of any damage caused during the entry and 
searching procedure.  When applicable, prepare a Form 17 and a RMS 
Case Report. 


2. Officers taking property under the authority of a search warrant will: 


a. Give the person from whom or from whose premises the property was 
taken a copy of the warrant and completed return portion of the search 
warrant as receipt for the property taken. 


1) Make the inventory in the presence of the applicant for the warrant 
and the person from whose possession or premises the property 
was taken if they are present.  If one is not present, make the 
inventory in the presence of at least one credible person other 
than the applicant for the warrant or the person from whose 
possession or premises the property was taken. 
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b. If the person is not present, leave the copy and return portion of the 
search warrant at the place from which the property was taken. 


c. Promptly return the affidavit, the warrant itself, and the completed return 
to the issuing judge.  Make the return to the judge assigned to Room A 
when the issuing judge is unavailable.  The evidence taken in the 
search warrant must be available to the judge accepting the return if 
requested. 


1) Deliver the affidavit, warrant, and return to the Clerk of Courts 
after review by the judge accepting the return. 


3. Forward a copy of all documents, photos, drawings, etc. regarding the 
search warrant to the district/section/unit designee responsible for entering 
search warrants into the Search Warrant Tracking System for entry. 
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12.266 UTILIZATION OF VEHICLE ENTRY DEVICES 
 


Definition: 
 


Slim-Jim A metal device which can be slipped between the window and molding 
of a vehicle’s window to unlock the vehicle’s door. 


 
Purpose: 


 
Provide a guide for officers in the use of vehicle entry devices or Slim-Jims 


 
Policy: 


 
Personally owned vehicle entry devices (Slim-Jims) may be carried by on duty 
personnel to expedite the police mission. 


 
Information: 


 
Police officers possessing Slim-Jim tools for opening locked vehicles should be 
aware that a single type of Slim-Jim will not open all vehicles.  


 
This procedure does not preclude the use of a Slim-Jim to execute a search 
warrant. 


 
Procedure: 


 
A. Police officers may utilize Slim-Jim devices in the following circumstances: 


 
1. To facilitate the removal of an auto that is blocking traffic or causing a 


hazard. 
 


2. Protection of life or property; (e.g., small child locked in auto). 
 


3. Conditions exist that the use of a Slim-Jim device would expedite the 
police mission. Some conditions to be considered include but are not 
limited to: 


 
destitute nature of vehicle's driver 


 
lateness of the hour 


 
location of occurrence 


 
a lack of alternative assistance 


 
possible threat to vehicle/driver's safety 
 


B. Police officers utilizing the Slim-Jim to open autos, under the above 
circumstances, will first determine that the requesting person is the owner 
of the vehicle or legally entitled to entry. 


 
1. Owners must be informed of the possibility of damage to the vehicle. 
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2. Damage to vehicles resulting from the use of a Slim-Jim other than as 
described in A.2. will be the personal responsibility of the user of the 
device. 


 
a. Officers should be aware of newer model vehicles with anti theft 


devices and safety equipment (e.g., side impact airbags). 
 


C. Police Communications Section (PCS) will not dispatch police units to utilize 
Slim-Jim devices except in the circumstances described in A.2. 
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12.701 ELECTRONIC SEARCH WARRANTS 
 
References: 


 
United States Code (USC) 18USC2510-18USC2522, et al - Federal Wiretap  
  Statutes 
18USC2703 - Release of subscriber information to law enforcement under 


 court order  
18USC3127 - Authority to issue orders pursuant to 18 USC 2703 
42USC2000 - Publishers Privacy Act/Publisher Protection Act 
Ohio Revised Code (ORC) 2933.52 - Interception of wire, oral or electronic 


communications 
ORC 2933.53 - Application for interception warrant 
ORC 2933.56 - Contents of warrant; sealing of application and warrant; 


disclosure; retention 
ORC 2933.58 - Instructions to investigative officers; procedures for interception; 


 territorial validity 
ORC 2933.59 - Execution of warrant or oral order; recording or resume; 


termination; tampering; destruction of documents; disclosure 
ORC 2933.61 - Service of inventory on intercepted persons; inspection of  
  materials 
ORC 2933.64 - Training in wiretapping and electronic surveillance 
ORC 2933.65 - Civil and criminal actions for violations 
ORC 2933.76 - Authorization of use of a pen register or trap and trace device 
ORC 2933.77 - Authorization for TSP to charge for services outside of the normal  
  course of business and for technical assistance and equipment 
ORC 2933.21 - Search warrant 
ORC 2933.22 - Probable cause 
ORC 2933.23 - Affidavit for search warrant 
ORC 2933.241 - Inventory of property taken 
U.S. Supreme Court No. 98-83 - Wilson v. Layne 
Procedure 12.809 - Telephone Court Orders 
Procedure 12.700-SEARCH WARRANTS/CONSENT TO SEARCH 
 
Purpose: 
 
To ensure uniformity in conducting electronic search warrants and direct the 
warrants to the proper investigating authority.   
 
Policy: 
 
Obtain supervisory review and approval of electronic search warrants and court 
orders before contacting the court.  A supervisor from the Intelligence Unit will be 
the primary approving supervisor. In the event an Intelligence Unit supervisor is 
unavailable, a supervisor from the Major Offender Unit (MOU) will approve the 
search warrant.  Assistance in drafting the electronic search warrant or court 
order should come from the City Prosecutor’s office. 
 
All electronic search warrants and court orders are signed by a judge from the 
Court of Common Pleas, Criminal Division, after review by the City Prosecutor.   
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The use of data-reading software, known as Secure Techniques for on Site 
Preview (Stop) or similar authorized software to examine electronic data 
contained in electronic data storage devices prior to seizure, are to be conducted 
by authorized Department personnel only.   
 
Upon seizure, all forensic examinations of stored electronic data contained in 
computers are conducted by Regional Electronic Computer Investigation Section 
(RECI).   All forensic examinations of cell phones, Blackberries and other similar 
devices are conducted by Police Criminalistics Section. 
 
Information: 


There is a difference between an electronic search warrant and a court order.  A 
computer, usually the hard drive, is actually searched to obtain information on its 
contents.  Much like searching a house for evidence, the computer is the 
property of another, but it may contain evidence of a crime.  To search the 
property of another requires the consent of the owner or a search warrant.  Due 
to wording in the laws concerning searches of electronic media, the Criminal 
Division of the Commons Pleas Court is used as the issuing authority for the 
search warrant.  A municipal court warrant may allow the seizure of the 
computer, but it takes a Common Pleas warrant to search the computer. 


All that is required to obtain subscriber information from an Internet Service 
Provider (ISP) is a court order.  There is no search involved and the ISP owns 
the subscriber information.  It is the same as obtaining a telephone number with 
a court order. 


Should a subscriber store e-mail on the ISP's server or have a file share stored 
on an ISP's server, a search warrant would be needed, as that information is the 
property of the subscriber, not the ISP. 


Procedure: 
 
A. Electronic Search Warrants and Court Orders 
 


1. The search warrant or court order will be approved by a supervisor 
from Intelligence Unit or MOU.  


 
2. The search warrant or court order will be reviewed by the City 


Prosecutor’s office. 
 


3. The search warrant or court order will be signed by a judge from the 
Court of Common Pleas, Criminal Division. 


 
4. Computers seized for forensic examination are submitted to RECI 


along with the following: 
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a. A case summary or a RECI evidence submission sheet. 
 


1) RECI evidence submission sheets can be obtained by 
contacting RECI.  


 
b. A copy of the search authority (search warrant, Form 601, 


Consent to Search Without a warrant or RECI consent form). 
 


1) When using a consent to search form, it is imperative that 
officers obtain consent from all parties who have an 
expectation of privacy.  Access to all parts of the electronic 
device may require additional paperwork.  RECI officers 
can give further advice in this area.  


 
2) If the electronic device is from a business, the consent to 


search form must also be signed by the supervisor of the 
business, and include a copy of the business’ user 
agreement. 


 
a) The supervisor must have direct authority over the 


electronic device in order to give consent.  RECI 
officers can give further advice in this area.  


 
B. Electronic Court Orders 
 


1. To obtain a court order, personnel will contact the Intelligence Unit.  
Only certified Intelligence Unit officers can write these court orders.   


 
2. All telephone court orders require the following information on the 


affidavit: 
 
a. Requesting officers need to provide their name, rank, unit of 


assignment, working hours, telephone and fax numbers.  
Officers must include the criminal charge, with the ORC section 
number for the investigation, and a brief statement of probable 
cause. 


 
b. The probable cause statement must include how the telephone 


number is involved in the criminal activity and how the requested 
information will assist law enforcement in the criminal 
investigation. 


 
3. Court orders can be obtained for: 
 


a. Subscriber information  
 


1) This gives the name, address, and credit card information 
on the person(s) who is/are responsible for the payment of 
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the Internet service.  This information comes from the ISP, 
such as America On Line, Roadrunner, Zoomtown, etc. 


 
b. Internet provider address information 


 
1) This information can be obtained for certain types of 


investigations.  For example, if an officer needs assistance 
in identifying a person using a certain moniker in a chat 
room or on a blog posting.   


 
c. Cellular telephone information 


 
1) Officers requiring information on phone numbers received 


and called should refer to Procedure 12.809, Court Orders 
for Telephone Records. 
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12.705 CLANDESTINE LAB TEAM  
 
Definitions: 
 
Clandestine Lab - an illegal operation using chemicals and/or equipment to 
manufacture a controlled substance. Offenders manufacture a variety of illicit 
drugs in such labs including marijuana, methamphetamine, amphetamine, 
MDMA (ecstasy), PCP, and LSD. 
 
Purpose: 
 
To inform officers about the potential dangers and risks associated with 
clandestine labs and provide guidelines for the use of the Clandestine Lab Team 
and equipment. 
 
Policy: 
 
Officers investigating or having knowledge of a clandestine lab will notify the 
Clandestine Lab Team.  A Clandestine Lab Team member will respond to assist 
in the identification, handling, and processing of the lab. 
 
The first priority at the scene of a clandestine lab is to prevent and/or limit 
exposure to yourself and the public. 
 
Information: 
 
All clandestine labs are dangerous and contain chemicals that can pose both 
long and short term health risks.  This is true whether the lab is fully operational, 
dismantled, in storage, or in transport.  Clandestine drug labs cause three main 
types of harm: physical injury from explosions, fire, chemical burns, and toxic 
fumes; environmental hazards; and child endangerment. 
 
Simple procedures to reduce or limit exposure to risks when dealing with 
clandestine labs: 
 


• Do not eat or drink. 
• Do not smoke. 
• Do not touch your face, eyes, nose, or mouth. 
• Do not open containers or put your face over an open container. 
• Do not turn lights on or off. 
• Do not taste, smell, or touch any substance. 
• Do not unplug or plug in objects. 


 
Many of the hazards associated with labs are derived from ingredients found in 
products such as cold medicine, nail polish remover, dietary supplements, starter 
fluid, anti-freeze, paint thinner, and drain cleaner. 
 
Indications of a clandestine lab include: 
 
1. Strong smell, possibly resembling urine, or an unusual chemical smell like 


ammonia, acetone, or ether. 
 
2. Extra efforts made to cover windows or reinforce doors. 
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3. Lack of trash placed outside for pickup. 
 
4. Lab materials surrounding the property, i.e., fuel cans, red stained coffee 


filters, glassware, and duct tape. 
 
5. Soft drink bottles with hoses attached, large amounts of empty blister packs 


for cold/asthma medication. 
 
6. Chemical containers or paraphernalia such as glassware and rubber tubing. 
 
The Occupational Safety and Health Administration (OSHA) has established 
guidelines and requirements governing exposure to clandestine drug labs. 
 
Persons who may have been contaminated should be isolated until the Cincinnati 
Fire Department arrives for proper decontamination.  Contaminated individuals 
should be kept outside and away from others.  Do not place them in a location 
likely to contaminate other people and/or property. 
 
Do not touch anything inside a suspected lab.  Be cautious of any chemical 
which may have been dumped inside or outside of a lab.  Do not operate any 
electrical appliances or equipment which is not intrinsically safe, i.e., flashlights, 
light switches, cameras, etc.  Department  hand-held radios with a green dot on 
the bottom are considered to be intrinsically safe. 
 
Anything that has been in contact with a potentially hazardous material is 
considered contaminated and must be disposed of in a manner prescribed by 
law. 
 
The Clandestine Lab Team responds to reports of labs and is staffed with officers 
trained and equipped to enter, assess, and process clandestine drug production 
sites. 
 
In addition to the chemical and process hazards at clandestine labs, officers 
should be aware of antipersonnel devices or “booby traps.”  These devices are 
designed to protect the lab, serve as warning devices to aid in the escape of 
suspects, and possibly incapacitate law enforcement officers. 
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Procedure: 
 
A. Duties and Responsibilities of First Officer on Scene: 


 
1. Notify Police Communications Section (PCS) of relevant information. 
 
2. Request a supervisor and any necessary assistance. 
  
3. Suggest safe response routes for other responding personnel. 
 


B. Supervisory Duties and Responsibilities: 
  


1. Establish an outer perimeter to control pedestrian and vehicular traffic. 
 


2. Establish an inner perimeter to isolate and contain the clandestine lab. 
 


3. Request Cincinnati Fire Department (CFD) respond and advise them 
of the incident.  If there is no fire, smoke, or injury, request CFD to 
stand by at a designated area. 
 


4. Request PCS notify the Clandestine Lab Team and Central Vice 
Control Section to respond. 
 


5. Brief the first Clandestine Lab Team member upon arrival. 
 


6. Based on the size and type of clandestine lab, responding supervisors 
should determine the need to: 
 
a. Establish a command post and staging area located upwind from 


the clandestine lab. 
 
b. Appoint a recorder and maintain a log of events, including action 


taken, personnel on scene, traffic posts established, and persons 
entering and exiting the incident site. 


 
c. Evacuate all civilians at least 600 feet away from the affected area. 
 


1) If it is impractical to evacuate civilians 600 feet away, 
evacuate a minimum of three floors above and below the 
clandestine lab. 


 
C. Police Communications Section will: 


 
1. Notify the Clandestine Lab Team coordinator or designee. 


 
2. Notify a Central Vice Control Section supervisor. 


 
D. Clandestine Lab Team personnel will: 


 
1. Confer with the ranking supervisor on scene of the incident and 


assume control of the scene until a Clandestine Lab Team supervisor 
arrives. 
 


2. Maintain a log of events, action, and personnel. 
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3. Work in conjunction with and assist members of Central Vice Control 
Section in their investigation. 


 
E. Equipment Inventory: 
 


1. The Clandestine Lab Team Coordinator or designee will inventory and 
inspect Lab Team equipment after each training session and 
activation. 


 
F. Recall Roster: 
 


1. Clandestine Lab Team members will immediately notify the 
Clandestine Lab Team Coordinator of any change of address or 
phone numbers. 


 
2. The Clandestine Lab Team Coordinator will provide an updated 


personnel recall roster to PCS with changes. 
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12.270 IMPOUNDING, MOVING, AND RELEASE OF VEHICLES 


Reference: 


Procedure 12.205, Traffic Enforcement 
Procedure 12.215, Cincinnati Parking Infraction (CPI) 
Procedure 12.255, Impounding/Processing Delinquent Vehicles and Tags 
Procedure 12.265, Wrecker and Towing 
Procedure 12.275, Removal of Abandoned Junk Motor Vehicles (Public or Private 


Property) and Overtime Parked Vehicles 
Procedure 12.420, Reporting Vehicle Thefts and Related Offenses 
Procedure 12.555, Arrest/Citation:  Processing of Adult Misdemeanor and 


Felony Offenders 
Cincinnati Municipal Code Chapter 503, Vehicular Construction and Equipment 
Cincinnati Municipal Code Chapter 513, Impoundment of Motor Vehicles 
Cincinnati Municipal Code 501-1-S8, Streetcar Obstruction Zone 
Cincinnati Municipal Code 508-1-B, Unauthorized Stopping and Parking Along 


Streetcar Track 
Cincinnati Municipal Code 512-6, Violation of Section 508-1-B 
Cincinnati Municipal Code Chapter 759, Use of a Motor Vehicle to Facilitate a 


Prostitution or Drug Related Crime 
Cincinnati Municipal Code 1501-99, Civil Fines 
Ohio Revised Code 4511.681, Parking Prohibitions on Private Property 
Ohio Revised Code 4513.60, Abandoned Vehicles 
Ohio Revised Code 3734.83, Registration of Transporters 


Purpose: 


Determine when vehicles may be impounded, moved only and/or released. 


Establish accountability for safeguarding property contained in impounded vehicles. 


Information: 


Cincinnati Municipal Code (CMC) 759, Use of a Motor Vehicle to Facilitate a Prostitution 
or Drug Related Crime, authorizes officers to tow vehicles used in drug or prostitution 
offenses.  Vehicles will be held in lieu of payment of a civil fine authorized under this 
ordinance. 


To tow the vehicle, the offender must be the registered owner or joint owner of the 
vehicle, unless an officer can prove the owner knew the vehicle was being used for a 
drug or prostitution offense.  The vehicle can then be towed, as the owner no longer 
qualifies as an “innocent owner.” 


The civil penalty may still be issued to offenders not the registered owner, but the 
vehicle cannot be held in lieu of payment.  If the vehicle is owned by an innocent party, 
the vehicle will be treated as any other “driver arrested” situation, e.g. park the car, turn 
keys over to responsible party, etc. 
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The Impound Unit, located at 3425 Spring Grove Avenue, is open to the public Monday 
through Friday 0630 to 1900 hours, Saturday and Sunday 0930 to1700 hours.  Rotation 
wreckers have 24-hour access to tow impounded vehicles to the Impound Unit. 


Procedure: 


A. Impoundment Guidelines 


1. A police officer may impound any motor vehicle which is: 


a. Stolen 


b. Parked in violation of the law 


c. Involved in a motor vehicle crash 


d. Has two or more outstanding delinquent parking infractions 


e. Not displaying license plates 


f. Blocking ingress or egress to a street, alley, roadway, driveway, parking 
facility, loading facility or streetcar rail 


1) Supervisors will monitor the radio and ensure priority is given to 
vehicles parked obstructing the streetcar rail. 


g. In the possession of a physically arrested person 


h. Driven by a person arrested for a violation of Ohio Revised Code (ORC) 
4511.19, Operating a Vehicle Under the Influence of Drugs or Alcohol – 
OVI.  Personnel will complete the Administrative License Suspension 
(ALS) form for all OVI arrests 


i. Under the control of a person who requests impoundment for 
safekeeping 


j. Held for evidence or investigation 


k. Driven by an owner who is under suspension for specific types of 
suspensions, defined in Section B.5 of this procedure 


l. Towed for a violation of ORC 4511.203, Wrongful Entrustment of a 
Motor Vehicle, when the owner of the vehicle is charged 


2. Do not leave vehicles on expressways. 


a. Allow up to three hours for owners/operators to move vehicles 
legitimately disabled on the side of expressways not in a hazardous 
location. 


B. Impounding Vehicles 


1. When the driver/owner is arrested and the vehicle has to be impounded, tow 
or drive the vehicle directly to the Impound Unit during normal business 
hours.  During non-business hours, rotation wreckers have 24-hour access to 
tow and secure the vehicle at Impound. 
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a. If the driver is being arrested for illegal transportation of scrap tires 
under ORC 3734.83, Registration of Transporters, the vehicle must be 
towed, not driven, to the Impound Unit. 


b. Vehicles will be towed to the Impound Unit unless otherwise specified in 
the procedure. 


1) Officers must have supervisory approval to tow or drive a vehicle 
to the district. 


2) If the vehicle is towed or driven to the district, send a blotter 
notification to the Impound Unit to have the vehicle removed by 
contract wrecker the next day. 


2. With the exception of vehicles towed pursuant to Cincinnati Municipal Code 
(CMC) 759, Use of a Motor Vehicle to Facilitate a Prostitution or Drug 
Related Crime, and ORC 3734.83, Registration of Transporters, do not 
impound the motor vehicle of a physically arrested person or a first offender 
OVI arrest if: 


a. The owner/driver allows the officer to safely and legally park the 
vehicle. 


b. The vehicle is not needed for evidence. 


c. The driver arranges for someone to take custody of the vehicle. 


3. Vehicles towed for violation of CMC 759, Use of Motor Vehicle to Facilitate a 
Prostitution or Drug Related Crime 


a. Officers will tow vehicles when probable cause exists to make a 
physical arrest for a violation of CMC 759.  To tow the vehicle, the 
offender must be the registered owner or joint owner of the vehicle, 
unless an officer can prove the owner knew the vehicle was being used 
for a drug or prostitution offense. 


b. Persons charged with violations of CMC 759 must be given a written 
“Notice of Civil Citation”. 


1) The hard copy of the “Notice of Civil Citation” is given to the 
defendant. 


2) The pink copy goes to the Office of Administrative Hearings. 


a) These copies must be delivered by 1100 hours the day 
following the arrest. 


3) The yellow copy is forwarded to the Treasurer’s Office at City Hall. 


4) As soon as possible, officers must fax a copy to: 


a) The Treasurer’s Office (352-6984) in the event the defendant 
attempts to pay the civil fine before the copy of the citation 
arrives. 







12.270 


Revised 09/15/16, Replaces 06/30/16 4 


b) The Impound Unit for vehicle intake processing. 


c. Complete the Tows/OT Recovery Module (Tow Mod) in Records 
Management System (RMS). 


1) Under the Impound tab, select “Civil Citation (759)” as the Reason 
For Tow. 


2) Enter the civil citation number in the Comments or Recovery 
Details box. 


d. Provide the wrecker driver with both copies of the Form 369A, Towing 
Receipt, and attach a copy of the Form 527, Arrest and Investigation 
Report. 


e. Forward the white copy of the civil citation to the district/section/unit 
designee responsible for entering civil citations into the Civil Citation 
Tracking System for entry. 


4. Vehicles towed for ORC 3734.83, Registration of Transporters, for illegal 
transportation of scrap tires 


a. Process as required in Procedure 12.555 Arrest/Citation:  Processing of 
Adult Misdemeanor and Felony Offenders. 


5. Vehicles Seized for Traffic Offenses 


a. Personnel will tow a vehicle for pretrial seizure only for the following 
cases: 


1) When arresting the driver, who is the owner of the vehicle, with 
any violation of ORC 4510.14, Driving Under OVI Suspension. 


2) When charging the driver, who is the owner of the vehicle, with a 
violation of ORC 4511.19(A), OVI, where the defendant has at 
least one prior conviction for OVI in the past 6 years.  Personnel 
will seize all vehicles from felony OVI arrests. 


3) When arresting the owner of a vehicle with a violation of ORC 
4511.203, Wrongful Entrustment of a Motor Vehicle. 


b. Complete Form BMV-2255 (ALS), Tow Mod, and a Form 369A. 


c. Inform Emergency Communications Section (ECS) Channel 15 
operator whether the vehicle is being towed for pretrial seizure or is 
subject to forfeiture. 


1) Towing companies will tow vehicles held for pretrial seizure and 
those subject to forfeiture to the Impound Unit. 


6. Vehicles ordered immobilized by the courts, not already impounded 


a. The Impound Unit will distribute all court-issued Immobilization Notices 
(BMV-2270) to Patrol Bureau for action. 







12.270 


Revised 09/15/16, Replaces 06/30/16 5 


1) Districts will make reasonable attempts to locate these vehicles 
and impound them. 


2) If the vehicle is found, complete the Tow Mod and Form 369A.  
Advise Channel 15 the vehicle is a court-ordered immobilization 
and tow to the Impound Unit. 


b. Patrol Bureau will return Forms BMV-2270 to the Impound Unit along 
with the disposition. 


7. Recovered vehicles 


a. Every effort should be made to release auto recoveries to the owner at 
the scene of recovery, unless the vehicle is held as evidence. 


b. If the owner cannot be notified or refuses to claim the vehicle at the 
scene, all recovered vehicles will be towed to the Impound Unit.  All 
city-originated fees will be waived for the first seven (7) days the vehicle 
is stored at the Impound Unit. 


1) Request Channel 15 dispatch a rotation wrecker. 


2) Complete the Tow Mod and Form 369A. 


a) All fees for towing are charged by the private towing 
company. 


c. Investigations concerning recoveries will be done at the Impound Unit 
within 24 hours of recovery. 


d. Follow Procedure 12.420, Reporting Vehicle Thefts and Related 
Offenses to complete the reporting process. 


8. Held for evidence/investigation 


a. Tow or drive the vehicle directly to the Impound Unit. 


b. When the Impound Unit is closed: 


1) If the vehicle was involved in a fatal or potentially fatal auto 
accident, a Traffic Unit supervisor has the authority and access to 
secure the vehicle at the Impound Unit. 


2) If conditions warrant, (e.g., preservation of evidence, chain of 
custody, homicide, etc.) contact an on-duty Traffic Unit supervisor 
to gain access to secure the vehicle at the Impound Unit. 


a) If there is no Traffic Unit supervisor working, no district with 
an available vehicle bay, or the vehicle must be secured 
within the Impound Unit garage, Impound Unit personnel 
may be recalled. 


c. If a coroner's case, the vehicle may be towed to the Hamilton County 
Coroner's Office (HCCO).  Request Channel 15 contact HCCO for 
permission prior to towing. 
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d. Take vehicles held by specialized units to a district.  Specialized units 
will maintain responsibility for the disposition of the vehicle. 


9. Vehicles held at the request of other authorities 


a. If possible, contact the requesting authority. 


b. If they can respond immediately, release the vehicle to them. 


1) Obtain a signed Form 330, Property Receipt, for the vehicle. 


c. If the requesting authority cannot respond immediately: 


1) Drive the vehicle to the district. 


2) If the vehicle is not drivable, tow to the Impound Unit.  Include all 
pertinent information in the Tow Mod and Form 369A. 


10. Vehicles unlawfully parked on a street or the streetcar rail and interfering with 
pedestrian, streetcar or vehicular traffic: 


a. Have the owner/driver move the vehicle immediately. 


b. If the owner/driver is not immediately available, cite for the proper 
violation and tow it to the Impound Unit. 


c. If no police officer is available to respond to a streetcar rail parking 
obstruction, a supervisor will request ECS contact the City of Cincinnati 
Parking Enforcement Office via radio or at 352-4527 or 352-6280 
between 0900 – 2100 hours.  After 2100 hours, the supervisor will 
ensure priority is given to streetcar rail parking obstruction calls for 
service. 


11. Vehicles parked on private or public property without consent of the owner: 


a. For vehicles parked on private property, or public property under the 
control of non-city government agency (e.g., Board of Education, 
Metropolitan Housing Authority): 


1) If the vehicle is obstructing driveways, loading docks, fire lanes, 
ingress, or egress, try to locate the owner and have the vehicle 
moved immediately.  If unable to locate the owner, impound the 
vehicle.  Include a brief investigative summary and the property 
owner's name who requested the vehicle removed in the Tow Mod 
under the Impound tab, Comments or Recovery Details box. 


a) Issue citations for any applicable violations. 


2) If the vehicle is occupying a parking space or appears to be 
abandoned but not blocking ingress, egress, loading dock, etc., 
run a computer check to see if it is stolen, wanted, etc.  Tow only 
if there is a computer hit. 


a) Do not tow delinquent vehicles from private property. 
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b. For vehicles on private property, other than City property, and not 
stolen or wanted, try to find the vehicle owner to move the vehicle.  
Advise property owner of the towing provisions under ORC 4511.681, 
Parking Prohibitions on Private Property, and 4513.60, Abandoned 
Vehicles.  If the property owner follows these guidelines, the vehicle 
can be towed at the vehicle owner's expense. 


1) For abandoned junk vehicles on private property, refer to 
Procedure 12.275, Removal of Abandoned Junk Motor Vehicles 
(Public or Private Property) and Overtime Parked Vehicles. 


c. For private property owned or controlled by the City, including the Park 
Board, Recreation Department, etc., take the following action: 


1) If the vehicle is obstructing driveways, loading docks, fire lanes, 
ingress, or egress, the officer will try to locate the owner and have 
the vehicle moved immediately.  If unable to locate the owner, the 
officer will impound the vehicle. 


a) If applicable, issue a citation for the violation. 


2) If the vehicle is stolen, otherwise wanted, or in violation of the law, 
impound it. 


d. For unlicensed/inoperable vehicles on private property, refer to 
Procedure 12.275. 


12. Follow Procedure 12.275 for abandoned or junk vehicles. 


13. Follow Procedure 12.255, Impounding/Processing Delinquent Vehicle and 
Tags, for delinquent vehicles. 


14. Vehicles wanted for hit-skip: 


a. If an individual is cited or physically arrested for hit-skip, tow the vehicle 
to the Impound Unit only if it is needed for follow-up investigation. 


b. Impound the vehicle if needed as evidence. 


1) If the driver is physically arrested, follow Section B.1.of this 
procedure. 


c. Complete the Tow Mod and Form 369A. 


15. Expired license plates: 


a. If the plate is expired 30 days or less, issue a citation for CMC 503-52, 
if the vehicle is moving; or CMC 508-25, if the vehicle is parked. 


b. If the plate is expired more than 30 days, the vehicle may be 
impounded.  A citation is sufficient if registration information is verified 
and the owner notified. 
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16. No license plates: 


a. Impound the vehicle; do not issue a citation.  This applies to both 
occupied and unoccupied vehicles. 


17. Un-roadworthy vehicles: 


a. Officers will issue an Ohio Multi-Count Uniform Traffic Ticket (MUTT) 
using CMC 503-29. 


1) Have the vehicle towed to the Impound Unit.  Do not drive or allow 
the vehicle to be driven. 


2) Impound Unit will arrange to have the vehicle inspected by a 
mechanic from Fleet Services. 


a) The mechanic will record his findings on a Form 17, noting 
his name, unit, and telephone line number.  Un-roadworthy 
Form 17s are kept in a separate file at Impound Unit.  A copy 
of this Form 17 is also sent to the impounding officer by 
Impound Unit for use in court cases. 


b) If the inspection determines the vehicle is un-roadworthy, the 
additional towing charge and the inspection fee charged to 
the Department by the Municipal Garage will be passed on 
to the owner of the un-roadworthy vehicle. 


b. Officers notified for court about an un-roadworthy vehicle charge will 
contact the Impound Unit supervisor who will notify the mechanic to 
appear in court to testify about the condition of the vehicle. 


18. Parked vehicle involved in a vehicular crash: 


a. If legally parked and not causing a safety hazard, do not tow. 


b. If parked in violation or interfering with traffic, and the owner is not 
located, tow the vehicle to the Impound Unit as held for owner. 


19. Follow Procedure 12.215, Cincinnati Parking Infraction (CPI), for street 
cleaning or paving violations. 


C. Move-Only Tows 


1. Use a move-only as a last resort unless an emergency situation requires 
immediate action.  Costs for move-only tows are charged to the Department. 


a. Cite vehicles when violations are present. 


2. Complete the Tow Mod and Form 369A.  Be specific and complete each 
appropriate field.  


a. Remain at the scene to direct the wrecker driver. 


b. Note in the Tow Mod under the Impound tab, Comments or Recovery 
Details box, if the vehicle was cited for a traffic violation. 
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D. Mechanically Disabled Vehicles 


1. The owner/driver is responsible for securing a wrecker for a disabled vehicle 
not involved in an auto accident.  Instruct the owner/driver to secure a 
licensed wrecker of his choice. 


a. If the position of the vehicle creates a hazard to motorists or 
pedestrians, ensure the vehicle is removed. 


1) Attempt to move the vehicle to a non-hazardous location with the 
use of push bumpers. 


2) If the vehicle is unable to be moved, remain with the vehicle.  The 
owner/driver may be allowed one hour to secure a private wrecker. 


3) Remove the vehicle if it is determined a greater hazard would be 
created by allowing the vehicle to remain. 


a) Inform the owner/driver they are responsible for the wrecker 
payment. 


b) Instruct the wrecker driver to charge the owner/driver and 
not the Department. 


2. Vehicles disabled due to fire will immediately be removed from the roadway 
by the owner/driver or impounded by the officer. 


E. Property Contained in Vehicles – Process as required in Procedure 12.265, 
Wrecking and Towing. 


F. Damage on Vehicles – List as required in Procedure 12.265. 


G. Releasing Vehicles 


1. At the scene 


a. Release vehicles, not needed for evidence or by other authorities, to 
persons with right of possession if they arrive at the scene before the 
wrecker driver has left the curb and entered a moving lane of traffic. 


1) Issue a citation for existing violations. 


2) Advise Channel 15 to put the wrecker driver back on top of the 
rotation list. 


3) Complete the Tow Mod in progress.  Write “Released to Owner” in 
the Comments or Recovery Details box and fill in the District 
Release fields. 


2. From Impound Unit 


a. An owner wishing to claim an impounded vehicle must present a 
Certificate of Title and/or License Registration and proper identification 
at Impound Unit.  Impound Unit will ensure the owner of the vehicle is 
queried for outstanding warrants prior to releasing the vehicle. 
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b. Inform owners impound and storage fees do not include payment for 
traffic citations.  Traffic citations attached to the vehicle are to be 
processed by the vehicle's owner in the regular manner. 


c. Impound Unit will obtain the total impound and storage fees from the 
vehicle owner/driver. 


1) Extra costs for any service necessary to impound or properly 
maintain the vehicle will also be added to impound and storage 
fees. 


2) Any person whose vehicle is towed under CMC 759 will also be 
required to pay a civil fine of $750.00 for drug offenses and 
$1250.00 for prostitution offenses. 


3) Impound Unit accepts cash, Visa, or MasterCard, Discover and 
American Express for payment of impound fees.  Only the person 
whose name appears on the credit card may use it.  Debit cards 
that can be used without a PIN, and bear a VISA or Master Card 
logo are also accepted for payment of impound fees.  No checks 
are accepted. 


d. Inform owners with vehicles on the delinquent list all delinquent tags 
must be paid or registered for court.  They must present proof of 
payment to the Impound Unit before the vehicle will be released. 


e. Impound Unit is responsible for completing the Financial tab of the Tow 
Mod. 


3. Releasing vehicles when Impound Unit is closed: 


a. Generally, vehicles are not released from the Impound Unit when 
closed.  In unusual circumstances, the Night Inspector, or in his 
absence the shift OIC of the involved district may authorize recall of an 
Impound Unit officer to release a vehicle.  Examples of unusual 
circumstances include:  a vehicle impounded through error which would 
reflect adversely on the public image of the Department, extreme 
hardships such as an out-of-town family with young or ill members, etc.  
Supervisors ordering such recalls should bear in mind the expense 
incurred from a recall. 


1) A Form 17 should be made by the requesting unit supervisor 
showing unusual circumstances and/or reason for request. 


b. Vehicles driven to the district may be released without charge at the 
district upon authorization of the Night Inspector, or in his absence, the 
shift OIC.  Send a blotter notification to the Impound Unit. 


4. Removal from district lot 


a. Vehicles impounded at the district will be towed to the Impound Unit 
after 0700.  Impound Unit will dispatch the contract wrecker. 
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1) If release is imminent, or a reasonable amount of time has been 
given to the owner to claim the vehicle from the district, the towing 
may be deferred. 


a) Impounding officers must include this information in the initial 
blotter notification to the Impound Unit. 


2) Vehicles towed to the district may not be released without charge. 


b. If a vehicle is towed to a district and again to the Impound Unit, the 
additional towing charge is not passed on to the owner.  The owner will 
pay only the normal fee. 


c. Time for calculating storage fees begins when the vehicle is actually 
impounded at the Impound Unit. 


H. Notification of Impounded Vehicles 


1. The owner of any vehicle impounded under CMC 513-1, Impoundment of 
Motor Vehicles, must be notified in person or by a letter sent to the last 
known address of the registered owner. 


a. Impounding officers will attempt to notify the vehicle owner in person or 
by phone and note same in the Tow Mod under Owner/Driver tab, 
Notify Information section, Owner Notified drop down field.  If officers 
are unable to make notification, they will record in the Comments or 
Recovery Details box any relevant information that would help Impound 
Unit personnel make the notification. 


1) After towing to the lot, Impound Unit personnel will be responsible 
for notifying the owner. 


b. The notification will include the: 


1) Reason for impounding and the location where the vehicle was 
towed. 


2) Procedure for obtaining release of the vehicle. 


3) Basic charges for impound and storage according to current 
posted rates. 


2. Vehicles which were legitimately disabled and towed to clear the flow of 
traffic are not subject to impound fees if claimed within 48 hours of 
impoundment.  Impound Unit personnel will make this determination. 


3. Failure to obtain release of the motor vehicle within 20 days of impound may 
cause it to be salvaged or sold at auction. 
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12.275 REMOVAL OF ABANDONED JUNK MOTOR VEHICLES 
AND OVERTIME PARKED VEHICLES 


References: 


Ohio Revised Code 4513.63 – Photograph and Record of Information as to Abandoned 
Junk Vehicles 


Ohio Revised Code 4513.64 – Willfully Leaving Abandoned Junk Motor Vehicle 
Ohio Revised Code 4513.65 – Willfully Leaving Junk Motor Vehicle 
Cincinnati Municipal Code 508-12 – Parking Unreasonable Time 
Cincinnati Municipal Code 511-31 – Storage of Unlicensed or Inoperable Vehicles in 


Residence or Commercial Districts 
Cincinnati Municipal Code 512-26 – Penalty for Violation of Section 511-31; Impoundment 
Cincinnati Municipal Code 758-7 – Removal and Disposal of Junk Motor Vehicles 
Procedure 12.215, Cincinnati Parking Infraction (CPI) 
Procedure 12.265, Wrecker and Towing 
Procedure 12.270, Impounding, Moving and Release of Vehicles 


Definitions: 


Ohio Revised Code defines an abandoned junk motor vehicle as a motor vehicle 
which meets all the following requirements: 


1. Remains on private property for more than 48 hours without the permission of the 
property owner; remains on a public street over 48 hours 


2. Three years old or older 
3. Extensively damaged or missing functional parts 
4. Apparently inoperable 
5. Has a fair market value of $1,500.00 or less 


Cincinnati Municipal Code defines a nuisance junk motor vehicle as a motor vehicle 
which meets all of the following requirements: 


1. Has been left on private property for more than 72 hours or left on a public street, 
public way, or other property open to the public for purposes of vehicular travel or 
parking, or upon or within the right-of-way of any road or highway, for more than 
48 hours 


2. Three years old or older 
3. Extensively damaged, including but not limited to any combination of the following 


types of damage: deflated, wrecked, or missing tires or rims; missing or wrecked 
body parts; broken or missing headlights, taillights, or brake lights; broken, 
cracked or missing windows or windshields; missing all or part of the motor or 
transmission; missing or invalid license plate(s); or a vehicle that is otherwise 
apparently inoperable and 


4. Has a fair market value of $1,500.00 or less 
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Overtime-parked vehicle – any vehicle parked upon a highway longer than 24 hours 
and not moved, unless otherwise restricted.  Overtime parked vehicles that are also 
junk vehicles will be processed as junk vehicles.  Any vehicle which displays a valid 
handicapped placard, license plate or license plate validation sticker may park upon a 
highway for up to but not more than 36 hours, unless otherwise restricted. 


Inoperable vehicle - any vehicle missing wheels, tires, windshield, motor, or 
transmission or which has been so damaged as to appear not safely operable.  Any 
vehicle that remains parked in one location for more than 30 days is presumed to be 
inoperable.  Inoperable vehicles parked on expressways can be towed immediately. 


Purpose: 


To assure proper classification of abandoned/nuisance junk and overtime parked 
vehicles under provisions of state and local laws and to provide a procedure for the 
removal and/or disposal of such vehicles. 


Policy: 


Officers will promptly and thoroughly investigate abandoned nuisance, abandoned junk, 
overtime, and inoperable vehicles. 


The Police Department will work together with the community, the Health Department, 
the Department of City Planning and Buildings, and the Department of Public Services 
to maintain safe traffic patterns by removing unsafe and unsightly vehicles from the 
streets, public ways and private properties. 


Procedure: 


A. Officers receiving complaints concerning junk or overtime parked vehicles will: 


1. Query the vehicle by license plate and vehicle identification number 


2. Make a reasonable attempt to have the owner move the vehicle 


3. Mark the tires 


4. Enter the following information into the District Overtime Parking Book: 


a. Date of entry and name and badge number of the officer making the 
entry 


b. Location of vehicle 


c. Make, model, and color of the vehicle 


d. License plate and VIN of the vehicle 


e. Badge number of the officer that checked NCIC and RCIC 


f. Date, time, and badge number of the officer that marked the tires 


5. Complete two Forms 368, Abandoned Vehicle Stickers, to mark abandoned 
vehicles, abandoned junk vehicles, overtime parked vehicles, and vehicles 
parked on expressways. 
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a. Place one completed sticker on the driver side door window.  Place the 
other sticker on the rear window.  When windows are missing, place 
the stickers as close to these windows as possible. 


b. Officers may choose to covertly mark the position of a vehicle rather 
than applying the Form 368 if they believe a violator is attempting to 
avoid towing 


6. Follow Procedure 12.265, Wrecker and Towing, if vehicles do not move 
within the allotted time 


B. The District Overtime Parking Enforcement Officer has the responsibility for 
inspecting the District Overtime Parking Book and completing the investigation 
and required reports 


1. Tow overtime parked vehicles meeting all requirements to the Impound Unit. 


a. Tow overtime parked vehicles between 0630 and 2130 hours only 


b. Complete the Tows/OT Recovery Module (Tow Mod) in Records 
Management System (RMS) 


1) Under the Impound tab, select “Overtime Parking” as the Reason 
For Tow. 


2) Select the officer in the Junk/Abandoned Vehicles Tires Marked 
By drop down box. 


3) Enter the date and time the tires of the vehicle were marked in the 
Marked Date box. 


c. In the Comments or Recovery Details box, enter that the vehicle was 
marked with two Forms 368. 


d. Make the appropriate disposition entry in the District Overtime Parking 
Book 


2. Tow abandoned junk vehicles meeting all requirements to the Impound Lot 
within seven days of the initial investigation. 


a. Use a rotational wrecker when towing these vehicles. 


b. Select “Junk/Abandoned” as the Reason for Tow. 


c. In the Comments or Recovery Details box, enter that the vehicle was 
marked with two Forms 368. 


d. Note the appropriate disposition and badge number of the investigating 
officer in the District Overtime Parking Book. 


C. Vehicles Parked on Expressways 


1. Immediately tow vehicles creating a traffic hazard 


2. Allow up to three hours for owners/operators to move vehicles that are 
legitimately disabled on the side of expressways not in a hazardous location 
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3. Vehicles legitimately disabled and claimed within 48 hours of impoundment 
are not subject to impoundment fees.  Impound Unit personnel will make this 
determination. 


D. Towing of Junk Vehicles pursuant to Health Department Orders 


1. All requests for enforcement of CMC Chapter 758, Junk Motor Vehicles will 
be forwarded to the Health Department. 


2. The Health Department will disseminate junk vehicle complaints in the 
following manner: 


a. Junk vehicles on private property will be investigated by the Health 
Department utilizing the following guidelines: 


1) Respond and inspect (making nuisance determination) 


2) Issue civil notice 


3) Allow 168 hours for appeal request 


4) If vehicle is not moved, notify Impound Unit to schedule tow. 


a) Impound Unit does not need to obtain a court order or 
consent of the owner to tow from private property upon 
referral from the Health Department under CMC 758-7. 


5) Impound Unit will notify the Health Department upon completion 
of the tow 


6) Health Department will issue a fine 


b. Public Property/City Streets 


1) All complaints will be forwarded to the Police Department 


2) Appropriate enforcement action will be initiated utilizing the 
guidelines set forth in this procedure. 


E. Towing of Unlicensed/Inoperable Vehicles in Residence or Commercial Districts 


1. Enforce violations of CMC 511-31 on a complaint only basis.  Officers must 
obtain a search warrant before entering onto private property for 
enforcement action without the consent of the property owner. 


2. Impound Unit maintains a log of CMC 511-31 violations including the status. 


3. Initial Investigation Process 


a. Enter complaints of unlicensed or inoperable vehicles on private 
property in the District Overtime Parking Book. 


b. District officers investigate all reported violations of CMC 511-31. 


c. Visually inspect the premises before entering onto the property. 
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1) Close the complaint unfounded if the vehicle is not visible from 
the sidewalk, street, a public place, or a neighboring property and 
no further action is needed. 


2) Vehicles visible from the sidewalk, street, a public place or a 
neighboring property require further investigation. 


d. An officer, locating a vehicle that is subject to towing, will attempt to 
locate the property owner or vehicle owner. 


1) Officers can enter on private property and question persons found 
there when attempting to locate a vehicle owner 


2) Officers may question persons found on the property and attempt 
to determine the ownership of the vehicle or property 


3) Officers locating owners of the property or vehicle will explain the 
nature of the complaint and request permission to inspect the 
vehicle.  Officers will leave the location immediately when consent 
for a search is denied. 


4) Officers obtaining consent will verify current registration and 
inoperable status.  In determining inoperable status use the 
Definitions section of this procedure as a guide. 


e. Advise owners of vehicles determined to be unlicensed and/or 
inoperable they are in violation of CMC Section 511-31.  The owners 
have 72 hours to move the vehicle or be cited. 


1) Officers will first issue a warning citation to the owner of the 
vehicles or property 


2) Vehicles removed within 72 hours require no further action 


3) When vehicles are not removed, contact the Impound Unit to find 
out if the violator has a prior conviction for CMC 511-31 


a) Issue a Notice to Appear (NTA). 


b) When violators have a prior conviction, the second offense 
is a misdemeanor of the 4th degree.  Complete a criminal 
complaint and issue a NTA with a mandatory court date. 


c) After a conviction in court is obtained, the investigating 
officer will request a court order authorizing towing, 
impounding and immediate disposal of the vehicle 


d) Vehicles will only be towed and impounded with a court 
order. 


f. Officers will notify the Impound Unit with results of investigations for 
violations of CMC 511-31 


1) Send a copy of the citations to the Impound Unit 
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4. When violator denies consent to investigate the officers will: 


a. Notify the Impound Unit 


1) Impound Unit will investigate all cases where the initial 
investigation by district officers is incomplete because consent to 
enter the property was denied 


2) Impound Unit personnel will obtain a search warrant when 
necessary for completion of an investigation 


3) Impound Unit will inspect the vehicle to determine if a violation of 
CMC 511-31 exists and issue citations where necessary.  An 
Impound Unit and district officer will appear in court on contested 
cases. 


b. After a conviction in court is obtained, Impound Unit personnel will 
request a court order authorizing towing, impounding, and the 
immediate disposal of the vehicle 


c. Vehicles will only be towed and impounded with a court order 
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12.710 UNIT PROPERTY BOOK 
 


Reference: 
 
Procedure 12.715 – Property and Evidence: Accountability, Processing, Storage 


and Release 
 
Policy: 


 
To comply with existing state law and adhere to established Police Department 
procedures on property which comes into police possession.  A property book 
will be a bound ledger maintained by each listed unit. 


 
Procedure: 


 
A. Unit Property Book: 


 
1. Districts One, Two, Three, Four, Five, Central Business Section, 


Criminal Investigation Section, Narcotics and Vice Unit, and Impound 
Unit will maintain a property book. 


 
2. Record all property coming into the custody of police personnel in the 


unit property book. 
 


3. There will be a log book for the unit property room key that will be kept 
at the front desk.  The desk officer will issue the property room key to 
personnel as necessary.  The officer will also ensure the unit property 
book is complete and up-to-date. 


 
4. Keep the unit property book in the unit property room.  All personnel 


who find or recover property will record the following information in the 
property book: 


 
a. Line # 


 
b. Date 


 
c. Taken from person or place 


 
d. Description of property 


 
e. Weight/count of drugs 


 
f. Package weight 


 
g. Why held 


 
h. Reporting officer 


 
i. Location of property 


 
j. Delivery date 
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k. Delivering officer 
 


l. Property number 
 


m. Lab number 
 


5. The Court Property Unit will return the yellow copy of the Property 
Receipt (Form 330) to the originating unit. 


 
a. The property number is located in the upper right corner of the 


Form 330.  The number indicating the location of the property is 
just below the property number. 


 
1) Place these numbers in the designated columns in the 


unit's property book. 
 


6. Property coming into custody of personnel assigned to a unit not 
covered under Section A.1. will process the property through the 
district/section/unit in which the event occurred. 


 
7. A supervisor from each shift will audit and initial the property book 


daily.  Bring discrepancies noted to the attention of the unit 
commander and then the bureau commander. 
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12.310 WASTE AND MEDICAL DEBRIS USED AT CRIME 
SCENES AND TRAFFIC ACCIDENTS 
 


Reference: 
 


Cincinnati Fire Department Operations Manual 204.01 T 
Cincinnati Health Department Housing Regulation 00053-9A 
Standards Manual - 61.2.3, 61.3.2 


 
Purpose: 


 
Define the responsibilities of Police and Fire Department personnel for removing 
waste, medical debris, blood, and body fluids at crime scenes and traffic 
accidents, and from public places such as sidewalks and streets. 


 
Procedure: 


 
A. Police Department personnel are responsible for removing any 


nonbiohazardous items at a crime scene or traffic accident. 
 


1. Remove and properly dispose of rubber gloves, crime scene tape, 
flash bulbs, discarded film containers/boxes, etc., before securing the 
scene. 
 


B. Fire Department personnel are responsible for removing any medical 
debris, blood, and body fluids from a crime scene, traffic accident, or in 
public places such as sidewalks and streets, and decontaminating the area. 


 
1. The police officer-in-charge (OIC) may request Fire Department 


personnel to leave the crime/accident scene intact during a prolonged 
investigation of the crime/accident scene. 


 
a. The police on-scene OIC will contact the fire on-scene OIC and 


make necessary arrangements for calling Fire Department 
personnel back to the scene to remove medical debris, blood, or 
body fluids. 


 
1) A police officer will remain on the scene until Fire 


Department personnel completely remove the medical 
debris, blood, or body fluids. 


 
C. Removal of Waste, Blood, and Body Fluids From Locations Other Than 


Public Places: 
 


1. Cincinnati Health Department regulations state the owner or landlord 
of a residence is responsible for removal of such waste and body 
fluids. 


 
a. Owners or landlords can be advised to clean the body fluids with 


a solution of 10 percent bleach and water, and also use universal 
precautions of wearing a mask and apron. 
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b. Health Department Hot Line 564-1780 is manned 24 hours a day 
to answer questions. 
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12.315 INVESTIGATION OF RAPE AND OTHER SEXUAL 
ASSAULT OFFENSES 


 
References: 
 
Procedure 12.720 – Evidence:  Submitting For Physical Analysis 
Ohio Revised Code 2907 – Sex Offenses 
 
Purpose: 
 
Establish responsibility for preliminary and follow-up investigations of rape and 
other sexual assaults. 
 
Reduce victim trauma by limiting the times the victim has to repeat details of the 
offense. 
 
Improve victim cooperation during the reporting, investigation, and prosecution of 
these offenses. 
 
Enhance the collection, identification, preservation, and continuity of evidence. 
 
Policy: 
 
Whenever any officer files a complaint for a violation of Ohio Revised Code 2907, 
the victim’s name will not appear on the complaint.  When the victim is a minor, 
officers will use the term “A minor” in the space for complainant.  If the victim is 
an adult, officers will use the initials of the adult.  This will aid in protecting the 
identity of sex crime victims.  The victim’s name will still appear on Ohio Incident 
Based Reports. 
 
District personnel are responsible for the preliminary investigation of rape and 
other sexual assault offenses.  Sexual offense reports will be routed as outlined 
in Procedure 12.400, Incident and Miscellaneous Reporting.  
 
Procedure: 
 
A. Investigation of Rape, Sexual Battery, Unlawful Sexual Conduct with a 


Minor, Gross Sexual Imposition, and Sexual Imposition: 
 
1. When one of the above sexual assault offenses is reported to district 


personnel, the investigating officer will summon a supervisor to 
coordinate the preliminary investigation. 
 
a. Whenever possible, the supervisor and officer who received the 


complaint should be the only persons interviewing the victim to 
determine the correct statutory offense. 
 
1) Hold this interview in a place free from interruptions, 


witnesses, other police officers, etc. 
 
2) Avoid having the victim repeatedly describe the intimate or 


embarrassing details of the offense. 
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2. Transport victims 13 years of age and older to University Hospital for a 
physical/rape examination unless a victim insists on a private 
physician or another hospital.  Transport victims under 13 years of age 
to Children's Hospital.  Transport pregnant victims of any age to 
University Hospital. 
 
a. Prior to transporting the victim, the investigating officer or 


supervisor will contact a Personal Crimes Squad (PCS) or 
Criminal Investigations Section (CIS) supervisor for direction.  It 
may be preferable for an investigator to interview the victim prior 
to any exam. 


 
b. Whenever possible, the officer who received the complaint 


should be the transporting officer. 
 
3. The district supervisor coordinating the investigation will request 


CIS/PCS respond if: 
 
a. There is an immediate need to gather physical evidence (e.g., 


blood, semen stains, fingerprints, etc.). 
 
b. The offense is fresh and to delay follow-up would jeopardize the 


successful completion of the investigation. 
4. If CIS/PCS investigators respond, they will assume the authority and 


responsibility of the investigation.  This includes completion of a Form 
301, Incident Report, and any additional supplement reports. 
 
a. CIS/PCS will immediately provide the district desk officer with the 


Records Management System case number and other facts 
necessary to keep district personnel informed. 


 
b. District personnel will aid CIS/PCS in protecting the crime scene, 


making wanted broadcasts, locating suspects and witnesses, 
arresting perpetrators, searching for evidence, etc. 


 
5. District personnel will complete the Form 301 when CIS personnel do 


not respond to the scene. 
 
a. Note the examining hospital facility or private physician on the 


Form 301. 
 
b. Include witness information, evidence held, and other results of 


the preliminary investigation on the Form 311G. 
 
c. Send a blotter notification to PCS and notify CIS desk personnel 


immediately.  The blotter notification should include the offense 
type, time and date, location, and Records Management System 
case number. 


 
d. District personnel may discover information about the offense 


after the preliminary investigation is over.  Provide this 
information to CIS to aid them in the follow-up investigation. 


 
B. Rape Evidence Kits: 
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1. University Hospital and Children's Hospital have locked cabinets to 


secure physical evidence taken from the victim by the examining 
physician.  The physician will identify and place this evidence in paper 
bags for deposit into the cabinet.  The rape evidence kit includes the 
rape exam report, clothing, pubic combings, fingernail scrapings, 
blood samples, etc. 
 
a. Only PCS investigators will pick up and process evidence from 


University Hospital and Children's Hospital. 
 
b. PCS investigators will contact University and Children’s 


Hospitals at a minimum of once a week to ensure evidence has 
been picked up. 


 
2. If the physical/rape examination occurs somewhere other than 


University Hospital or Children's Hospital, contact a CIS/PCS 
supervisor to determine who will transport the rape evidence kit. 
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12.720 EVIDENCE:  SUBMITTING FOR PHYSICAL ANALYSIS 
 
Reference: 
 
Procedure 12.130, Vice Control and Enforcement Responsibilities 
Procedure 12.715, Property and Evidence:  Confiscation, Accountability, 


Processing, Storage, and Release 
Procedure 12.725, Blood Drying:  Processing of Evidence Exposed to 


Bloodborne Pathogens 
Manual of Rules and Regulations, 2.04 
Forensics Manual 
Investigative Manual, 2.4.0 and 13.1.15 
 
Definitions: 
 
Evidence - Legally obtained, documentary or oral statements and material 
objects submitted to a court of law as proof to ascertain the truth regarding an 
offense that occurred. 
 
Private police officers - performing special duties for the benefit of, and at the 
expense of, private persons or corporations may be commissioned by the Police 
Chief with approval of the City Manager.  Such private police officers shall be 
subject to the orders, rules and regulations of the Police Chief. 
 
Drug paraphernalia - means any equipment, product, or material of any kind, 
used by the offender for propagating, cultivating, growing, harvesting, 
manufacturing, compounding, converting, producing, processing, preparing, 
testing, analyzing, packaging, repackaging, storing, containing, concealing, 
injecting, ingesting, inhaling, or otherwise introducing into the human body, a 
controlled substance. 
 
Deoxyribonucleic Acid (DNA) - the material inside a nucleus of a cell that 
carries genetic information. 
 
Information: 
 
The Hamilton County Coroner’s Laboratory has the ability to process items 
submitted for DNA analysis.  A DNA profile can be obtained from samples of 
skin, hair, blood, and other body fluids.  Once a profile is made, it is maintained 
in a local data base and forwarded to the state for submission into the Combined 
DNA Index System, (C.O.D.I.S.), where it is compared to established profiles of 
known offenders. 
 
The increasing number of DNA submissions and the costs associated with these 
examinations has resulted in the following:  The Coroner’s Lab will initially 
process three items submitted for analysis per case.   
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Officers requesting a DNA analysis should limit their requests to evidence 
involving serious crimes.  If no evidence is found on the first three items, 
additional testing may occur on other evidence.  These items should be selected 
in order of importance and the likelihood of providing a good sample of DNA; the 
rest should be properly collected and submitted to the property room.  Also, the 
submission of “Touch DNA” type samples will be limited to those items that the 
suspect brought to the crime scene.  Examples of suitable samples are cigarette 
butts foreign to the scene, drinking containers, tools, weapons, masks, or 
clothing.  Blind swabs from items the suspect might have touched will not be 
accepted.  This includes swabs from the point of entry, countertops, doorknobs, 
or from the interiors of stolen vehicles.  Swabs from visible stains of biological 
material will be accepted. 
 
Purpose: 
 
Prevent the suppression of evidence and dismissal of cases on procedural 
grounds. 
 
Policy: 
 
Evidence submitted for physical analysis will be processed in a consistent 
manner in order to maintain a high standard of dependability for examination of 
the sample. 
 
The officer will record all pertinent information on the Hamilton County Coroner’s 
Laboratory Evidence Submission Form. 
 
Procedure: 
 
A. Alcoholic Evidence 


 
1. Alcoholic beverages used as evidence in court require analysis. 
 
2. Officers citing/arresting for liquor violations must process the alcoholic 


beverage as evidence. 
 
a. All alcohol evidence submitted for physical analysis from 


unsealed containers must be submitted in a plastic specimen 
bottle.  The specimen must be sealed with evidence tape.  The 
seal must be initialed and dated by the submitting officer. 
 
NOTE:  The original liquor container may be attached to the 


specimen bottle. 
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b. Alcohol evidence in original containers with unbroken seals may 
be submitted for analysis.  The unbroken seal must be covered 
with evidence tape and the seal must be initialed and dated by 
the submitting officer. 
 
1) The investigating officer will enter the evidence in the unit's 


property book and secure it in the unit property room.  
Attach the following items to the evidence: 
 
a) Copy of the Form 527, Arrest and Investigation 


Report, or Form 314, Notice to Appear. 
 
b) Form 330, Property Receipt. 


 
1] On the Form 330, list the name of each arrested 


person.  If the property also involves a liquor 
establishment, include the liquor establishment's 
name (DBA) on the Form 330. 


 
c) A Form 327, Property Held for Court Tag, marked 


"Held for Court”. 
 
d) A Hamilton County Coroner’s Laboratory Evidence 


Submission Form. 
 
2) Deliver the evidence to the Court Property Unit between 


0630-0830 hours, Monday through Friday. 
 
c. Process evidence no longer in its original container in the 


following manner. 
 
1) Remove ice from the beverage to prevent dilution of the 


evidence.  Place the evidence in a plastic specimen bottle 
and seal it. 
 
a) The investigating officer will date and initial the seal in 


the presence of the arrested, if possible. 
 
d. Complete Forms 330, 327, and 484, Analytical Report for Liquor 


Violations.  Attach these items and a copy of the Form 527 or 
Form 314 to the evidence.  Enter the evidence in the unit 
property book.  Deliver the property to the Court Property Unit. 
 
1) List on the Form 330 the names of all arrested persons and 


the name of the liquor establishment, when applicable. 
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e. Upon completion of liquor cases in court, the arresting officer will 
inform the Court Property Unit of the case disposition. 


 
3. Process evidence gathered for presentation to the Ohio Liquor 


Commission according to Section A.1.  Write "Hold for Columbus" in 
red on the Form 330. 
 
a. Evidence in original containers with unbroken seals presented to 


the Ohio Liquor Commission only does not require analysis. 
 
B. Drug Evidence 


 
1. Investigating officer(s) will properly tag evidence believed to be an 


illegal or illegally possessed drug.  A supervisor will verify the contents 
and weights of drug evidence envelopes. 
 
a. Weigh the above drugs/chemical substances, place them in an 


envelope, and seal it with evidence tape.  The seal must be 
initialed/dated by the sealing officer (lab requirement).  Weigh 
the total package again without any forms attached.  Mark on the 
front of the evidence envelope the weight/count of the drugs and 
the total packaged weight of the sealed envelope. 
 
1) Package drugs seized separately from drug paraphernalia.  


Do not weigh drug paraphernalia. 
 
2) Package syringes in a syringe tube and attach a property 


tag.  Do not place the syringe tube in a property envelope.  
The lab will not accept syringes packaged in a property 
envelope. 


 
b. The weighing officer and verifying supervisor will mark their 


names and badge numbers on the evidence envelope. 
 
1) If the evidence is too large to weigh at the recovering unit, 


contact Court Property Unit personnel per Procedure 
12.715, Section D.4.c. 


 
c. When processing pills, tablets, capsules, caplets, etc., count the 


individual units, place them in an evidence envelope, and seal it 
with tape.  Weigh the total package without any forms attached.  
Mark on the front of the evidence envelope the count of the 
drugs and the total packaged weight of the sealed envelope. 
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1) If the pills, tablets, etc. are crushed, weigh the drug 
evidence then place it in an evidence envelope.  Seal the 
envelope and weigh the total package without any forms 
attached.  If crushed pills and whole pills are in the same 
packaging, do not attempt to count the individual pills.  
Weigh the crushed pills and whole pills together. 


 
d. Attach a copy of the Form 527, Form 314, and Evidence 


Submission Sheet to the evidence. 
 
e. All Forms 330 will accompany the property to the Court Property 


Unit. 
 
f. To maintain continuity of evidence, process articles held through 


the unit property book before taking them to the Court Property 
Unit.  Mark in the unit property book the weight/count of the 
drugs/pills and the total weight of the sealed package. 
 
1) Secure drug evidence separately from other evidence in 


the unit property room. 
 
g. All personnel handling property will sign their name and date the 


evidence bag in the designated spaces to ensure continuity. 
 
2. The Court Property Unit will: 


 
a. Assume custody of all properly tagged evidence delivered to 


their office. 
 
b. Verify the packaged weight, sign and return the yellow copy of 


the Form 330 to the delivering officer for the unit files. 
 
c. Log the evidence into the Court Property Unit. 
 
d. Cause analysis of the evidence for court. 


 
1) Once the Court Property Unit receives the property, direct 


all questions about its status to that unit.  Have the property 
number and location number ready when making inquiries. 


 
3. The arresting officer will advise Court Property Unit of the disposition 


of completed court cases. 
 
C. DNA Evidence 
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1. Officers requesting a DNA analysis should limit their requests to 
evidence involving serious crimes, felonies, violent misdemeanors, or 
a pattern of offenses that might be connected to one person.  Only 
three items should be submitted to the lab for DNA analysis.  These 
items should be selected in order of importance to case and the 
likelihood of providing a good sample of DNA.  All other evidence 
should be properly collected, packaged and submitted to the property 
room. 
 
a. Each item submitted for analysis must be individually packaged. 
 
b. Documentation must accompany the evidence to the lab to 


assist in identifying the importance of each item submitted. 
 
c. Evidence submitted for comparison to known victims, suspects 


or persons must include buccal swabs before any DNA testing 
will occur.  Examples where buccal swabs are required include 
guns submitted for CCW cases or steering wheels where 
multiple known DNA profiles are likely to be found. 


 
d. Drug packaging and paraphernalia will only be analyzed when 


there is justification to do so and a known comparison sample is 
submitted. 


 
2. In addition to blood and body fluids, items that can be submitted for 


analysis include clothing, hats, or tools used in an offense.  These 
items may provide a profile from particles left by the suspect. 
 
a. Submitted items must have been brought to the crime scene by 


the suspect.  Any requests for exemptions in special situations 
must be discussed with the lab director at the time of, or prior to, 
submission.  The lab director can be reached at 946-8755. 


 
3. Officers are encouraged to review the Investigative Manual and 


Forensic Manual for proper collection methods of DNA evidence.  
Only trained personnel may submit a buccal swab for analysis.  
Contact an Investigative Unit Supervisor to request a trained officer 
for assistance with buccal swabs. 


 
4. Evidence submitted for DNA analysis must be packaged and 


submitted in compliance with procedure 12.715, Property and 
Evidence:  Confiscation, Accountability, Processing, Storage, and 
Release.  Attach the original copy of the Hamilton County Coroner’s 
Evidence Submission Sheet, a Form 330 and a copy of the 527 when 
an arrest is made. 
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5. Every effort should be made to prevent cross contamination of 
evidence submitted for analysis.  Evidence containing wet blood or 
body fluids can be placed in one of the blood drying rooms located at 
District Four.  Refer to procedure 12.725, Blood Drying: Processing of 
Evidence Exposed to Bloodborne Pathogens for detailed instructions. 


 
6. The Court Property Unit will submit evidence to the Hamilton County 


Coroner’s Office as described in section D. 2. of this procedure. 
 
7. Results from testing generally take 30 days to complete.  A report will 


be forwarded to court property unit from the Hamilton County 
Coroner’s lab.  Court property unit will attach a copy of the report to 
the evidence returned from the lab.  A copy of the report will also be 
forwarded to the submitting officer. 


 
8. When C.O.D.I.S. matches a profile with a known person in the data 


base, the Hamilton County Coroner’s Lab will send a report to the 
investigating officer requesting a buccal swab sample from the 
suspect to confirm the match. 


 
D. Other Evidence Requiring Physical Analysis 


 
1. Criminalistics will: 


 
a. Criminalistics Squad will respond to the Court Property room to 


check out any firearm submitted that has not been processed 
and they will: 
 
1) Attempt to lift all latent fingerprints from the firearm. 
 
2) Process quality prints through the Automated Fingerprint 


Identification System (AFIS) and report their results to the 
Investigative Support Squad (ISS) personnel. 


 
3) Test fire the firearm and report their results to ISS. 


 
b. The original Evidence Submission Sheet will accompany articles 


to the laboratory.  The laboratory will not accept photocopies of 
this form.  Attach a copy of the offense report to the original 
Evidence Submission Sheet. 
 
1) Distribute copies of the Evidence Submission Sheet as 


follows: 
 
a) Original to the analyzing agency. 
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b) Copy to investigator's file. 
 
c) Copy to Criminalistics Squad along with a copy of the 


offense report. 
 
2. Court Property Unit personnel will: 


 
a. Respond to the laboratories daily, Monday through Friday, 


except holidays. 
 
b. Pick up property and lab reports. 


 
1) Staple the Official Crime Laboratory Report submitted by 


the Hamilton County Coroner's Laboratory to the evidence.  
It will remain with the evidence until the evidence receives 
a final disposition. 


 
c. Mail a copy of the Official Crime Laboratory Report to the 


investigating officer. 
 
E. Processing Evidence for Cincinnati Private Police Officers 


 
1. Cincinnati private police officers may issue minor misdemeanor drug 


possession citations. 
 
a. Seized drug evidence will be submitted to the district where the 


offense occurs. 
 
2. The desk officer will notify a supervisor when a private police officer 


submits evidence to the district. 
 
a. Submit completed Forms 314, 330, and the Evidence 


Submission Form with the evidence. 
 
3. The district supervisor will: 


 
a. Check all forms for completeness. 
 
b. Ensure the property envelope is properly completed. 
 
c. Weigh and seal evidence in compliance with Section B. 


 
4. Any follow-up, including completion of the Form 676, Status of 


Evidence and Property, will be the responsibility of the district of 
submission. 


 


Revised 08/15/13, Replaces 08/09/11 8 







12.720 


5. Court Property Unit personnel will: 
 
a. Accept and process evidence in the same manner used for 


Cincinnati police officers. 
 
b. Have the private police officer complete an Evidence Withdrawal 


Receipt when retrieving evidence from the Court Property Unit. 
 
6. When the private police officer is unable to return property to the 


Court Property Unit on the day it is checked out, the property will be 
returned to District One. 
 
a. A District One supervisor will receive evidence, confirm its 


weight, and ensure the property is properly logged into the 
property book. 
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12.825 COMPENSATORY TIME AND PAID OVERTIME 


Reference: 


Cincinnati Municipal Code (CMC) - Chapter 308 - Employment Regulations 
FOP/City Labor Agreement - Sections 2, 8, & 25  
AFSCME/City Labor Agreement - Articles 14 and 15 
CODE/City Labor Agreement – Article 15 
City of Cincinnati Overtime Policy 
Procedure 12.815 - Court Appearances, Jury Duty, and Other Hearings 
Procedure 12.820 - Compensation for Court Attendance, Hearings and Other 


Administrative Recalls 
Procedure 12.826 - Processing Payroll/Timekeeping 
Payroll Storage System User’s Manual 


Definitions: 


Increment Overtime – Overtime request for pay or time for activities that are relative to 
routine Departmental operations.  Routine activities which meet one of the criteria for 
Contingency Overtime will be classified as Contingency Overtime. 


Contingency Overtime – Overtime request for pay or time submitted and approved in 
advance.  Contingency Overtime will be either non-routine, specifically funded (such as 
council mandated PVO), or project activities (such as special investigations or sweep 
operations).  All overtime pertaining to a SWAT operation/incident will be classified as 
Contingency. 


Reimbursable Overtime – Contingency overtime that requires payment from an 
outside source, (e.g., Enterprise Services, grant monies, Ohio Department of 
Transportation). 


Purpose: 


Establish a procedure for administering, documenting, and processing records 
concerning compensatory time. 


Ensure compliance with the Fair Labor Standards Act (FLSA) for non-exempt sworn 
and non-exempt non-sworn employees, as mandated by federal statute. 


Policy: 


Court, Off/Dead, Increment, and Contingency are the only categories that are 
acceptable for the submission of paid overtime.  Contingency overtime may only be 
used if it has been pre-approved by the Police Chief or is allocated in the current 
budget. 


Avoid overtime whenever possible.  All personnel will strive to reduce overtime hours 
worked. 


Supervisors will consider the use of on-duty personnel or will adjust the employee’s 
hours rather than scheduling overtime, if contractually permissible.  Pertinent provisions 
of the contract dealing with shift separation and shift changes must also be considered. 
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A supervisor will pre-approve all scheduled, unscheduled, emergency, and non-
emergency overtime. 


Police Department personnel, both sworn and non-sworn, who work more than eight 
hours in one day or more than forty hours in one week (seven day period) will be 
compensated according to contract or memorandum of agreement.  


All compensatory time will be recorded as directed in this procedure. Unrecorded time 
is strictly prohibited. 


Department personnel will be compensated for holidays according to current Fraternal 
Order of Police (FOP), American Federation of State, County, and Municipal 
Employees (AFSCME), and Cincinnati Organized and Dedicated Employees (CODE) 
contracts, and CMC Section 308-9.  Sworn personnel receive 120 hours compensatory 
time on January 1 each year instead of holiday pay.  Holidays are treated as any other 
day. 


Annually, each sworn member will have up to three compensatory hours deducted from 
their time and deposited in the FOP donated time bank.  The amount of time deducted 
is at the discretion of the FOP President. 


Personnel will be compensated only for increment overtime previously authorized by 
their supervisor, except in extreme emergencies. 


Information: 


FLSA exempt sworn employees include sergeants, lieutenants, captains, assistant chiefs, 
and the Police Chief.  FLSA non-exempt sworn employees include police officers and 
specialists.  FLSA non-exempt sworn employees are capped after accumulating 480 
FLSA compensatory hours.  This does not include the 120 hour annual holiday 
allowance.  When the 480 hour cap is reached, all additional overtime, including 
compensatory time, is compensated by cash payment.  The 480 hour cap is revolving.  It 
does not end except when employment is terminated. 


All comp-time eligible, non-sworn employees, whether FLSA exempt or non-exempt, 
are capped after accumulating 80 FLSA compensatory hours. 


Conditions may exist which require an employee to perform a work related function 
outside of the normally established business hours of that employee.  If this occurs, all 
CODE, Division 0 (non-CODE), and Division 8 employees may adjust their schedules to 
use these hours as time off within the same pay period. 


Supervisors will make every effort to ensure flex time is used in the same pay period it 
is earned.  If circumstances do not permit the eligible employee to use the time within 
the same pay period, the employee may accrue flex time at a straight rate.  Flex time 
may only be accrued past the pay period with the prior approval of the employee’s 
supervisor.  Only non-overtime eligible CODE, Division 0 (non-CODE), and Division 8 
employees may accrue flex time. 
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Absent extenuating circumstances, the supervisor will require the employee to use any 
accrued flex time within the next pay period.  When this is not possible, a plan should 
be established to use accrued flex time as soon as possible.  Unused flex time may   
not be carried longer than 12 months for Division 0 (non-CODE) and Division 8 
employees, and 24 months for Division 0 (CODE) employees. 


Employees who accrue flex time will submit a Form 202F, Flex Time Accrual / Usage of 
Flex Time, signed by a supervisor, to their Section Commander for approval.  The 
approved Form 202F will then be forwarded to the Unit Timekeeper.  A copy of the 
Form 202F will accompany the Form 202C, Weekly Time Report, submitted at the end 
of the 2nd week of the pay period.  A Form 202F is not required if the overtime hours are 
used within the same pay period. 


Flex time will not be used as a way to allow employees to accumulate time for future 
use.  Additionally, flex time will have no cash value under any circumstances. 


All non-sworn employees will complete a Form 202C.  Employees whose working hours 
are listed on a daily line-up are not required to complete a Form 202C unless they are 
eligible for flex time. 


Procedure: 


A. Overtime Compensation 


1. Personnel working overtime will complete and submit a Form 68P, Overtime 
and Court Appearance Report, by the end of the next working day.  
Authorization must be given prior to working the overtime. 


a. Check “Time” or “Pay” on the Form 68P. 


b. In cases of increment overtime, the supervisor authorizing the overtime 
will sign the Form 68P in the “Overtime pre-approved by” block.  At the 
time of authorization, if the authorizing supervisor is physically unable 
to sign the Form 68P, authorization must be given in one of the 
following ways: 


1) Via MDC from the supervisor to the officer. 


2) Via radio if the officer has no access to an MDC. 


3) Via phone only when there is no immediate access to an MDC or 
radio. 


a) If authorization is obtained by phone, the authorizing 
supervisor must sign the Form 68P in the “Overtime pre-
approved by” block prior to submission. 


c. In cases of contingency or reimbursable overtime, such as details 
assigned by Detail Coordination Squad (DCS), preplanned City paid 
details, SWAT incidents, etc., no signature is required. However, the 
name of the unit (e.g., DCS) or the supervisor authorizing the overtime 
will be entered in the “Overtime pre-approved by” block. 
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d. List scheduled duty hours in the “Duty hours” block.  The overtime 
hours are listed in the “Overtime hours” block. 


e. In the “Reason” block describe the activity requiring the overtime. 


f. A supervisor will sign the “Verified by” line on the Form 68P after 
verifying the overtime worked and the accuracy and completeness of 
the form. 


2. Report “Recall” as defined in the FOP and AFSCME labor agreements. 


a. Only one Form 68P may be submitted for “Recall” during a four hour 
recall period. 


3. If overtime is contingency overtime, a Form 17, Request for Paid Overtime, 
must be previously approved. 


4. The unit timekeeper will enter the overtime hours worked as outlined in the 
Payroll Storage System Users Manual. 


a. File the Form 68P in the employee’s individual time folder along with all 
Form 25S, Request for Leave of Absence. 


5. The district/section/unit commander will review and approve all Forms 68P. 


B. Form 435, Payroll Overtime Report 


1. Each district/section/unit commander will review all usage of overtime as 
recorded on the Form 435 and note his approval in the space provided. 


2. The original Form 435 will be forwarded to Finance Management Section. 


a. Post a copy on the unit bulletin board for employee review. 


b. Maintain a copy in the unit file. 


3. Document “Recall” hours on a separate Form 435. 


4. Other classes of paid overtime listed on a separate Form 435 include, but 
are not limited to: 


a. Overtime, Emergency - state the specific reason. 


b. Overtime, Interdepartmental Billing - details worked for other city 
departments. 


c. Overtime, Position Vacancy. 


Note:  A Form 17 Request for Paid Overtime is required, if applicable. 


C. Other Overtime 


1. Court appearance compensation - refer to Procedures 12.815 and 12.820. 
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2. Holiday time 


a. Compensate non-sworn employees who work on a holiday for pay at 
double their hourly rate in addition to the eight hours pay ordinarily 
received when working a non-holiday. 


1) Submit a Form 68P showing the scheduled duty hours in the 
"Duty hours" and "Overtime hours" blocks.  The timekeeper will fill 
in the "Overtime for pay" block showing the hours earned.  Note 
"Worked Holiday" (specifying which holiday) in the "Reason" 
block. 


3. All sworn members of the Department will receive any additional time 
declared for each special holiday throughout the year.  The authority to grant 
a special holiday rests with the City Manager. 


4. Flex time accrual/usage 


a. Employees accruing and/or using flex time will complete a Form 202F 
and submit it to a supervisor for signature. 


b. A copy of the Form 202F (covering the entire pay period) will be 
attached to the Form 202C submitted at the end of the 2nd week of the 
pay period. 


c. The original Form 202F will be sent to Finance Management Section, 
via the chain of command, for processing. 


D. Transfer of Personnel 


1. Units transferring personnel in or out of a unit will ensure that all Forms 25S 
and Forms 68P have been entered.  The procedure outlined in the 
Automated Comp-Time Program User’s Manual will then be followed. 
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12.320 INVESTIGATION OF CON GAME/PIGEON DROP - 
SIGNAL 100 
 


Reference: 
 


Standards Manual - 42.2.1, 42.2.2, 42.2.3 
 


Information: 
 


Bank and financial institution personnel are trained to identify potential victims of 
con games as they are withdrawing large sums of money from their accounts.  
Bank tellers or managers will attempt to stall the potential victim and notify Police 
Communications Section. 


 
Purpose: 


 
Reduce criminal victimization of the elderly and increase arrests in pigeon 
drop/con game offenses. 


 
Procedure: 


 
A. Police Communications Section personnel will: 


 
1. Keep the phone line open with the bank employee, if possible, to 


obtain additional descriptions and any pertinent information. 
 


2. Dispatch a plainclothes unit from a district investigative unit via a 
Signal 100. 


 
a. If no plainclothes cars are available, notify the district supervisor 


and call the Criminal Investigation Section desk to request a 
Property Crimes Unit car, or any other available plainclothes 
officer. 


 
b. Do not send a uniformed officer except in the absence of any of 


the above plainclothes officers. 
 


B. Preliminary Investigation: 
 


1.  The responding officer will: 
 
a. Note the description of the subjects; on foot or in a vehicle 


outside the bank, who might be observing the victim or watching 
for the arrival of the police. 


 
b. Discreetly contact the bank representative who made the call 


and obtain any pertinent information. 
 


c. Conduct a thorough preliminary investigation and attempt to 
apprehend the suspect(s) if it is determined that a crime is 
occurring or has occurred. 
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d. Contact the potential victim immediately or on a delayed basis, 
depending on the situation, location of suspects, etc. 


 
1) Very often the victim will be instructed by the suspect to 


deliver the money at a prearranged location.  Allowing the 
victim to make delivery of a dummy money packet to the 
suspect is one method aiding apprehension.  This should 
not be done without the consent of the victim.  Safety of the 
victim will be the primary concern. 


 
e. When it is determined an offense has occurred, complete an 


Ohio Uniform Incident Report. 
 


2. The collator in the district of occurrence will forward a copy of the Ohio 
Uniform Incident Report to the Property Crimes Unit. 
 


C. Property Crimes Unit Responsibilities: 
 


1. Maintain a suspect-photo book and an offense MO book to aid district 
investigators. 


 
2. Maintain liaison with con game/pigeon drop investigators from major 


cities around the country.  Contact with these people can be very 
helpful to the investigator because of the highly transient nature of con 
game/pigeon drop offenders. 


 
3. Begin an all-terminal teletype, including the name and description of 


the offenders, and a brief outline of the MO used. 
 


4. Assist with case preparation and attempt to determine if similar crimes 
have occurred in other cities in surrounding areas. 


 
5. Keep district investigative units apprised of city-wide trends in this 


area. 
 
D. Follow-up Investigation: 


 
1. Districts will retain responsibility for the follow-up investigation of these 


cases. 
 


2. When an arrest is made, the collator in the district of arrest will send a 
copy of the Arrest and Investigation Report (Form 527) to the Property 
Crimes Unit. 


 
3. If no arrest has been made, the investigating officer will notify the 


Public Information Office, who will contact the news media with the 
description and MO of the perpetrators.  Con men are very sensitive to 
publicity and generally leave when they realize the public is aware of 
their presence. 
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12.725 BLOOD DRYING :  PROCESSING OF EVIDENCE 
EXPOSED TO BLOODBORNE PATHOGENS 


 
Reference: 
 
Procedure 12.310, Waste and Medical Debris Used at Crime Scenes and Traffic        


Accidents 
Procedure 12.715, Property and Evidence: Confiscation, Accountability, 


Processing, Storage, and Release 
Procedure 12.720, Evidence:  Submitting for Physical Analysis 
Cincinnati Police Department Training Bulletin #142:  Bloodborne Pathogen 


Exposure Control Plan 
Investigations Manual 
 
Definition: 
 
Evidence - Items collected and submitted to a court of law as proof to ascertain 
the truth regarding an offense that occurred.  It must be legally obtained to be 
admissible in court. 
 
Information: 
 
The Police Department’s blood drying cabinets are located at Criminal 
Investigations Section (CIS), 824 Broadway Street.  As there are only two blood 
drying cabinets, careful thought must be given when deciding if items are of 
evidentiary value.  Only evidence which must be analyzed by the Hamilton 
County Coroner’s Office or submitted as evidence in a court of law should 
be considered for processing.  Items which do not have evidentiary value 
should be photographed, placed in a biohazard bag, and transported to a fire 
station or hospital for disposal. 
 
Refer to Procedure 12.310, Waste and Medical Debris Used at Crime Scenes 
and Traffic Accidents, for questions concerning medical debris, blood, and body 
fluids from a crime scene, traffic accident, or in public places such as sidewalks 
and streets. 
 
Purpose: 
 
Provide a safe working environment for employees who deal with the processing 
and drying of contaminated items that have EVIDENTIARY value. 
 
Provide maximum protection for those employees and citizens who work or 
conduct business in the facility where the evidence is processed. 
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Policy: 
 
Do not use the blood drying cabinets merely for the purpose of drying items 
coming into police custody.  The on-scene supervisor of an incident must 
determine if contaminated items are EVIDENTIARY in nature and whether they 
will be needed as evidence in a court proceeding.  If the on-scene supervisor is 
uncertain whether the contaminated items are of evidentiary value, the 
supervisor should contact a Homicide Unit supervisor for guidance and 
assistance. 
 
Do not accept any contaminated evidence, i.e., blood soaked clothing, from a 
hospital without contacting a Homicide Unit supervisor to ensure there is 
sufficient room in the blood drying cabinets to house the evidence. 
 
Procedure: 
 
A. Packaging of Evidence for Transport to CIS: 


 
1. Place all contaminated evidence in an evidence bag or leak proof 


container. 
 
a. Process each item separately to avoid cross contamination. 
 
b. Avoid using plastic for transporting evidence.  If evidence is 


received from a hospital or other source enclosed in plastic, it 
should be transported to CIS and removed from the plastic 
within two hours. 


 
c. Leak proof containers are available from Supply Unit. 


 
2. Use a sufficient amount of packaging material to prevent any leakage 


during transporting. 
 
3. Contaminated evidence will not be permitted inside CIS if it is not 


properly packaged. 
 
B. Evidence Processing:  


 
1. Contact a Homicide Unit supervisor to ensure a drying cabinet is 


available and whether a Criminalist is on duty.  The Criminalist will 
assist the submitting officer in processing the evidence. 
 
a. If no Criminalist is on duty, a Homicide Unit supervisor may 


recall one. 
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2. If a drying cabinet is available, respond to the rear entrance of CIS 
and enter through the rear door. 


 
3. Respond immediately to Criminalistics on the fifth floor. 
 
4. All personnel processing evidence must wear rubber gloves, shoe 


coverings, a mask, and eye protection when handling contaminated 
items. 
 
a. Officers transporting the contaminated items are responsible for 


processing the evidence with the assistance of a Criminalist. 
 
b. After evidence has been processed, place contaminated rubber 


gloves, shoe coverings, and masks in biohazard bags located at 
Criminalistics.  Decontaminate protective eyewear. 


 
c. Evidence must remain in the blood drying cabinet for a minimum 


of 24 hours.  The processing officer must contact a Homicide 
Unit supervisor after 24 hours to arrange for pick-up of the 
evidence.  


 
d. After removal of an item by an officer/investigator, a Criminalist 


will ensure the blood drying cabinet is decontaminated. 
 
e. A Homicide Unit supervisor will inspect the drying cabinets, 


review the log book, and restock the supply room throughout the 
week. 
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12.727 WARRANT COMPUTER ENTRIES, PRISONER 
RETURN AND EXTRADITION 


 
References: 
 
Procedure 12.554, Investigatory Stops 
Procedure 12.600, Prisoners: Securing, Handling, and Transporting 
Ohio Revised Code Chapter 2963 - Extradition 
Ohio Revised Code 2945.72 - Extension of time for hearing or trial 
Ohio Revised Code - Ohio Rules of Criminal Procedure, Rule 1(C) (2), 4, 9  
RCIC Manual Chapter 7, Section 7.8 
 
Purpose: 


 
Establish the Hamilton County Sheriff’s Bureau of Records, Central Warrants 
Processing Unit (CWPU), as the central agency responsible for computer warrant 
entries into the Regional Crime Information Center (RCIC), National Crime 
Information Center (NCIC) and Law Enforcement Automated Data System 
(LEADS) computer files. 
 
Establish responsibility for the return of prisoners. 
 
Establish Criminal Investigation Section (CIS) as: 
 


 Having the authority to assign the proper pick-up radius for all standard 
warrant entries and warrant entries requiring a modified pick-up radius. 


 
 The Department liaison with law enforcement agencies in coordinating 


prisoner returns. 
 


 Having the necessary expertise to inform officers of the correct course of 
action required to obtain indictments where interstate extradition is 
necessary. 


 
Information: 
 
CWPU enters Cincinnati warrants into the RCIC, NCIC and LEADS computer 
files with the following pickup radius. 


 
Pickup Radius Guide: 
 
1 Extradite Interstate.  
1B Extradite Interstate ("Within 500 mile radius of Cincinnati" entered as a 


qualifier). 
1C Extradite Interstate ("Within 250 mile radius of Cincinnati" entered as a 


qualifier). 
2 Any location within Ohio. 
3 Ohio ("Within 100 miles of Cincinnati" entered as a qualifier). 
4 Hamilton County and adjacent Ohio counties. 
5 Hamilton County only. 
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The CIS Commander may approve a modified pick-up radius not typically 
assigned to a warrant.  Officers must submit a Form 450, Request for RCIC, 
NCIC and LEADS Wanted Person Computer Entry, justifying the request. 
 
Procedure: 
 
A. Warrant Entry  


 
1. Traffic Warrants 


 
a. Cincinnati traffic warrants are entered into RCIC, with a pick-up 


radius of 5.  
 


1) In exceptional cases (multiple traffic warrants or 
aggravated circumstances), an officer may request a pick-
up radius of 4. 


 
a) The requesting officer must submit a completed Form 


450 justifying the request. 
 


2. Misdemeanor Warrants 
 


a. Cincinnati misdemeanor warrants are entered into RCIC with a 
pick-up radius of 5.  


 
1) Misdemeanor Domestic Violence warrants are entered into 


RCIC and LEADS with a pick-up radius of 4. 
 


b. Misdemeanor warrants may be extended in Ohio to a pick-up 
radius of 2, 3 or 4.  Officers must submit a Form 450 justifying 
the request.  


 
3. Felony Warrants 
 


a. All Cincinnati felony warrants signed by officers are entered into 
RCIC, NCIC and LEADS with a pick-up radius of 1B with the 
following exceptions: 


 
1) Murder warrants, escape warrants and Grand Jury 


Indictments are entered into RCIC, NCIC and LEADS with a 
pick-up radius of 1. 


 
2) Felony Domestic Violence warrants are entered into RCIC, 


NCIC and LEADS with a pick-up radius of 1C. 
 


b. Officers requesting a modified pick-up radius for felony warrants 
must submit a Form 450 justifying the request. 


 
c. Private felony affidavits are entered into RCIC with a pick-up 


radius of 5 (e.g., an attorney who signs a felony affidavit on 
behalf of his/her client).  
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4. All persons having five or more Cincinnati traffic or misdemeanor 
warrants will immediately be entered into the RCIC and LEADS 
system with a pick-up radius of 4. 


 
5. The officer originating a warrant or the officer involved in the warrant 


service can make a recommendation to decrease a pick-up radius.  
The requesting officer must submit Form 450 justifying the request. 


 
B. Form 450, Request for RCIC, NCIC and LEADS Wanted Person Computer 


Entry 
 


1. Officers requesting modification of a pick-up radius assigned to a  
warrant in the RCIC, NCIC and LEADS computer files must complete 
a Form 450 and forward it through the chain of command to the CIS 
Commander. 


 
a. Upon approval the CIS Commander will forward a copy of the 


Form 450 to the CWPU Commander for a warrant entry with a 
modified pick-up radius into the RCIC, NCIC and LEADS 
computer files. 


 
1) The CIS Commander will ensure a copy of the Form 450 is 


forwarded to the requesting officer. 
 


2. CIS will maintain the original Form 450. 
 


C. Warrant Confirmation Request 
 


1. Officers will refer requests for a Cincinnati warrant hit confirmation to 
CWPU. 


 
a. Forward all information via telephone (513) 946-6201 or teletype 


using the CWPU terminal identifier OH0310006. 
 
D. Prisoner Transport 
 


1. The closest district will respond to pick-up an individual arrested in 
another jurisdiction in Hamilton County or an adjacent Ohio county on 
a Cincinnati warrant. 


 
2. All prisoner returns beyond an adjacent Ohio County are the 


responsibility of the district/section/unit originating the warrant.  
Officers will coordinate the prisoner return with CIS. 


 
3. Upon approval of the CIS administrative supervisor, the prisoner 


transport/extradition service contracted by the City may be utilized for 
prisoner returns outside of the state of Ohio. 


 
a) Officers must ensure a Form 527, Arrest and Investigation 


Report, Form 527A, Case and Bond Information Sheet, and /or a 
Form 527B, Trial Preparation Form, is completed and delivered 
to the Hamilton County Justice Center (HCJC) Central Intake 
prior to the arrival of the prisoner. 
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4.  The prisoner transport/extradition service will not be used for prisoner 
returns within the state of Ohio. 


 
E. Prisoner Return - Arrested in Hamilton County 
 


1. CWPU will teletype Emergency Communications Center (ECC) with 
warrant confirmation. 
 


2. ECC will dispatch the closest district to respond to pick-up an 
individual arrested in another jurisdiction in Hamilton County on a 
Cincinnati warrant. 


 
a. The Computer Aided Dispatch (CAD) system is programmed to 


select the closest district to the arresting Hamilton County law 
enforcement agency. 


 
F. Prisoner Return - Arrested in an Adjacent Ohio County 
 


1. CWPU will teletype the warrant confirmation, telephone number and 
terminal identifier of CIS (OHCIP0010) to the arresting agency. 
 
a. After confirming the warrant, CWPU will notify CIS of the arrest. 


 
2. CIS will teletype or telephone the arresting agency informing them a 


unit will be dispatched to a specific location to accept the prisoner. 
 


a. CIS will call ECC and request a field unit be dispatched to the 
agreed upon location for a prisoner pick-up.  CIS will provide the 
name and control number of the prisoner which will be listed in 
the Computer Aided Dispatch (CAD).   


 
G. Extradition - Arrested in an Ohio County Other than Hamilton County or an 


Adjacent Ohio County 
 


1. An individual arrested in an Ohio county other than Hamilton County 
or an adjacent Ohio county may not be returned to Cincinnati until 
brought before a court of record and given the opportunity to consult 
with an attorney or a person of his choice and to post bail as 
determined by a judge of that court (as required by Ohio Revised 
Code (ORC) Criminal Rule 4, Section E). 


 
2. CWPU will teletype the warrant confirmation, telephone number and 


terminal identifier of CIS to the arresting agency. 
 
a. After confirming the warrant, CWPU will notify CIS of the arrest. 
 


3. All further correspondence reference prisoner return will remain with 
the arresting agency and CIS until the decision to extradite is 
confirmed and a Rule 4 waiver is obtained or the posting of bail cannot 
be met by the arrested. 


 
4. CIS will: 
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a. Notify the district/section/unit of the arrest and determine if the 
arrested will be extradited to Hamilton County for prosecution. 


 
b. Teletype a request for a prisoner hold to the arresting agency 


while attempting or upon notification of the intent to extradite. 
 


1) If the district/section/unit originating the warrant declines 
extradition or if the subject of the warrant can no longer be 
prosecuted, CIS will notify the arresting agency that 
extradition will not occur. 


 
c. Ensure a Rule 4 waiver has been signed by the arrested. 


 
1) If the arrested refuses to sign the waiver, he/she is 


provided the opportunity to post bail within 24 hours.  If 
unable to post bail, the arresting agency will request 
prisoner pick-up within 3 working days (time requirement 
for the pick-up of a prisoner will vary depending on the 
county law enforcement agency involved). 


 
d. Coordinate prisoner return with the district/section/unit 


originating the warrant. 
 


H. Extradition - Arrested in Another State 
 


1. When a subject is arrested in another state on a warrant issued by the 
Cincinnati Police Department, an extradition waiver must be 
completed if the subject is willing to waive the right of extradition.  This 
waiver must be done in a formal judicial hearing. 


 
2. CWPU will teletype the warrant confirmation, the telephone number 


and the terminal identifier of CIS to the arresting agency. 
 
a. After confirming the warrant, CWPU will notify CIS of the arrest. 
 


3. All further correspondence will remain with the arresting agency and 
CIS until the decision to extradite is confirmed and an extradition 
waiver has been obtained by the arrested. 
 


4. CIS will: 
 


a. Notify the district/section/unit of the arrest and determine if the 
arrested will be extradited to Hamilton County for prosecution. 


 
b. Teletype a request for a prisoner hold to the arresting agency 


while attempting or upon notification of the intent to extradite. 
 


1) If the district/section/unit originating the warrant declines 
extradition or if the subject of the warrant can no longer be 
prosecuted, CIS will notify the arresting agency that 
extradition will not occur. 


 
c. Ensure a waiver of extradition has been signed by the arrested. 
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1) Extradition of the arrested must be completed within 10 
working days of the notification of waiver (time requirement 
for the pick-up of a prisoner will vary depending on the 
state law enforcement agency involved). 


 
2) If the arrested refuses to sign the waiver of extradition, the 


district/section/unit originating the warrant must secure a 
Grand Jury indictment.  A Governor’s Warrant will be 
issued through the Hamilton County Prosecutor’s Office 
requiring the holding state to release the arrested to the 
custody of the demanding state. 
 
a) The Hamilton County Sheriff's Office (Fugitive 


Warrant Unit) has responsibility for coordination of the 
prisoner return once a Governor’s Warrant is signed. 
 


d. Coordinate prisoner return with the district/section/unit originating 
the warrant. 


 
I. Extradition - Wanted in Another State 
 


1. When a computer hit is received on a felony warrant for a subject 
wanted in another state, the arresting officer will notify the Cincinnati 1 
(CIN1) terminal operator. 


 
2. The CIN1 terminal operator will: 
 


a. Send a teletype to the agency where the warrant originated 
requesting confirmation.  


 
1) Confirmation must be furnished within 10 minutes when 


responding to an urgent request.  Urgent requests are 
customary when no original charges are filed by the 
arresting agency.  The decision to extradite does not need 
to be made within 10 minutest, only the decision to hold 
pending the extradition process. 


 
2) Confirmation must be furnished within one hour when 


responding to a routine request.  Routine requests are 
customary when original charges are filed by the arresting 
agency. 


 
b. Send a second teletype if the confirmation teletype is not 


received within ten minutes.  
 


1) If no response is received within ten minutes after the 
second teletype, the CIN1 terminal operator will call the 
originating agency by telephone and/or notify LEADS 
control. 


 
c. Notify the arresting officer of the warrant confirmation.  
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1) If confirmation is not received the officer will notify a 
supervisor.  The supervisor will decide whether to attempt 
further notification or to release the subject.  The 
seriousness of the charge for which the subject is wanted 
must be considered. 


 
d. Forward a copy of the extradition teletype to HCJC Central 


Intake.  
 
e. Notify the originating agency to direct all further inquiries to the 


Fugitive Warrant Unit at (513) 946-5350 or by teletype using 
terminal identifier OH0310029. 


 
3. The arresting officer will prepare a Form 527. 
  


a.  The transporting officer will inform HCJC Central Intake 
personnel to attach the teletype to the Form 527.  


 
4. The Fugitive Warrant Unit has responsibility for coordination of the 


prisoner return once the prisoner is in the HCJC.   
 


a. Officers will not contact the originating agency.  If contacted by 
the originating agency, officers will direct questions regarding 
prisoner pick-up or extradition proceedings to the Fugitive 
Warrant Unit.  
 


5. The Ohio Criminal Code prohibits the release of a subject to another 
state without a mandatory hearing before a court of record.  Verbal or 
written waivers out of court are not valid. 


 
6. No subject will be arrested for a misdemeanor or traffic offense from 


another state. 
 
7. No subject will be extradited for a misdemeanor or traffic offense to or 


from another state. 
 
J. Arrest Notification 
  


1. Officers coming into contact with individuals who have a caution 
indicator in RCIC, LEADS or NCIC who are known to have an 
affiliation with groups or organizations which pose a domestic security 
concern must complete a Form 534, Contact Card; Form 527, Arrest 
and Investigation Report, etc., documenting the encounter (include 
photographs when possible) and forward to the appropriate 
section/unit.  These groups may include but are not limited to terrorist 
groups, militia/hate groups, and Security Threat Groups (STG).   


 
a. A STG is defined by the Ohio Department of Corrections as any 


organized criminal group which, if operating inside the institution, 
poses a security risk to the institution or inmate population.  
Examples of STGs include: white supremacist organizations, 
outlaw motorcycle groups, and street gangs. 
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b. Forward to Intelligence Section, a copy of any report and 
photographs of individuals affiliated with militia/hate groups and 
STGs. 


 
c.   Forward to Tactical Planning Unit, a copy of any report and 


photographs of individuals affiliated with terrorist groups. 
 


2. Intelligence Section personnel will ensure a caution indicator is 
added to the RCIC record of STG individuals which reads, “Caution, 
Subject identified as a Security Threat Group member, please 
forward any contact information to the Intelligence Section or call 
(513) 564-2200 or (513) 721-GANG”. 
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12.320 INVESTIGATION OF CON GAME/PIGEON DROP - SIGNAL 100 


Information: 


Bank and financial institution personnel are trained to identify potential victims of con 
games as they are withdrawing large sums of money from their accounts.  Bank tellers 
or managers will attempt to stall the potential victim and notify Emergency 
Communications Center (ECC). 


Purpose: 


Reduce criminal victimization of the elderly and increase arrests in pigeon drop/con 
game offenses. 


Procedure: 


A. ECC personnel will: 


1. Keep the phone line open with the bank employee, if possible, to obtain 
additional descriptions and any pertinent information. 


2. Dispatch a plainclothes investigative unit from the district of occurrence via a 
Signal 100. 


a. If no plainclothes units are available, notify the district OIC and contact 
the Criminal Investigation Section (CIS) desk to request an available 
plainclothes officer respond. 


b. Do not send a uniformed officer except in the absence of any of the 
above plainclothes officers. 


B. Preliminary Investigation: 


1. The responding officer will: 


a. Note the description of the subjects; on foot or in a vehicle outside the 
bank, who might be observing the victim or watching for the arrival of 
the police. 


b. Discreetly contact the bank representative who made the call and 
obtain any pertinent information. 


c. Conduct a thorough preliminary investigation and attempt to apprehend 
the suspect(s) if it is determined that a crime is occurring or has 
occurred. 


d. Contact the potential victim as soon as practical, depending on the 
situation, location of suspects, etc. 
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1) Very often the victim will be instructed by the suspect to deliver 
the money at a prearranged location.  Allowing the victim to make 
delivery of a dummy money packet to the suspect is one method 
aiding apprehension.  This should not be done without the 
consent of the victim.  Safety of the victim will be the primary 
concern. 


e. When it is determined an offense has occurred, complete an offense 
report. 


C. Major Offenders Unit: 


1. Maintain liaison with con game/pigeon drop investigators from major cities 
around the country.  Contact with these people can be very helpful to the 
investigator because of the highly transient nature of con game/pigeon drop 
offenders. 


2. Begin an all-terminal teletype, including the name and description of the 
offenders, and a brief outline of the MO used. 


3. Assist with case preparation and attempt to determine if similar crimes have 
occurred in other cities in surrounding areas. 


4. Keep district investigative units apprised of city-wide trends in this area. 


D. Follow-up Investigation: 


1. Districts will retain responsibility for the follow-up investigation of these 
cases. 


2. When an arrest is made, the DQA in the district of arrest will send a copy of 
the Arrest and Investigation Report (Form 527) to the Major Offenders Unit. 


3. If no arrest has been made, the investigating officer will notify the Public 
Information Office (PIO), who will contact the news media with the 
description and MO of the perpetrators.  Con men are very sensitive to 
publicity and generally leave when they realize the public is aware of their 
presence. 
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12.830 DONATED TIME 


Reference: 


Labor Agreement:  Queen City Lodge No. 69 Fraternal Order of Police and the City of 
Cincinnati 


City of Cincinnati Human Resources Policies and Procedures 
City of Cincinnati Human Resources Forms:  Request for Donated Time and Donated 


Time Processing 


Purpose: 


To establish a procedure for the management of donated time programs, while 
providing relief to sworn and civilian employees seeking relief from hardships resulting 
from medical conditions. 


Policy: 


The donor and the employee receiving the donated time need not work in the same 
agency, nor be in the same classification (i.e., lieutenant to police officer, police officer 
to clerk typist).  Donated time is not guaranteed to any employee and is granted at the 
sole discretion of the City. 


Procedure: 


A. Sworn Employees: 


1. When it is brought to the attention of a unit commander that an employee's 
sick time credit has been or is about to be exhausted, the unit commander 
will investigate: 


a. The employee's present ailment. 


b. The prognosis of the city physician, if applicable. 


c. The employee's record of sick time used in the past five years. 


1) Contact the Personnel Section Manager for any questions 
regarding FMLA Leave and the employee’s FMLA status. 


2. The employee’s absence must qualify as legitimate use of FMLA Leave. 


3. The unit commander will submit a Form 17 and the Request for Donated 
Time form to the Police Chief, through channels, noting: 


a. The details of the investigation. 


b. Any recommendation the unit commander may have concerning the 
employee's eligibility as a recipient of donated time. 


3. Once the Police Chief approves an employee to receive donated time, the 
Form 17 and the Request for Donated Time form will be forwarded to Police 
Personnel Section to verify and forward to the Assistant or Deputy City 
Manager or their designee for consideration. 
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a. Upon approval by the Assistant or Deputy City Manager or designee, 
the Form 17 and the Request for Donated Time form will be forwarded 
to: 


1) Planning Unit to prepare a Staff Note item indicating approval of 
donated time; and 


2) Personnel Section, who will inform the Fraternal Order of Police 
and email a request for donated time to all department 
employees.  If more time is needed, upon request, an email will 
be sent to all city employees. 


b. If the recommendation is disapproved, Personnel Section will notify the 
employee making the request. 


4. Any Department member wishing to voluntarily donate time for the benefit of 
an approved recipient will: 


a. Submit an Application for Leave of Absence (Form 25-S) to their unit 
commander. 


1) List the name and unit of the beneficiary, the kind of time being 
donated (e.g., vacation, compensatory time, or holiday time), and 
the number of hours being donated. 


a) Sick time may not be donated. 


2) The donor's rank and signature must appear on the Form 25-S. 


b. Submit a copy of the completed Donated Time Processing form to 
Finance Management Section via email or interdepartmental mail. 


5. Unit timekeepers will forward a copy of the Forms 25-S and the original 
Donated Time Processing form for all donated time to Finance Management 
Section. 


a. Keep the original Form 25-S in the donating officer's time folder. 


6. As the donated time is credited to the recipient officer, Finance Management 
Section will notify the donating member's and recipient's unit timekeepers. 


a. The timekeeper will not make a deduction from the donor's affected 
time balance until notified of use from Finance Management Section. 


b. Recipient's timekeeper will make the appropriate payroll entry and 
ensure that the Payroll Attendance Record (PAR) and time book are 
marked with the DNT (donated time) symbol. 


c. In no case will donated time be employed to extend an employee's 
period of active duty beyond a recommended retirement date. 


7. Donated time processed and not needed by the recipient due to retirement, 
return to duty, or other reasons will be returned to the donor and unit records 
will be adjusted accordingly. 
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B. Civilian Employees: 


1. Permanent and provisional employees may receive donated time under the 
following circumstances: 


a. It is a legitimate use of sick with pay (SWP), sick pay family (SPF) and 
sick pay death (SAD). 


b. They have exhausted all of their own SWP, vacation, and 
compensatory time. 


c. Approval will not be allowed if the sick employee is eligible for disability 
or regular retirement. 


d. Time donated is deducted from the donor’s vacation or comp time 
balance and not from sick with pay balance, unless otherwise 
permitted by a labor agreement. 


2. When a unit commander is informed that a civilian employee's sick time, 
vacation time, and compensatory time credit has all been or is about to be 
exhausted, the unit commander will investigate: 


a. The employee’s prognosis. 


b. The employee’s record of sick time used in the previous five years.  


1) Contact the Personnel Section Manager for any questions 
regarding FMLA Leave and the employee’s FMLA status. 


3. The absence must qualify as legitimate use of FMLA Leave. 


4. Upon completion of the investigation, the unit commander will execute a 
Form 17 and the Request for Donated Time form to the Police Chief noting: 


a. The details of the investigation. 


b. Any recommendation the unit commander may have concerning the 
employee's eligibility as a recipient of donated time. 


5. Once the Police Chief approves an employee to receive donated time, the 
Form 17 and the Request for Donated Time form will be forwarded to Police 
Personnel Section to verify and forward to the City Human Resources 
Director for consideration. 


a. Upon approval by the City Human Resources Director, the Form 17 
and the Request for Donated Time form will be forwarded to Planning 
Unit to prepare a Staff Note item indicating official approval of donated 
time. 


b. Personnel Section will email a request for donated time to all 
department employees.  If more time is needed, upon request, an email 
will be sent to all city employees. 


c. If the recommendation is disapproved, Personnel Section will notify the 
employee making the request. 
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6. Each city employee wishing to donate time will submit a Form 25-S and the 
Donated Time Processing form indicating: 


a. The name and unit of the beneficiary, the kind of time being donated, 
and the number of hours donated. 


b. The donor’s classification and rank. 


c. The Form 25-S must be signed and dated by the donor. 


7. Forward a copy of the Forms 25-S and the Donated Time Processing form to 
Finance Management Section for processing.  Keep the original Form 25-S 
in the donating employee's time folder. 


8. As the donated time is credited to the recipient employee, Finance 
Management Section will notify the donating and recipient members’ unit 
timekeepers. 


a. The timekeeper will not make a deduction from the donor’s time 
balance until notification of use is received from Finance Management 
Section. 


b. The recipient’s timekeeper will make the appropriate payroll entry and 
ensure the PAR and time book are marked with the DNT symbol. 


c. In no case will donated time be used to extend an employee’s period of 
active duty beyond a recommended retirement date. 


d. If the recipient employee returns to work for any length of time and 
incurs a new illness or injury, or a recurrence of the old illness/injury, 
the process for requesting donated time must be repeated. 


9. Any donated time processed and not needed by the recipient due to 
retirement, return to duty, or other reasons, will be returned to the donor and 
unit records will be adjusted accordingly. 


C. Donated Time That Leaves the Department: 


1. Requests for donated time outside the Department are distributed via City 
email.  Instructions are included and necessary forms are attached. 


2. Recipient's unit will notify the donor's unit when the time is used so the 
vacation, compensatory time, or holiday time can be deducted. 


D. Fraternal Order of Police Time Bank: 


1. On January 1 of each year, up to three hours of compensatory time may be 
deducted from each sworn member's compensatory time balance. 
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12.330 GANG INVESTIGATIONS 
 
Reference: 
 
Procedure 12.554 – Field Interview and Interrogation Reports 
Ohio Revised Code Section 2923.41-43 – Criminal Gangs 
 
Definitions: 
 
Criminal Gang - means an ongoing formal or informal organization, association, 
or group of three or more persons to which all of the following apply: 
 


• It has as one of its primary activities the commission of one or more of 
the following offenses: 


 
 Any Felony 
 Any Offense of Violence 
 Unlawful Sexual Conduct with a Minor 
 Criminal Damaging 
 Aggravated Trespassing 
 Failure to Disperse 
 Interference with Custody 
 Contributing to Unruliness/Delinquency of a Child 
 Intimidation of Attorney, Victim or Witness in a Criminal Case 
 Improper Handling of a Firearm in a Motor Vehicle 
 Trafficking in Marijuana  
 Ethnic Intimidation  
 
• It has a common name or one or more common, identifying signs, 


symbols, or colors. 
 
• The persons in the organization, association, or group, individually or 


collectively, engage in, or have engaged in, a pattern of criminal gang 
activity as defined in 2923.41 ORC.   


 
Set - this term describes a particular gang. The members of a set are usually 
close knit and are often tied to a certain school or neighborhood. This term is 
used to describe sub-types of criminal organizations.  
 
Clique or Klika - these terms are similar to sets in that they are close-knit groups 
within the gang but are usually smaller than a set.  
 
Associate (Gang Member) – any person who fits any of the criteria listed in 
Section A. of this procedure. 
 
Security Threat Group Classification – an inmate profile entered into the 
statewide gang database of self-proclaimed gang members. 
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Purpose: 
 
To identify subjects involved in criminal gang activity as defined in Section 
2923.42 of the Ohio Revised Code (ORC).  Intelligence Unit anti-gang officers 
will review all street gang information for analysis and submission into the Ohio 
State Attorney General’s Office Gang Unit Access Research Database 
(GUARD). 
 
Policy: 
 
Department personnel will actively engage in the collection, and follow-up investigation, 
of gang intelligence. 
 
Information: 
 
Intelligence gathered by anti-gang officers and other law enforcement agencies 
will be collected, reviewed and maintained by Intelligence Unit. 
 
In most cases the filing of criminal charges in connection with gang activity will 
only occur after extensive investigation and verification.  Prior to the filing of 
these charges, an Intelligence Unit anti-gang officer will be contacted for 
assistance with prosecutorial review. 
 
Procedure: 
 
A. Department personnel will document all suspected or confirmed street gang 


activity and forward it to the district/section/unit anti-gang officers.  
 


1. Identification of a criminal gang member is based on the person 
having two or more of the following criteria entered into the GUARD 
database.  Identification of an associate member is based on the 
person having one of the following criteria entered into the GUARD 
database: 


 
a. A previous conviction under ORC Section 2923.42, “Participation 


in a Criminal Gang”, and/or gang specification within the past five 
years. 


 
b. The subject has admitted to being a gang member in verbal or 


written form. 
 


c. The subject has been arrested with known gang members for 
offenses consistent with criminal gang activity. 


 
d. The subject has been identified by law enforcement or by a 


reliable informant/source as a gang member. 
 


e. The subject has been seen by law enforcement or by a reliable 
informant/source displaying or possessing a criminal gang name, 
sign, symbol, color or material, or defacing public or private 
property with the same. 
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f. The subject is known by law enforcement or by a reliable 
informant/source to associate with a criminal gang that has been 
designated as such by a court of law. 


g. The subject is known by law enforcement or by a reliable 
informant/source to have expressed knowledge of criminal gang 
activity. 
 


h. The subject is known by law enforcement or by a reliable 
informant/source to have identifiable gang tattoos. 


 
i. In custody Security Threat Group Classification profile (entered 


by Ohio Department of Rehabilitation and Correction or Ohio 
Department of Youth Services only). 
 


2. Contact by department personnel with any subject(s) meeting one or 
more of the criteria listed above should be documented and submitted 
to the district/section/unit anti-gang officer for review and verification.  


 
a. Documentation should be made on a Form 534, Contact Card, or 


Form 311, Incident Closure. 
 
b. The district/section/unit anti-gang officer will be responsible for 


reviewing submitted documents for completeness and accuracy. 
 
c. All district/section/unit anti-gang officers will have access to the 


GUARD file to review or retrieve information. 
 
d. Reviewing officers will place their name and badge number on all 


paperwork submitted after review, approval and verification. 
 
e. Upon completion of review and verification of the information, the 


officer will forward the document copies to the Intelligence Unit 
for entry into GUARD. 


 
B. Documentation should include the following information for each subject 


encountered: 
 


1. Full name, nickname or alias 
 


2. Sex  
 


3. Race/nationality/descent 
 


4. Date of birth/place of birth 
 


5. Control number/social security number 
 


6. School/grade 
 


7. Employer/job title 
 


8. Gang/clique/set and status 
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9. Criteria met (include all that apply in detail) 


 
10. Date/time/location of contact 
 
11. Source of information, if not a result of a contact 
 
12. Charges, if arrested/reason for stop on Contact Card/details of contact 


 
13. Submitting officer/badge number/assignment/relief/phone number 


 
14. Associates (separate documentation should be completed for each) 


 
15. Photograph the criminal gang activity when appropriate, including 


graffiti, clothing, tattoos, etc. 
 


16. Homicide Unit personnel will share photos of victims with any tattoos 
with an Intelligence Unit anti-gang officer in any suspicious deaths or 
any incident where gang activity is suspected. 


 
C. When an arrest or report is made involving any gang-related incident, 


personnel will document the gang information on the following forms.  
Forward a legible copy to the district/section/unit anti-gang officer for 
review:  


 
1. Form 527, Arrest and Investigation Report 


 
2. Form 527A, Case and Bond Information Report 


 
3. Form 527B, Trial Preparation Report 
 
4. Form 301SS, Suspect Supplemental Report 
 
5. Form 301AS, Arrest Supplement 
 
6. Form 310NS, Narrative Supplement 
 
7. Form 313, Firearm Report 


 
8. Or as a supplement to any official police report or incident, including the 


above reports. 
 


D. The Patrol Division Commander will designate a sergeant within the division 
to act as the Patrol Division Anti-Gang Supervisor.  This supervisor will be 
responsible for: 


 
1. Overseeing the functions of the anti-gang officers within the Patrol 


Division and act as a point of contact for the Intelligence Unit. 
 


2. Attending meetings with the Department Anti-Gang Coordinator as 
needed. 
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E. The Investigations Division Commander will designate a sergeant within the 
division to act as the Investigations Division Anti-Gang Supervisor.  This 
supervisor will be responsible for: 


 
1. Overseeing the functions of the anti-gang officers within the 


Investigations Division, except the Intelligence Unit anti-gang officers, 
and act as a point of contact for the Intelligence Unit. 


 
2. Attending meetings with the Department Anti-Gang Coordinator as 


needed. 
 
F. All School Resource Officers (SRO) and Drug Abuse Resistance Education 


(DARE) officers in the Youth Services Unit will be anti-gang officers. 
 
G. District/section/unit anti-gang officers are responsible for sharing 


information received from the Intelligence Unit with their district/section/unit 
personnel. 


 
H. Intelligence Unit anti-gang officers will be responsible for coordinating the 


transfer of information between the Intelligence Unit and all other 
district/section/unit anti-gang officers.  


 
1. These officers will act as the liaison between the district/section/unit 


and the Intelligence Unit. 
 


2. These officers will place their name and badge number on all 
paperwork submitted by the district/section/unit anti-gang officers 
when review and approval is completed. 


 
3. These officers will maintain the Department gang files. 


 
I. Intelligence Unit anti-gang officers will be responsible for establishing and 


maintaining a system to insure the timely review of documents and delivery 
of information to the district/section/unit anti-gang officers.  These officers 
will also be responsible for analyzing all gang related intelligence 
information and storing all gang related documentation.  


 
1. Intelligence Unit anti-gang officers will disseminate gang-related 


intelligence to the district/section/unit anti-gang officers. 
 


2. Intelligence Unit will refer information to the district/section/unit anti-
gang officers for follow-up investigations as needed. 


 
3. Unconfirmed gang information will be maintained by Intelligence Unit 


anti-gang officers until it is either confirmed or purged from the 
system. 


 
4. Verified gang information will be submitted into GUARD and stored as 


verified information by Intelligence Unit anti-gang officers. 


Rev. 08/23/05, Replaces 08/02/05 5 







12.330 


Rev. 08/23/05, Replaces 08/02/05 6 


 
5. Intelligence Unit anti-gang officers will be responsible to update or 


purge GUARD and gang files as information is received and within 
appropriate time limitations as required by GUARD and/or Intelligence 
Unit standard operating procedure. 


 
J. The Intelligence Unit Commander will act as the Anti-Gang Coordinator for 


the Department.  The Anti-Gang Coordinator will: 
 


1. Develop standard operating procedures. 
 
2. Schedule quarterly meetings with district/section/unit anti-gang 


officers to ensure a coordinated effort.  More frequent meetings can 
be called as activities dictate. 


 
3. Directly oversee Intelligence Unit anti-gang officers. 
 
4. Directly oversee storage of the central gang intelligence files. 
 
5. Approve all GUARD entries/purges and oversee the actual 


input/deletion of data. 
 
6. Conduct quarterly audits of data transactions and forward a written 


report to the Criminal Investigation Section Commander. 
 
7. Serve as the point of contact with the Hamilton County Prosecutor’s 


Office. 





		1.Develop standard operating procedures.
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12.735 FEDERAL AND STATE FORFEITURES 


Reference: 


21 U.S.C. 853, Federal Criminal Forfeitures 
21 U.S.C. 881, Federal Civil Forfeitures 
Ohio Revised Code 2901.01(A)(13), Definitions 
Ohio Revised Code 2925.42, Ohio Forfeiture Law 
Ohio Revised Code 2925.43, Ohio Forfeiture Law 
Ohio Revised Code 2981.03, Ohio Forfeiture Law 
Procedure 12.270, Impounding, Moving, and Release of Vehicles 
Procedure 12.715, Property and Evidence:  Accountability, Processing, Storage and 


Release 


Definitions: 


Seizing officer – Any sworn officer who confiscates property including money, motor 
vehicles, real property or real estate which will be held for forfeiture. 


Purpose: 


To ensure the fair and impartial enforcement of search and seizure laws while 
protecting the individual property rights of citizens. 


To provide for uniform and efficient processing of forfeiture applications through the 
Federal Bureau of Investigation (FBI) and the Hamilton County Prosecutor's Office of 
seized property. 


Policy: 


All property seized by or forfeited to the Police Department will be processed by 
authorized personnel.  Department personnel will not seize currency from any citizen 
absent probable cause to believe such currency is contraband, as defined in the Ohio 
Revised Code Section 2901.01(A)(13), or evidence of a crime.  Department personnel 
will not use, or condone the use of any bias based profiling in asset seizure and 
forfeiture efforts. 


Information: 


Both federal law and the Ohio Revised Code (ORC) provide for forfeiture, to the Police 
Department, of all property used in and the proceeds gained from the commission of a 
felony drug offense. 


In addition, the ORC provides for forfeiture, to the Police Department, of personal 
property and money considered contraband because of its use in any offense or a 
conspiracy to commit any offense. 


Motor vehicles are only forfeitable if used in a felony offense.  However, motor vehicles 
can be ordered forfeited, by Municipal Court, by an agreed order of forfeiture in 
connection with a plea arrangement. 
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Procedure: 


A Pre-seizure Investigation 


1. Officers involved in an investigation where they believe the suspect may 
have valuable assets subject to forfeiture will complete a Form 411, Financial 
Profile Request, and send it to the Asset Forfeiture Unit (AFU). 


a. AFU will contact the investigating officer once they receive the Form 411. 


B. Initiation of Forfeiture Proceedings: 


1. Officers coming into contact with contraband, money, or a vehicle believed to 
be subject to forfeiture will seize those items and complete a Form DIS-94, 
Forfeiture Application.  


a. The officer must believe sufficient probable cause exists to believe the 
item has been obtained through or used in the commission of a felony 
offense. 


b. If the contraband, money, or vehicle is needed as evidence for court, 
process as directed in this procedure and Procedure 12.715, Property 
and Evidence:  Accountability, Processing, Storage, and Release. 


1) It is the exception, rather than the rule, to hold a vehicle as 
evidence. 


2) In cases involving large amounts of currency, the Prosecutor's 
Office requests the currency be held as evidence. 


c. Clearly mark the words "Seized Asset - Forfeiture Case" on all property 
tags and receipts of property seized for forfeiture proceedings. 


2. The seizing officer will submit an approved Form DIS-94 along with copies of 
the following documents, if applicable, to the AFU prior to the completion of 
their tour of duty. 


a. Arrest and Investigation Report (Form 527) (include zip codes for 
residence address and place of arrest). 


b. Vice Activity Report (Form 526). 


c. Evidence Submission Sheet. 


d. Search warrants and returns. 


e. Any complaints signed (after notarization). 


f. A complete list of all property seized which might be subject to 
forfeiture proceedings. 


g. If a vehicle is involved, a copy of the 369 (Tow Mod) with computer 
printout showing registration information on vehicle. 
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h. A concise case summary showing: 


1) Probable cause for arrest. 


2) Relationship of seized property to the felony drug offense or 
involved offense. 


3) Present location of the property (e.g., Court Property Unit, 
Impound Unit). 


4) If the Cincinnati Police Department is the only agency involved in 
the seizure. 


5) If there is an additional agency involved in the seizure, the identity 
of the agency and explaining their participation in the case. 


3. Seizure of Currency from Juveniles: 


a. Money seized from juveniles can be considered part of the normal 
proceedings if accompanied by a petition on the Juvenile Complaint. 


1) The Juvenile Complaint will be completed with the following 
information added: “and request forfeiture of $--- seized in 
connection with the offense.” 


a) This information will be entered immediately after the degree 
of the offense for which the individual is charged. 


2) This applies to individuals charged with drug related offenses 
under ORC Section 2925 and in which money was seized 
regardless of the amount. 


a) This does not bypass the need to complete the Forfeiture 
Application or notify AFU of the seizure. 


4. Seizure of Motor Vehicles: 


a. If a vehicle is involved, complete the Tows/OT Recovery Module (Tow 
Mod) of Records Management System (RMS), and a Form 369A, 
Towing Receipt, and tow to the Impound Unit. 


b. Under the Impound tab, in the Comments or Recovery Details field, 
enter "Hold For Forfeiture, Do Not Release." 


1) Note the owner notified of the seizure, the time, date, method of 
notification, and the officer who made the notification. 


2) The seizing officer must notify the owner within 72 hours of the 
seizure.  Notification may be orally (in person), by telephone, or 
by certified mail (return receipt requested) to the owner's last 
known address. 
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3) If the seizing officer cannot actually contact the owner, reasonable 
good faith efforts to do so constitute fulfillment of the notice 
requirement (ORC Section 2933.43(A)(2)).  Record all 
unsuccessful efforts in the case jacket. 


c. Motor Vehicles Not in Possession of the Owner at the Time of Seizure: 


1) Return motor vehicles and contents to the owner within 72 hours if 
not in the possession of the owner at the time of seizure unless: 


a) The owner is charged with a felony offense or administrative 
violation that includes the use of the vehicle as an element 
of the offense (e.g., Permitting Drug Abuse, ORC Section 
2925.13). 


b) The owner is charged with a felony offense or administrative 
violation in the actual commission of which the motor vehicle 
was used. 


1] If one of the above applies, the motor vehicle may be 
retained until the disposition of the criminal or 
administrative charge. 


2] If one of the above does not apply and the seizing 
officer will need more than 72 hours to complete the 
investigation: 


a] With approval from a supervisor, petition the 
Court of Common Pleas for an order extending 
this 72 hour period. 


2) Request for Court Order to Extend the 72 Hour Period (ORC 
Section 2933.43): 


NOTE: Use of this section is the exception rather than the rule.  
The actual number of times this court order is requested 
should be minimal.  The preferred practice is to complete 
the investigation and return the vehicle to the owner within 
the 72 hour period. 


a) Officers will exercise sound discretion when applying for a 
court order to extend the 72 hour period.  This application 
procedure is complicated and time consuming.  Avoid it if at 
all possible. 


3) Contact AFU on the first available business day after the seizure.  
If the seizure takes place after normal business hours, send an 
email to the Special Investigations Section Commander and 
follow-up by phone on the next business day.  Provide the 
following information: 


a) A complete description of the vehicle, including make, 
model, year, color, and VIN number. 
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b) The name and last known address of the owner. 


c) A statement of why additional time is needed for 
investigation, inspection, or the gathering of evidence. 


d) Information concerning the notice given to the owner. 


4) AFU will contact the Prosecutor's Office, provide them with the 
above information, and request the Prosecutor's Office petition 
the court for an order extending the 72 hour period. 


a) It may be necessary for the seizing officer to appear at the 
petition hearing to explain why it is necessary to hold the 
vehicle longer than 72 hours. 


1] A Vice Unit supervisor will notify the officer if the officer 
is required to attend the petition hearing. 


5) The court must hold a hearing no later than the next court day 
and notify the owner of the hearing. 


a) The seizing officer will notify the owner of this hearing. 


1] Make notification to the owner's last known address as 
shown on the Form 527, 369, etc. 


2] Seizing officer will use the Notice of Hearing (Form 
273) to make notification. 


a] Complete the Proof of Service portion. 


3] Fax a copy of the notice to AFU for tracking purposes.  
Return the original to the prosecutor handling the case.  
The prosecutor will then file the Proof of Service with 
the court. 


6) If the petition is denied by the judge, return the motor vehicle and 
contents to the owner. 


a) The Impound Unit will verify vehicle ownership through the 
Regional Crime Information Center (RCIC). 


7) The Impound Unit will: 


a) Release the vehicle to the owner. 


b) Mail a copy of the 369 to AFU for tracking purposes. 
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C. AFU Responsibilities: 


1. Asset Forfeiture Unit personnel will be recalled on all seizures of currency or 
property exceeding $10,000 in value.  Seizures involving Regional Narcotics 
Unit personnel are exempt for the recall provision. 


2. Determine whether the property is subject to forfeiture based upon the 
following minimum guidelines and the facts of the particular case: 


a. U.S. Currency - $200.00. 


b. Vehicles - $1,000.00. 


3. Determine which agency (FBI or Hamilton County Prosecutor's Office) will 
process the forfeiture and forward the necessary information to them. 


4. Forward to Hamilton County Prosecutor’s Office all forfeiture complaints 
within the following timelines; “Mobile Instrumentalities”, motor vehicles, 
water craft, personal or business/government records, within 15 days of the 
seizure.  All other forfeiture complaints must be received within 45 days of 
the seizure. 


5. Secure a certified copy of auto titles at the Auto Title Department, County 
Administration Building, 1001 Main Street, Cincinnati, Ohio, 45202. 


6. Act as liaison between the Department and the processing agency. 


7. Track all cases to provide the Department with information on the status of 
forfeiture cases. 


D. Distribution of Property Forfeited to the Police Department: 


1. The FBI or the Hamilton County Prosecutor's Office will notify AFU when the 
Police Department will receive forfeited property.  AFU will: 


a. Fax a copy of the court order to Court Property Unit. 


b. Court Property Unit will transfer/deposit cash with the City Treasurer. 


c. Forward appropriate documentation to Finance Management Section 
with the amount of deposit. 


d. Notify Evidence/Property Management Section if the forfeiture involves 
motor vehicles or other property. 


1) Evidence/Property Management Section will assign motor 
vehicles or other property to various units throughout the Police 
Department. 


2. If the Police Chief chooses to sell forfeited property rather than keep it for 
use by the Department, Evidence/Property Management Section will: 


a. Arrange for the sale of the property. 


b. Forward the proceeds of the sale to Finance Management Section for 
deposit in the forfeiture account. 
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c. Notify AFU which property is sold and of the proceeds received from 
the sale. 


E. Disposition of Money Seized for Forfeiture: 


1. If, after review of the Form DIS-94 by AFU and/or the appropriate 
prosecutor, a decision is made to adopt the case for forfeiture, the AFU will 
assume responsibility for release of the money. 


2. If, after review of the Form DIS-94 by AFU and/or the appropriate 
prosecutor, no connection is found between the money and any illegal 
activity, the AFU will notify the seizing officer no forfeiture action will be 
initiated against the seized money. 


a. If the seized money is not needed as evidence in any other civil or 
criminal proceeding, the seizing officer will contact Court Property Unit 
and authorize the release of the money to the defendant or his 
authorized representative. 


b. The seizing officer will then notify the defendant to claim the money at 
Court Property Unit. 
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12.900 PROCESSING JUVENILE OFFENDERS  
 
Reference: 
 
Procedure 12.205, Traffic Enforcement 
Procedure 12.215, Cincinnati Parking Infraction (CPI) 
Procedure 12.235, Operating a Vehicle Under the Influence (OVI): Processing and 


Arrest 
Procedure 12.315, Investigation of Rape and Other Sexual Assault Offenses 
Procedure 12.430, Endangering Children Offenses 
Procedure 12.545, Use of Force 
Procedure 12.600, Prisoners:  Securing, Handling, and Transporting 
Procedure 12.610, Prisoners:  Guarding Hospitalized 
Procedure 12.905, Fingerprinting and Photographing of Juveniles 
Procedure 12.910, Missing Persons  
Cincinnati Municipal Code 910-1, Attendance at School 
Ohio Rules of Juvenile Procedure Rule 6, Taking into custody 
Ohio Rules of Juvenile Procedure Rule 7, Detention and shelter care 
Ohio Revised Code 2151.022, Unruly child defined 
Ohio Revised Code 2151.23, Jurisdiction of juvenile court 
Ohio Revised Code 2151.31, Apprehension, custody, and detention 
Ohio Revised Code 2151.311, Procedure upon apprehension 
Ohio Revised Code 2151.312, Place where unruly child may or may not be held 
Ohio Revised Code 2919.21, Nonsupport or contributing to nonsupport of 


dependents 
Ohio Revised Code 2919.22, Endangering children 
Ohio Revised Code 2919.23, Interference with custody 
Ohio Revised Code 2919.24, Contributing to unruliness or delinquency of a child 
Ohio Revised Code, Rules of Criminal Procedure, Rule 16 
 
Policy: 
 
When dealing with juvenile offenders, it is Department policy to employ the least 
coercive of the enforcement directives available to properly address the situation. 
 
Sometimes, when dealing with juvenile offenders, there are underlying issues 
that need to be investigated.  When coming into contact with a juvenile offender, 
especially runaways, curfew violators and truants, officers will look for physical 
signs of abuse or neglect.  If there are physical signs or allegations of abuse or 
neglect, the appropriate investigations will be conducted, reports completed and 
necessary action taken. 
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Information: 
 
Community safety depends primarily upon voluntary individual restraint 
conditioned by community norms that control harmful behavior and reinforce 
conventional productive behavior.  Youth who are not bonded to conventional 
community institutions such as school, work, religious and recreational 
organizations are more likely to engage in criminal behavior. 
 
The emerging direction of juvenile justice is towards a balanced and restorative 
system of justice.  Restorative justice focuses on crime as harm and justice as 
repairing harm, in part, by sanctioning juveniles based upon accountability 
measures which attempt to restore victims and clearly denounce and provide 
meaningful consequences for illegal behavior. 
 
The following enforcement directives are designed to hold juveniles accountable 
for illegal behavior.  Employing these directives will allow the court to 
appropriately intervene in incidents of juvenile offenses through formal and 
informal action, to effectively address victim, offender and community needs in a 
balanced manner which enhances public safety.  In all cases where there is 
doubt as to the proper disposition of juvenile cases, contact a supervisor for 
assistance. 
 
In all cases where there is doubt as to the proper disposition of juvenile cases, 
the officer will contact Youth Services Squad (YSS) for assistance.  If YSS 
personnel are unavailable, contact a supervisor for assistance in arriving at the 
proper juvenile disposition. 
 
Procedure: 
 
A. Unofficial Complaints/Hearings 


 
1. An officer who perceives that an informal intervention by Hamilton 


County Juvenile Court is preferable to releasing the juvenile to a 
parent/guardian without contact with Juvenile Court may sign an 
unofficial complaint against first time non-violent misdemeanor 
offenders. 
 
a. Unofficial complaints are processed through the Juvenile Court 


and result in a scheduled Unofficial Hearing. 
 
b. Unofficial Hearings provide an opportunity for the juvenile and 


the victim to arrive at a solution. 
 
2. Criteria and guidelines for Unofficial Complaints/Hearings are 


established by Juvenile Court. 
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a. Unofficial complaints can only be signed for first time delinquent 
or unruly offenders with a minor offense. 


 
b. Unofficial complaints can only be signed when a juvenile admits 


guilt to the offense. 
 
c. Unofficial complaints are not permitted for the following cases: 


 
1) Any use of a gun (real or toy) 
 
2) Domestic Violence or assault against a parent, custodian, 


guardian, or family member 
 
3) Threat or serious physical harm or death (Menacing and 


Aggravated Menacing) 
 
4) Unrecovered or damaged property over $300 
 
5) Drugs 
 
6) Sexual Offenses 
 
7) Traffic violations 
 
8) Any weapon on school grounds 


 
d. Juvenile Court has the final say in determining which juvenile 


contacts qualify to proceed with an unofficial hearing. 
 
3. Complete a Form 314, Notice to Appear, indicating referral for 


unofficial hearings. 
 
a. Write in bold letters across the bottom of the Form 314, 


“Unofficial Hearing” and check the block marked “Juvenile Court 
(When Notified)”. 


 
b. Sign an "Unofficial Complaint" at the Hamilton County Juvenile 


Court Youth Center (HCJCYC) Intake Office. 
 
1) Verify if the offense meets the guidelines for an unofficial 


hearing with a HCJCYC Intake Office clerk. 
 
B. Issuance of a Form 314, Notice to Appear - Closed Referral 
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1. In cases where an unofficial hearing is not perceived as the proper 
action, a closed referral may be issued for any non-violent 
misdemeanor offense, excluding alcohol or drug offenses, provided 
the juvenile has not been previously issued a closed referral for any 
criminal offense. 
 
a. Before issuing a closed referral, perform a computer query to 


determine the juvenile’s criminal history and wanted status. 
 
1) Computer queries QHW, QW, QJN, QJO, and QJH access 


juvenile history and wanted entries. 
 
2) Verify an outstanding warrant for a juvenile’s arrest by 


calling the HCJCYC Intake Office clerk (24 hours a day). 
 
b. Note the title of the offense, section number, and facts of the 


offense on all closed referrals. 
 
1) List the type of offense in the “Title of Offense” space of 


the Form 314. 
 
2) Enter the facts of the offense in the “Describe Violation” 


space of the Form 314. 
 
c. To properly identify juveniles and correlate juvenile records, it is 


imperative closed referrals, arrest reports, and other police 
reports reflect the names and addresses of natural parents of 
the juvenile and the names and addresses of the stepparents or 
guardians who may now have custody of the juvenile. 


 
d. Print "Closed Referral" in bold letters across the bottom of the 


Form 314. 
 
2. Once the closed referral has been completed, the juvenile must be 


released to an adult in the following order of preference – a parent, 
adult relative, adult sibling, school administrator, or responsible adult. 
 
a. Inform the adult of the nature of the offense and arrange for the 


release of the juvenile. 
 
1) Indicate the name and relationship of the person notified 


on the back of the Form 314.  The adult assuming custody 
of the juvenile must sign the front page of the Form 314. 
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b. For minor misdemeanor and traffic offenses, a telephone 
notification by the officer to the adult is sufficient.  The name of 
the adult notified must be indicated on the back of the Form 314. 


 
3. When more than one juvenile is involved in one incident, each referral 


will have complete information and crossed reference notes. 
 
4. A unit supervisor will review a closed referral for completeness, 


legibility, accuracy, and appropriateness (nature of offense, policy 
compliance, etc.). 


 
5. Police personnel will forward the closed referral (both criminal status 


and traffic offenses) to the appropriate District Quality Assurance 
(DQA). 
 
a. The DQA will enter the closed referral into the computer system 


and forward all copies to the Police Records Section for filing. 
 
C. Issuance of Citations 


 
1. Sign official complaints against juveniles who have committed a 


felony, violent misdemeanor (per Ohio Revised Code (ORC) 
2902.02), drug or alcohol offense or for a non-violent misdemeanor (if 
they have previously been issued a closed referral for a criminal 
offense), except in the following cases wherein a closed referral is 
permitted: 
 
a. Complainant refuses to prosecute 
 
b. Exceptional clearances (multiple case closures) 
 
c. Juvenile lives outside of Hamilton County (misdemeanors only) 
 
d. Children under the age of seven 


 
2. Sign official complaints processed as citations at the HCJCYC Intake 


Office. 
 
3. In cases where the officer will sign the complaint 


 
a. Complete a Form 314 for record purposes. 


 
1) Check the block titled "Juvenile Court (When Notified)." 


 
b. Release the juvenile to his parent/guardian. 
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1) Advise the parent/guardian that Juvenile Court will notify 
them of the court date. 


 
c. Sign the official complaint within 16 hours of the citation at the 


HCJCYC Intake Office. 
 
1) Complete a Juvenile Court Case Summary Form, available 


at the Intake Office, when signing the complaint. 
 
2) Obtain the Juvenile Court case number and the Juvenile 


Court identification number from the intake clerk.  Record 
both numbers in the "Describe Violation" space on the 
Form 314. 


 
3) Officers have the option of completing a Form 555, 


Juvenile Court Pre-Sentence Probation Information 
Request, to provide information to the court prior to 
sentencing.  This form may also be completed when 
making a physical arrest. 
 
a) Completion of the Form 555 will generate a pre-


sentence probation investigation.  The arresting 
officer(s) will be contacted during this investigation to 
provide information relevant to the sentencing. 


 
d. Juvenile Court will notify all witnesses and issue the necessary 


subpoenas. 
 
e. A unit supervisor will review the Form 314 and forward to the 


district DQA. 
 
1) The DQA will enter the citation into the computer system 


and forward all copies to Police Records Section for filing. 
 
D. Physical Arrest (Detention) 


 
1. Reasons to admit a juvenile into detention are: 


 
a. The seriousness of the offense 


 
1) Priority should be given to offenses involving violence 


toward a victim(s). 
 
2) A history of minor offenses may also be considered. 
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b. Protection of the juvenile from immediate or threatened physical 
or emotional harm. 


 
c. The juvenile may abscond or be removed from the jurisdiction of 


the court. 
 
d. The juvenile has no parent, guardian, custodian, or other person 


able to provide supervision and care for the juvenile and return 
the juvenile to court when required. 


 
e. An order for placement of the juvenile in detention or shelter 


care has been made by the court. 
 
2. Approval from a supervisor is required to place juveniles under 12 


years of age in detention. 
 
3. Appropriate charges must be determined prior to transport to the 


HCJCYC. 
 
4. Transportation to HCJCYC (Detention) 


 
a. Juveniles will be taken to the appropriate detention facility 


without delay, unless in need of medical attention. 
 
b. Juveniles will remain handcuffed during all phases of 


transportation and processing. 
 
c. Whenever juveniles are transported or processed, separate 


them from adult offenders. 
 
5. Process all evidence through the arresting officer’s district/section/unit 


to the Court Property Unit.  Document on the Form 527, Arrest and 
Investigation Report, where the property was taken. 
 
a. Personal property found on the juvenile will be held at HCJCYC. 


 
6. Prepare a Form 527 when taking a juvenile to the HCJCYC. 


 
a. The Form 527 will accompany the juvenile to the HCJCYC and 


provide the basis for the Receipt for Juvenile Form prepared by 
intake personnel. 


 
b. Notify the HCJCYC intake or youth center officer when an 


arrested juvenile must obtain medical treatment prior to being 
transported to the HCJCYC. 
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7. Upon completion of the juvenile’s registration, the arresting officer will 
file the official complaint with the HCJCYC Intake clerk. 
 
a. The Form 527 should contain all pertinent information related to 


the case including: names of witnesses, injuries to victims, any 
evidence, etc. 


 
b. The transporting officer(s) will enter the identification number 


and case number(s) obtained from the intake clerk in the “Facts 
of Arrest” space on the Form 527. 


 
c. A unit supervisor will review the Form 527 and forward to the 


district DQA. 
 
1) The DQA will enter the Form 527 information into the 


computer and forward all copies to Police Records Section. 
 
8. Officers will complete a Form 527J, Juvenile Case Investigation 


Jacket, for all arrests on original felony and original, reportable 
misdemeanor charges.  The only exception is Operating a Vehicle 
under the Influence (OVI) arrests. 
 
a. The Form 527J will include a 527B and copies of all other 


pertinent paperwork needed to prove the facts of the case, 
including probable cause, elements of the crime and evidence 
showing the suspect committed the crime.  The jacket will 
include: 
 
1) Copies of all reports. 
 
2) Statements 


 
a) Any written or recorded statement by the defendant or 


a co-defendant, including any summaries of such 
statements. 


 
b) Any written or recorded statement by the victim or 


witness. 
 
3) All laboratory or hospital reports. 
 
4) Results of physical or mental examinations, experiments or 


scientific tests. 
 
5) Documentation of evidence collected. 
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6) Photographs related to the offense. 
 
b. A supervisor must review the contents for accuracy and 


completeness and sign the Form 527J. 
 
c. The completed Form 527J will be entered into the 


district/section/unit Form 527J log book and submitted for review 
to an on-duty supervisor prior to securing the tour of duty. 
 
1) Do not leave the 527J or 527B with the juvenile clerk. 


 
d. The approved Form 527J will be logged out of the log book and 


hand carried to the Hamilton County Prosecutors Office 
(Juvenile Division) located at 230 East 9th Street, 4th floor, by the 
officer assigned to the property run on the next business day. 


 
9. Notification of parent/guardian 


 
a. An officer taking a juvenile into custody will make a reasonable 


attempt to notify the parent/guardian.  Make an entry in the 
district or unit blotter of the notification or inability to notify. 
 
1) Notify the parent/guardian when detaining a juvenile for "in-


custody" questioning. 
 
a) "In-custody" means taking a juvenile to a police 


facility, detention facility, hospital, or other place 
where the juvenile is not free to leave. 


 
b) The detaining of a juvenile for in-custody questioning 


must be based upon probable cause. 
 
c) Notification of the parent/guardian is not necessary 


for brief field interviews. 
 
d) The interviewing officer(s) will explain agency and 


juvenile justice system procedures to the juvenile and 
the juvenile’s parents or guardians. 
 
1] As part of the explanation, include: 


 
a] What violation the juvenile is being 


charged with. 
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b] Whether the juvenile will be transported to 
the HCJCYC or released to the custody of 
the parent or guardian. 


 
c] Whether further court proceedings will 


ensue. 
 
2] Juvenile Court will handle the notifications of 


when to appear for further court proceedings. 
 
2) The length of time for a juvenile interview is best gauged by 


the investigator's assessment of the juvenile's physical and 
emotional condition throughout the interview process. 
 
a) Never interview juveniles beyond one hour without 


approval of a supervisor. 
 
3) No more than two officers will interview a single juvenile. 


 
E. Felony and Reportable Misdemeanor Warrants 


 
1. Refer to Procedure 12.900 section D.8. when signing active juvenile 


warrants for felony or reportable misdemeanor offenses. 
 
F. Runaways 


 
1. Query all runaways to determine if warrants have been signed. 
 
2. Local runaways 


 
a. Take the juvenile home.  Obtain supervisory approval if the 


juvenile lives outside Hamilton County, but within reasonable 
driving distance. 
 
1) If the parent/guardian cannot control the juvenile or the 


juvenile will run away again, they must sign an official 
complaint at the HCJCYC Intake Office before the juvenile 
is placed in detention. 


 
b. Juvenile Court will issue a runaway warrant for a juvenile whose 


whereabouts have been unknown for 12 hours or more.  
Exceptions are made for a juvenile whose safety is in jeopardy. 
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c. Officers may consider a local runaway for detention if they can 
justify it on the basis of personal knowledge or when other 
delinquent acts are involved.  Disposition should be made in 
accordance with Section D.1. of this procedure. 


 
3. Out-of-town runaways 


 
a. Take the juvenile who lives 75 miles or less to the district.  Notify 


the parent/guardian to respond for the juvenile.  A supervisor will 
ensure the security of the juvenile until the parent/guardian 
arrives. 
 
1) If there is any question regarding the cooperation of the 


juvenile while awaiting release, transport to HCJCYC and 
sign the appropriate charge as indicated below. 


 
b. Take juveniles living in excess of 75 miles from Cincinnati to 


HCJCYC. 
 
1) The arresting officer will sign an unruly juvenile complaint 


based on ORC 2151.022, Unruly Juvenile, Defined. 
 
2) Contact 241-KIDS (Hamilton County Department of Human 


Services) for assistance for juveniles under 12 years of 
age.  Complete a Form 314 and notify Personal Crimes 
Squad (PCS) by telephone. 


 
c. Make a blotter entry indicating the disposition of the juvenile. 


 
4. Runaways from placement centers 


 
a. Place runaways, 12 years of age or older, from placement 


services in the HCJCYC unless immediate custody can be 
transferred to an appropriate authority for the juvenile's return. 
 
1) The arresting officer will complete a Form 527. 


 
b. Contact 241-KIDS for a juvenile under 12 years of age if the 


juvenile cannot be returned to the agency having jurisdiction.  
Complete a Form 314 and notify PCS by telephone. 


 
G. Incorrigible Complaints 


 
1. Police officers will not initiate an arrest for incorrigibility without an 


official complaint signed by a parent/guardian. 
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H. Juvenile Traffic Offenders 
 
1. Juveniles 12 through 17 years of age inclusive, who commit a minor 


traffic violation, may be issued an Ohio Multi-Count Uniform Traffic 
Tag (MUTT) or a closed referral. 
 
a. When a closed referral is issued, write "Closed Referral" and the 


specific charge in the "Offense Charged and Description" block 
of Form OH-1. 


 
b. Juveniles 7 through 11 years of age will receive a closed referral 


unless one of the following occurs: 
 
1) Operation of a vehicle without a valid driver’s license. 
 
2) Operating a Vehicle Under the Influence (OVI) violation. 
 
3) Auto accident with serious injuries or a death to another 


(excludes pedestrian accidents wherein the juvenile is at 
fault and injured) 


 
4) Auto accident involving severe property damage 


 
2. If a traffic code violation (for OVI cases, see Section H.3. of this 


procedure) is committed by a juvenile driving a motor vehicle, and the 
officer determines a warning (Closed Referral) is not sufficient, the 
following will apply: 
 
a. District officers will cite juvenile traffic offenders on an MUTT to 


Juvenile Court on the following days except court holidays: 
 
1) Monday - District 1 and District 5 
 
2) Tuesday - District 2 
 
3) Wednesday - District 3 
 
4) Thursday - District 4 


 
NOTE: Other units are not restricted. 


 
5) A minimum of 14 days must elapse between the date the 


citation is written and the date of the hearing (except 
juvenile OVI cases - see Section H.3. of this procedure).  
Write citations for the first hearing date for your district 
following the 14 days. 
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6) When necessary, the hearing date can be delayed to a 


following assigned date. 
 
7) All hearings will be set for 1430 hours. 
 
8) Districts assigned hearing dates that fall on a holiday will 


schedule the hearing for the indicated day of the following 
week. 


 
b. Citations issued as a result of an auto accident require both 


parties and witnesses to be informed of the date and time of the 
hearing. 
 
1) Witnesses may appear at the hearing, but are not required 


unless subpoenaed. 
 
c. Give a juvenile traffic offender the violator's copy of the MUTT, 


listing the date and time of the court appearance. 
 
1) Check the block advising the juvenile to appear in Hamilton 


County Juvenile Traffic Court. 
 
3. When a juvenile is cited to court for ORC Sections 4511.19 OVI, or 


4511.19.1 - Implied Consent. 
 
a. Cite the arrested juvenile on a MUTT for the fifth calendar day 


following the arrest.  If the fifth calendar day is a Saturday, 
Sunday, or a legal holiday, use the next court day. 


 
b. The time of the court appearance is 1430 hours in Juvenile 


Court. 
 
c. Police personnel will not appear at this hearing. 


 
4. Treat juveniles riding toys as a pedestrian. 
 
5. Issue a Cincinnati Parking Infraction (CPI) when a vehicle parked in 


violation is known to be owned, or the violation was committed by, a 
juvenile. 
 
a. Cite juveniles operating a vehicle with expired license plates in 


violation of Cincinnati Municipal Code (CMC) 503-52, 
Unauthorized License Plates, on a MUTT to Juvenile Court. 


 
I. Adult Criminal and Traffic Warrants Issued to a Person who is a Juvenile 
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1. Send an adult criminal or traffic warrant issued for a juvenile to the 


Hamilton County Sheriff's Office, Central Warrants Processing Unit. 
 
a. Accompany the warrant with a complete list of the facts so a 


Record of Arrest can be prepared and the warrant(s) dismissed. 
 
2. Circumstances consistent with this procedure will determine if: 


 
a. The juvenile is issued a MUTT and cited to Juvenile Court. 
 
b. A juvenile complaint is signed and the juvenile is cited to 


Juvenile Court or placed in the HCJCYC. 
 
J. Service of Hamilton County Juvenile Court Warrants  


 
1. When a computer check indicates a warrant is on file, telephone the 


HCJCYC Intake Office and confirm the warrant. 
 
a. Complete a Form 527 listing the following information: 


 
1) Date, time, name of the person confirming the warrant, and 


the Juvenile Court identification number in the space titled 
"Facts of Arrest" 


 
2) Warrant number(s) in the space titled "Charges" 
 
3) RCIC control number in the space titled "Control Number" 


 
b. Complete a Form 527J if information which is pertinent to the 


warrant is discovered, including new evidence and/or statements 
made by the arrested. 


 
2. If adults have an active warrant issued by the Juvenile Court when the 


adults were juveniles, confirm the warrant with the HCJCYC Intake 
clerk. 
 
NOTE: Do not cite adults with juvenile warrants to court. 
 
a. Take adults with Juvenile Court criminal and parole violation 


warrants to the Hamilton County Justice Center (HCJC). 
 
1) Take the completed Form 527 to the HCJC with the adult. 
 
2) Advise the HCJCYC Intake clerk the person will be taken to 


the HCJC. 
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a) The intake clerk will send teletype confirmation of the 


warrant to the HCJC. 
 
b. Take adults with Juvenile Court traffic or violation of court order 


(juvenile probation violation) warrants to the HCJCYC. 
 
1) Take the completed Form 527 to the HCJCYC with the 


adult. 
 
3. When the HCJCYC Intake clerk is unable to confirm a warrant on a 


computer hit, the unit supervisor will document on a Form 17 the date, 
time, name of the clerk, and a full report of the incident.  Forward the 
Form 17 and a teletype printout of the computer hit to the Police 
Chief. 
 
a. The Police Chief will forward the Form 17 to the YSS 


Commander for a follow-up investigation. 
 
b. Release the juvenile if the intake clerk cannot confirm the 


warrant and no new charges are filed. 
 
4. Juvenile Court warrants are distributed to the districts. 


 
a. The district commander will direct all juvenile warrants received 


to the warrant control officer. 
 
1) The warrant control officer will complete a Form CW100 


(Warrant Control Card) for each warrant. 
 
a) Record juvenile warrants separately but in the same 


manner as adult warrants. 
 
b) Process juvenile warrants within a 14 day period. 
 
c) The Monthly Warrant Report will include a separate 


section for juvenile warrants. 
 
b. The district commander will determine the assignment for 


service of juvenile warrants. 
 
K. Investigations on School Property 


 
1. The primary function of the School Resource Officer (SRO) is 


enforcement action for any violation of law which occurs on school 
property. 
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a. In many instances, the SRO can identify a wanted juvenile. 
 
b. The SRO may also know the background information, address, 


and other data on a suspect juvenile. 
 
c. When SRO’s are not readily available to respond, all initial 


requests for service (e.g., reports, investigations, etc.) should be 
immediately handled by the police officer on the scene and not 
referred to an SRO for appropriate action. 


 
2. If an incident occurs on school property in view of a police officer, the 


officer will file the official complaint. 
 
3. Contact the school principal to arrange for an interview on the school 


premises with a juvenile. 
 
a. For informational purposes and necessary assistance contact 


the SRO. 
 
L. Attendance at School 


 
1. If a juvenile is out in a public place during the hours when the child is 


required to be in attendance at school and is without parental 
supervision and not on an emergency errand, complete a Form 314, 
charging the juvenile with CMC Section 910-1, Attendance at School 
(also known as Daytime Curfew). If the juvenile is not suspended or 
expelled from school, return the juvenile to their particular school 
attendance officer. 


 
2. If the student is suspended or expelled from school, they may not be 


returned to school, but must be taken home or to a police facility until 
a parent or guardian can be contacted.  


 
M. Curfew for Minors 


 
1. If a juvenile, under the age of 16, is about or upon any place in the 


city other than their home or usual place of abode between the hours 
of 10:00 p.m. and 5:00 a.m. of the following day, and exceptions do 
not apply, charge with CMC Section 911-27b. 


 
2. If the juvenile is 16 or older but under 18 and is about or upon any 


place in the city other than their home or usual place of abode 
between the hours of 12:00 a.m. and 5:00 a.m., and no exceptions 
apply, charge with CMC Section 911-27c. 
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3. In cases of curfew violations, CMC Section 911-27, juveniles may be 
transported to the following locations, listed in order of preference: 
 
a. Home - Officers will transport a curfew violator home if 


geographically closer than a curfew center. 
 
b. Curfew Center 
 
c. Lighthouse Youth Services Inc., 3330 Jefferson Avenue, when a 


parent/guardian cannot be located and a curfew center is not 
available. 
 
1) Officers must make a reasonable attempt (approximately 


one hour) to locate the parent/guardian of a curfew violator 
before transporting the violator to the Lighthouse. 


 
2) Curfew violators under the influence of drugs/alcohol, in 


possession of a weapon, or involved in gang activity will not 
be accepted. 
 
a) Lighthouse staff has the right to refuse admittance to 


any curfew violator. 
 
3) Officers transporting a curfew violator to the Lighthouse 


must then respond to the HCJCYC Intake office to sign a 
complaint for CMC 911-27, even if the violator is a first 
offender. 


 
4) Curfew violators who leave the Lighthouse before being 


released to a parent/guardian will not be charged with 
Escape, ORC 2921.34. 
 
a) If located, these violators will be transported to 


HCJCYC and charged with an additional curfew 
violation, if appropriate. 


 
5) Officers will contact the District Five Officer in Charge (OIC) 


if a supervisor is needed to resolve any situation involving 
curfew violators. 


 
d. Hamilton County Juvenile Court Youth Center, 2020 Auburn 


Avenue. 
 
1) Only transport curfew violators to the HCJCYC if one of the 


following conditions applies: 
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a) All locations listed above are unavailable to receive 
the violator. 


 
b) Any condition listed in Section D.1 of this procedure is 


applicable to the violator. 
 
4. Enforcement actions 


 
a. A Form 314 (closed referral) will be made for an initial curfew 


violation. 
 
1) A closed referral should not be used on a second contact 


unless extenuating circumstances are present (e.g., 
extensive time has expired since last enforcement contact, 
juvenile will soon be an adult, etc.). 


 
b. Handle subsequent violations by completing a juvenile complaint 


signed at either Juvenile Court or HCJCYC. 
 
1) Any previous adjudication for ANY violation will cause the 


correct charge for curfew to be a Violation of a Court Order 
(VCO).  Sign a Juvenile Complaint titled “VCO-Curfew” 
(ORC Section 2152.02). 


 
c. If the parent/guardian has previously been issued a written 


warning, issue the parent/guardian a minor misdemeanor 
citation for CMC Section 911-27(e). 


 
5. To ensure the appropriate enforcement is being taken, officers must 


check the juvenile’s previous record. 
 
a. This can be accomplished by making a computer inquiry or 


calling the Juvenile Court Clerk’s office. 
 
N. Adult Involvement in Juvenile Court Cases 


 
1. Juvenile Court has original jurisdiction under the ORC to hear and 


determine all misdemeanor cases charging adults with any act or 
omission with respect to any juvenile, which act or omission is a 
violation of any state law or any municipal ordinance. 
 
NOTE: ORC Section 2919.22, Division A - Endangering Children, a 
misdemeanor of the first degree, is the jurisdiction of the Hamilton 
County Municipal Court. 
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2. Police personnel or a parent/guardian wishing to obtain an adult 
warrant at the Juvenile Court for ORC Sections 2919.21, Division (B) - 
Nonsupport or contributing to nonsupport of dependents; 2919.22, 
Division (B)(1) - Endangering Children; 2919.23, Division (B) - 
Interference with custody; or 2919.24, Contributing to unruliness or 
delinquency of a juvenile, can: 
 
a. Consult with a Juvenile Court prosecutor staff during normal 


business hours. 
 
b. File complaints with the HCJCYC Intake clerk when the officer or 


parent/guardian cannot wait until normal court business hours. 
 
3. Process adult violators arrested and charged with an offense that 


Juvenile Court has jurisdiction over through the HCJCYC Intake Office 
and hold at the HCJC. 
 
a. The arresting officer or the complainant, accompanied by the 


arresting officer, will sign the official complaint at the HCJCYC 
Intake Office. 
 
1) The police officer will obtain the necessary paper from the 


Intake Clerk after the complaint is signed and transport the 
arrested and the paperwork to the HCJC. 


 
O. Disclosing Identity of Juvenile Offenders 


 
1. Police personnel will not disclose the identity of any juvenile who is 


the subject of a police contact through detention, citation to court, or 
by referral to non-criminal justice administration personnel in 
conformance with the spirit of the Ohio Juvenile Code, except when: 
 
a. Identity is required for official purposes. 
 
b. The juvenile is wanted as a missing person/runaway and such 


information is transmitted by Emergency Communications 
Center (ECC). 


 
c. The juvenile is wanted in the investigation of a felony and such 


information is transmitted by (ECC). 
 
2. Refer private persons or agencies making a request for identity of 


juvenile offenders at the Police Records Section, any police unit, or 
from a member of the Department, to the Juvenile Court.  Juvenile 
Court can better evaluate the total situation regarding the juvenile 
involved and their records are more complete. 
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12.905 FINGERPRINTING AND PHOTOGRAPHING OF 
JUVENILES 


 
Reference: 


 
Ohio Revised Code - Section 109.60 
Ohio Revised Code - Section 109.61 
Ohio Revised Code - Section 2151.313 
Standards Manual - 82.1.1 


 
Purpose: 


 
To establish a uniform Department policy governing the collection and 
preservation of fingerprints, photographs, and reports required when taking a 
juvenile into custody. 


 
To establish a countywide database of critical information needed to aid in the 
investigation and prosecution of juvenile offenders. 


 
Policy: 


 
Department members will comply with Ohio Revised Code’s (ORC) mandatory 
and discretionary guidelines for the fingerprinting and photographing of juveniles 
taken into custody. 


 
Procedure: 


 
A. Process for Fingerprinting or Photographing Juveniles: 


 
1. Fingerprint and photograph all juveniles arrested or taken into custody 


for the commission of a felony or an offense of violence. 
 


2. Permission from a Juvenile Court judge is not required to fingerprint 
or photograph juveniles when all of the following apply: 


 
a. The child is arrested or taken into custody. 


 
b. The offense is a felony, or an offense other than a minor 


misdemeanor or traffic offense. 
 


c. There is probable cause to believe the child may have been 
involved in the commission of this offense other than a minor 
misdemeanor or traffic offense. 
 


3. Permission from a supervisor is required to fingerprint and photograph 
a juvenile when there is probable cause to believe the child may have 
committed a misdemeanor violation other than offenses of violence or 
a felony (Refer to section A.5.a.-ff. for a complete list of offenses).  In 
all other cases, fingerprinting and photographing a juvenile requires 
permission from a Juvenile Court judge. 


 
a. Call Juvenile Court, Docketing and Case Management Office, 


during normal business hours for permission. 
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1) If permission is granted over the phone, the officer must 
complete the Cincinnati Police Department Fingerprints and 
Photographs Report (Form 189) and send it to Juvenile 
Court as indicated on the form. 
 


b. After normal working hours, an officer may contact a Juvenile 
Court judge through the Juvenile Court night clerk. 


 
4. The Hamilton County Juvenile Court Youth Center (HCJCYC) 


authorities will fingerprint and photograph all juveniles who are: 
 


a. Physically incarcerated for a felony. 
 


b. Physically incarcerated for an offense of violence. 
 


c. Physically incarcerated for a Parole Violation. 
 


5. A juvenile arrested for any of the following offenses will be 
fingerprinted and photographed.  Upon a delinquent adjudication, 
fingerprints will be entered into the Automated Fingerprint 
Identification System (AFIS) by the Hamilton County Sheriff’s 
Identification Unit (HCSIU). 


 
a. (2903.01) Aggravated Murder  


 
b. (2903.02) Murder  


 
c. (2903.03) Voluntary Manslaughter 


 
d. (2903.04) Involuntary Manslaughter 


 
e. (2903.11) Felonious Assault 


 
f. (2903.12) Aggravated Assault 


 
g. (2903.13) Assault 


 
h. (2903.21) Aggravated Menacing 


 
i. (2903.211) Menacing by Stalking 


 
j. (2903.22) Menacing 


 
k. (2905.01) Kidnapping 


 
l. (2905.02) Abduction 


 
m. (2905.11) Extortion 


 
n. (2907.05) Rape 


 
o. (2907.03) Sexual Battery 


 
p. (2907.05) Gross Sexual Imposition 
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q. (2907.12) Felonious Sexual Penetration- Repealed 
 


r. (2909.02) Aggravated Arson 
 


s. (2909.03) Arson 
 


t. (2911.01) Aggravated Robbery 
 


u. (2911.02) Robbery 
 


v. (2911.11) Aggravated Burglary 
 


w. (2911.12) Burglary 
 


x. (2917.01) Inciting to Violence 
 


y. (2917.01) Aggravated Riot 
 


z. (2917.03) Riot 
 


aa. (2917.31) Inducing Panic 
 


bb. (2919.25) Domestic Violence 
 


cc. (2921.03) Intimidation 
 


dd. (2917.04) Intimidation of a Crime Victim  or Witness 
 


ee. (2921.34) Escape 
 


ff. 2923.161) Improperly Discharging Firearm  at or into a Habitation 
or School 
 


6. The district/section/unit making the juvenile arrest is responsible for 
fingerprinting the juvenile following each arrest for a felony or an 
offense of violence.  This applies to situations where the officer has 
custody of the juvenile and issues a Notice To Appear (Form 314) 
citation to court in lieu of a physical arrest.  Enter the juvenile arrest 
into the blotter. 


 
a. Make three ten-print Fingerprint Cards (Form 12FB, FW, MB, or 


MW), (one local and one Bureau of Criminal Identification and 
Investigation (BCI&I)), one FBI ten print card, and one set of 
Palm print Cards (Form 12P) of the arrested juvenile. 


 
b. Districts- The District Investigative lieutenant is responsible for 


quality control and routing of the fingerprints. 
 


c. Section/units- The Section/Unit Commander or his designee is 
responsible for quality control and routing of the fingerprints. 
 


7. Each morning with the property run, districts/sections/units will send 
the following information of juveniles arrested for felonies and offenses 
of violence: 
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a. Copies of the fingerprints, copies of palm prints, and a copy of 
the Arrest and Investigation Report to the Juvenile Court Clerks 
Office, 800 Broadway. 


 
b. Original fingerprints, original palm prints, and a copy of the 527 


to HCSIU, room 101 of the Hamilton County Justice Center.  List 
the Juvenile Court Identification number in the "Jacket Number" 
box on the Form 527. 


 
B. Reporting Requirements: 


 
1. The District Investigative Unit Commander/Section Commander or his 


designee must forward the Form 189 to the Director of Docketing at 
Juvenile Court for all photographs taken, forward the Form 189 to 
HCSIU and the Director of Docketing at Juvenile Court for fingerprints 
taken, no later than the Juvenile Court’s next business day, complete 
with: 


 
a. Identity of juvenile:  name, address, birth date, parent's or 


guardian's name. 
 


b. The offense under investigation. 
 


c. The date and time fingerprints and photographs were taken. 
 


d. The number of fingerprint/photograph sets taken. 
 


e. The name, address, and agency of each person who has 
custody of the fingerprints or photographs. 
 


2. The investigating officer is under a continuing duty to report, no later 
than the Juvenile Court's next business day, the name and address of 
any additional officer or agency to which the fingerprints/photographs 
are released. 


 
3. Failure of a law enforcement officer to comply with the reporting 


requirements of ORC 2151.313 is a misdemeanor offense. 
 


C. Limitations on Use and Release of Fingerprints and Photographs: 
 


1. Before filing a complaint regarding the offense: 
 


a. The fingerprints/photographs may only be used in the 
investigation of the original offense. 


 
b. The fingerprints/photographs may only be released to the court. 


 
2. After filing the complaint, the officer may use the fingerprints or 


photographs to: 
 


a. Investigate the original offense. 
 


b. Investigate any other juvenile delinquency offense if the child is a 
suspect in that crime. 
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3. If a child is adjudicated delinquent of an offense, other than a traffic 
offense or a minor misdemeanor, the officer may use the fingerprints 
and photographs: 


 
a. In an investigation if the child is a suspect. 


 
b. In a photo array if the child is a suspect. 


 
D. Storage of Files: 
 


1. The officer taking fingerprints or photographs will complete a Form 
189. 


 
a. The officer is responsible for storage and security of the 


photographs. 
 


b. The District Investigative supervisor/Section Commander or his 
designee will file the Form 189 in a master file. 


 
c. The investigative supervisor will monitor the master file to ensure 


compliance with the retention periods in Section E. 
 


E. Retention Periods: 
 


1. If no complaint regarding the offense under investigation is filed within 
30 days, the investigating officer must return the fingerprints and 
photographs to Juvenile Court. 


 
2. If the complaint is filed and subsequently dismissed, the District 


Investigative unit Commander/Section Commander or his designee 
will: 


 
a. Deliver all fingerprints and photographs, including copies, to 


Juvenile Court within 30 days of the dismissal. 
 


3. If the case is pending or the juvenile is found guilty, the unit may retain 
the fingerprints or photographs for two years or until the juvenile 
reaches age 18, whichever is earlier.  Upon expiration, deliver them to 
Juvenile Court. 


 
F. Expungement Orders: 
 


1. Upon notification by Juvenile Court of any sealing, destruction, or 
expungement order, units will immediately comply by forwarding all 
such records to Juvenile Court. 
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12.805 DIRECT PRESENTMENT TO THE GRAND JURY BY 
THE COUNTY PROSECUTOR 
 


Purpose: 
 


Obtain a direct indictment by the Grand Jury allowing the accused to be arrested 
on the open indictment and proceeded against in the Common Pleas Court of 
Hamilton County. 


 
Obtain a direct indictment of any adult who is accused of the commission of a 
felony sex offense as set forth in Ohio Revised Code Chapter 2907 when the 
victim is a minor. 


 
Procedure: 


 
A. Direct indictment by the Grand Jury except felony sex offenses where the 


victim is a minor, Central Vice Control Section, Homicide Unit, Personal 
Crimes Unit, Pharmaceutical Diversion Unit, and Street Corner Unit cases: 


 
1. Route requests to the Rapid Indictment Program at the Criminal 


Investigation Section. 
 


a. A complete copy of the Case and Bond Information Sheet (Form 
527A), countersigned by the district or unit commander, will 
accompany the request. 
 


2. Upon receipt of such request, the Rapid Indictment Program will 
review the request and cause the facts to be presented to the county 
prosecutor without delay.  Incomplete Forms 527A will be returned to 
the initiating officer through command channels. 


 
a. Officers will not hold out any pertinent information.  The county 


prosecutor needs to know as much as possible about a given 
case before circumventing the usual procedure of taking the 
case through criminal court. 


 
3. Restrict requests to serious cases where the perpetrator(s) 


is known, warrants have been filed, the suspect(s) is out of 
the state and his whereabouts known, or he is in custody. 


 
B. Procedure for Processing All Felony Sex Offense Cases in Which the 


Victim is a Minor: 
 


1. In nonemergency situations or where the assailant is known but an 
arrest has not occurred, the investigating officer will immediately: 


 
a. Prepare a Form 527A, including a complete witness list, and 


forward it along with any available evidence and medical 
information to the Personal Crimes Unit (PCU). 


 
1) PCU will conduct a follow-up investigation, notify the Rapid 


Indictment Program, and ensure the case is presented 
directly to the Grand Jury. 
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a) If the Grand Jury returns an indictment, the accused 


will be arrested on the open indictment and 
proceeded against in Common Pleas Court. 
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12.806 PROCESSING AND ACCESSING SEALED 
CONVICTION/NON-CONVICTION RECORDS 


Reference: 


Manual of Rules and Regulations – 1.07 
Records Section Standard Operating Procedure 
Ohio Revised Code – Sealing of Record of Conviction, Sections 2953.31 – 2953.61 


Purpose: 


To outline methods of processing records and documents created in conjunction with 
conviction/non-conviction records requiring sealing in accordance with orders from the 
courts. 


To ensure compliance with the law in all such instances. 


To outline the types of sealed records maintained by Records Section and how each 
may be legally utilized by police officers. 


To centralize the authority and responsibility for maintaining and coordinating 
processing of sealed Cincinnati records with Cincinnati Police Records Section. 


Policy: 


According to State law, no person who is employed by the Cincinnati Police 
Department, with the exception of the Records Section Supervising Management 
Analyst, shall knowingly release, disseminate, or otherwise make any information 
contained in a sealed non-conviction record jacket available to, or discuss any 
information contained in same, with any person not employed by the Department. 


Information: 


The Ohio Legislature has passed several statutes which provide the means for persons 
with conviction and non-conviction history to apply for court orders which require the 
expungement (for purposes of Ohio law, a "Sealing") of those conviction and non-
conviction records and other related indexes. 


A computer hit will result whenever a query is performed relative to a person with a 
sealed conviction record that was sealed after September 26, 1984. 


Non-conviction records sealed after September 26, 1984, will not result in a computer 
hit as a result of a query.  There is no index to sealed non-conviction records sealed 
after September 26, 1984, available to anyone other than Ohio agency Records Section 
Supervising Management Analyst. 


Court sealing orders after September 26, 1984, may require certain actions be 
performed at the direction of the Records Section Supervising Management Analyst. 
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Procedure: 


A. Accessing Sealed Conviction Records 


1. When performing a query on an individual with a sealed conviction record, 
the following message will appear: “For more information, contact the 
entering agency’s Record Unit supervisor.”  This is an indication that some 
type of sealed record may be on file with the indicated agency. 


2. Access to and copies of sealed Ohio conviction records can be obtained by 
any police officer under the following conditions: 


a. If the subject of the sealed record is under arrest or the officer intends 
to sign a warrant for the subject and the officer wishes to determine if 
the defendant could be charged as a “Second Offender” on the basis of 
a previous offense which had been sealed. 


1) In a criminal proceeding under the above conditions, a sealed 
conviction record is admissible evidence of a “Second Offender” 
status. 


b. If an officer was personally involved in the sealed case, and is the 
subject of a civil action arising out of that case, the officer may then use 
the sealed record in his/her defense. 


B. Accessing Sealed Ohio Non-Conviction Records 


1. Any Cincinnati police officer may view the “Investigatory Work Product” 
portion of any sealed non-conviction record upon request to the Records 
Section Supervising Management Analyst.  Requests will be made on a 
Form 17 via the chain of command. 


2. Other law enforcement agencies, under certain conditions, may view certain 
Cincinnati sealed non-conviction records.  Application must be made to the 
Records Section Supervising Management Analyst. 


3. Cincinnati police officers, under certain conditions, may view the 
“Investigatory Work Product” portion of non-conviction records in the custody 
of other Ohio or non-Ohio police agencies.  Application must be made to the 
Records Section Supervising Management Analyst of that agency. 


C. Processing and Coordinating Court Ordered Sealings 


1. Upon receipt of a court order to seal records, the Records Section 
Supervising Management Analyst will: 


a. Ensure the Records Section sealing process is carried out according to 
existing Records Section Standard Operating Procedure. 


b. Notify affected district/section/unit commanders and administrative 
sergeants via e-mail and Form 17, on a weekly basis, regarding new 
court orders received and of the requirements for sealing a record. 


Revised 01/22/15, Replaces 11/29/05 
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1) The e-mail notification will include a link to the 
Expungement/Record Sealing folder on the H: drive. District 
commanders and other designated personnel will have “read only” 
access to the Expungement/Record Sealing folder.  


2) Hard copies will be forwarded to the district requiring the district 
commander’s signature on the Form 17 for verification of 
compliance. 


c. Records Section will ensure all duplicate electronic copies of court 
orders saved in the Expungement/Record Sealing folder are expunged 
after sealing the hard copies. 


2. Upon receipt of the weekly e-mail notification and the Form 17 from the 
Records Section Supervising Management Analyst, indicating action to be 
taken as a result of a court ordered sealing, the district/section/unit 
commander will: 


a. Refer the request to the appropriate personnel for completion, sign all 
Form 17s, and forward with the required to the Records Section 
Supervising Management Analyst for sealing in special files. 


Revised 01/22/15, Replaces 11/29/05 
 3 








12.910 


Revised 03/31/16, Replaces 02/20/14  1 


12.910 MISSING PERSONS 


References: 


Procedure 12.110, Handling Suspected Mentally Ill Individuals and Potential Suicides 
Procedure 12.400, Incident and Miscellaneous Reporting 
Procedure 12.555, Arrest/Citation: Processing of Adult Misdemeanor and Felony Offenders 
Procedure 12.600, Prisoners:  Securing, Handling, and Transporting 
Procedure 12.912, Child Abduction/Amber Alert Plan 
National Crime Information Center (NCIC) Manual – Missing Persons 
A Child is Missing Program (ACIM) 
Ohio Revised Code – Section 5502.52, Statewide Emergency Alert Program Regarding 


Abducted Children 
Ohio Revised Code – Section 5502.53, Statewide Blue Alert Program 
Hamilton County Urban Search and Rescue Task Force (USAR) 
Jonathan’s Law (House Bill 571) 


Definitions: 


The Hamilton County Mental Health and Recovery Services Board define categories of 
risk for patients in care facilities as follows: 


Category I is a high risk patient who is a minor or legal hold, who has exhibited specific 
evidence of dangerousness, such as a suicide plan, made a threat against a specific 
person, observed indiscriminate assaultive behavior, or a complete inability to care for self. 


Category II is a moderate risk patient with inconclusive evidence of dangerousness.  
History may indicate a potential for aggression if provoked.  May have a history of 
Absent Without Leave (AWOL) with no violent episodes. 


Category III is a patient that has not exhibited evidence of dangerousness to self or 
others, and can care for self.  Frequent AWOL abuser, self-return is anticipated. 


The Hamilton County Urban Search and Rescue Task Force (USAR) is a special 
response unit trained to conduct searches for missing or lost persons that involve a 
large area search, a structure collapse or other natural or manmade disaster. 


Ohio Blue Alert is a notification system intended to enlist public assistance in the event 
of a tragedy involving a critically injured or killed law enforcement officer where the 
suspect(s) are still at large, or in the event of a missing law enforcement officer.  The 
criteria, established in Ohio Revised Code 5502.53, Statewide Blue Alert Program, 
must be met to initiate a Blue Alert. 


Purpose: 


Establish Department guidelines governing the reporting and investigation of missing 
persons. 


To ensure all missing persons cases are investigated in a professional and timely 
manner and to resolve the cases as soon as possible by locating the missing person. 
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Policy: 


Any responsible and competent adult whose whereabouts are unknown by choice will 
not be reported as missing. 


Investigating officers are required to determine, based on the individual circumstances of 
each case and the age of the missing person, whether or not foul play and suspicious 
circumstances exist.  Any further action will be determined based upon that investigation. 


If any doubt exists, complete a Records Management System (RMS) Missing Person 
Report. 


Information: 


The Emergency Search for Missing or Endangered (ESME) program, developed by the 
Personal Crimes Squad, is an enhancement to the Department’s initial response and 
investigation of missing person cases.  This program assist officers in determining the 
appropriate resources and actions to best resolve the case from the moment a call is 
received at the Emergency Communications Center through the ultimate resolution. 


The ESME program is based on national best practices and was developed using 
resources from the University of Cincinnati Police Institute, Association of Police 
Communications Officers, National Center for Missing and Exploited Children, Ohio 
Peace Officers Training Academy Curriculum and the Ohio Revised Code. 


Procedure: 


A. Classifying Missing Persons 


1. The onscene supervisor and investigating officer will evaluate the 
circumstances and use the 311EQ, Missing Persons High Risk Assessment 
Questionnaire, to classify the missing person as one of the following: 


a. Juveniles Classifications 


1) Missing Juvenile 


a) A person less than 18 years of age 


b) Reported missing by an adult 


2) Missing Runaway 


a) A person less than 18 years of age 


b) Reported missing by an adult 


c) Through credible information, it has been determined the 
juvenile has left the care, custody and control of the 
reporting adult. 


3) Missing Juvenile AMBER Alert 


a) There is a reasonable belief by law enforcement that 
abduction has occurred. 
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b) Law enforcement believes that the child is in imminent 
danger of serious bodily injury or death. 


c) There is enough descriptive information about the victim and 
the abduction for law enforcement to issue an AMBER Alert 
to assist in the recovery of the child. 


d) The abduction is of a child 17 years or younger. 


e) The child’s name and other critical data elements, including 
the Child Abduction flag, have been entered into the 
National Crime Information Center (NCIC) system. 


b. Adult Classifications 


1) Endangered Missing Adult 


a) A person 18 years of age or older 


b) A possible victim of foul play 


c) In poor mental condition 


1] Likely to do harm to self or others 


2] Disoriented or unable to respond to simple questions 
regarding personal information, i.e., name, date, or place. 


d) In poor physical condition 


1] Physical impairment(s) which severely limits self-care 


2] Dependent on life sustaining medication 


e) A Category I missing 


2) Missing Adult 


a) A person 18 years of age or older 


b) Reported missing 


3) Senior Alert 


a) A person 65 years of age or older or who has a mental impairment. 


b) Law enforcement has confirmed the individual is missing. 


c) The disappearance of the individual poses a credible threat of 
immediate danger of serious bodily harm or death to the 
individual. 


d) There is sufficient descriptive information about the 
individual and the circumstances surrounding their 
disappearance to indicate that the activation of the alert will 
help locate the individual. 
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B. Who May Report a Missing Person 


1. Any responsible adult with accurate information may report someone 
missing.  This includes nursing home or hospital representatives who are in 
charge of caring for the missing person. 


a. Missing residents of Summit Behavioral Healthcare (SBH) are 
investigated by the Ohio State Highway Patrol (OSHP).  However, 
when requested, Department personnel will assist OSHP. 


C. Reporting a Missing Person  


1. A person must be reported missing from their residential address, not the 
address where the missing was last seen. 


a. The missing’s district of residence, not the district where the missing 
was last seen, is responsible for completing the RMS Missing Person 
Report and follow-up investigation. 


1) If a complainant responds to another district, that district will 
complete the report and: 


a) Notify a supervisor in the missing’s district of residence. 


b) Immediately send a blotter notification to the missing’s 
district of residence.  Include the RMS case number, 
missing’s name, last known location, and date and time 
missing was last seen. 


2. Reporting a Missing Juvenile and a Missing Adult 18, 19 or 20 years of age 


a. A RMS Missing Person Report will be filed immediately. 


b. Federal law requires entry of missing juveniles and missing adults 18 
years of age but less than 21, into the Law Enforcement Automated 
Data System/National Crime Information Center (LEADS/NCIC) 
computer files within two hours from the time the original call is 
received. 


c. The investigating officer completing the RMS Missing Person Report 
will have it checked by a supervisor and immediately notify the 
Emergency Communications Section (ECS).  Include the RMS case 
number, missing juvenile’s/adult’s name, last known location, and date 
and time the missing was last seen. 


3. Reporting a Missing Adult 21 years of age or older 


a. Entry guidelines 


1) If foul play is suspected, the information will be entered into NCIC 
within 7 days. 


2) If no foul play is suspected and the missing person has not 
returned, the information will be entered into NCIC within 30 days. 
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3) If no foul play was indicated initially, but evidence of such becomes 
known before the end of the 7 day period, the information will be 
entered into NCIC before the end of the 7 day period. 


4) If no foul play was indicated initially, but evidence of such 
becomes known after the 7 day period, the information will be 
entered into NCIC within 48 hours. 


4. Reporting a Missing Nonresident of Cincinnati, whose location is unknown 


a. If the missing visitor does not meet the criteria of a Missing Juvenile, 
AMBER Alert, Missing Endangered, or Senior Alert, refer the reporting 
person to the police agency of the missing person’s residence. 


1) This does not preclude the officer from initiating an "Attempt to 
Locate" broadcast if necessary. 


b. If the missing person fits the criteria for an Endangered Missing Adult, 
Amber Alert, or Senior Alert, follow Section F and notify the police 
agency where the missing person resides. 


c. If the agency where the missing person resides refuses to make the 
report, the district where the missing person was last seen will make 
the report and conduct the investigation. 


D. Investigations of Missing Persons and Case Assignment 


1. An officer will be dispatched to conduct the initial investigation and follow up 
on all missing person cases. 


a. Missing persons who meet the criteria for immediate entry into 
LEADS/NCIC will be entered by the ECS CIN1 Operator.  


2. The investigating officer will: 


a. Prior to completing a RMS Missing Person Report, conduct a 
preliminary investigation in an attempt to locate the missing person.  
Use Form 311EQ and Form 311EL, ESME Officer Check-Off List. 


b. Report missing persons to ECS as soon as an adequate description is 
available for a radio broadcast.  


c. Complete a RMS Missing Person Report for all missing persons. 


d. Submit the missing information to Teletype, who will send a teletype 
message and provide a teletype number. Include the RMS case 
number, missing’s name, last known location, and date and time the 
missing was last seen for entry into LEADS/NCIC by ECS, if necessary. 


e. Obtain a picture of the missing person, if available. 
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1) If a picture is available, indicate it on the RMS Missing Person 
Report.  If possible, retain pictures of all persons reported missing 
for the case jacket. District Quality Assurance (DQA) will scan and 
attach the picture in the RMS case folder. 


f. Determine if there are fingerprints available of the missing person. 


1) If fingerprints are available, indicate it on the RMS Missing Person 
Report.  Include the location where the fingerprints are on file. 


g. Notify a supervisor if additional resources are needed for a search, 
canvass, media, etc. 


h. Follow up on information obtained during the initial investigation. 


i. Attempt to locate the missing person and/or develop additional leads. 


j. Start a case jacket which will include: 


1) Copies of the RMS Missing Person Report  


2) Original Form 311 EQ 


3) Original Form 311EL 


4) Photo of missing person 


5) Case notes and additional officer's notes if applicable 


6) Canvas log if applicable 


7) Missing Persons Task List, if applicable 


k. Continue the investigation until the conclusion of his/her shift. 


3. The investigating officer will notify their on-duty supervisor if the investigating 
officer's shift ends without the missing person being located. 


4. The on-duty supervisor will forward the ESME case jacket the next shift 
supervisor who will: 


a. Reassign the case to another officer.  If the next shift has a district 
investigator, the missing person case will be reassigned to the 
investigative unit. 


b. Brief the next investigating officer or district investigator on the progress 
of the investigation. 


5. Once the case reaches the district investigative unit, a district investigator will 
follow up on the missing person case, completing the case file with updated 
information and case progress. The district investigator will notify ECS if a 
missing entry into LEADS/NCIC is necessary.  See Section C.3. 
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6. If after 7 days the missing person is not located, the district investigator 
assigned the missing person case will submit the missing person case file to 
the investigative supervisor.  The investigative supervisor will confirm the 
person is still missing and, upon review and approval of the case file, will 
forward the case file to the Personal Crimes Squad (PCS).  


a. PCS is responsible for follow-up investigation after the 7 day district 
investigation.  PCS will notify ECS if a missing entry into LEADS/NCIC is 
necessary. 


7. PCS supervisors will review the missing person case jacket for accuracy and 
completeness. 


E. Reporting a Missing Law Enforcement Officer – Blue Alert 


1. Both of the following ORC criteria must be met to initiate a Blue Alert: 


a. A local law enforcement agency confirms that a law enforcement officer 
has been seriously injured or killed, and a suspect has not been 
apprehended, or that a law enforcement officer is missing while on duty 
under circumstances warranting concern for the law enforcement 
officer’s safety. 


b. There is sufficient descriptive information about the suspect or the 
circumstances surrounding a law enforcement officer’s injury, death or 
disappearance to indicate that activation of the alert may help locate a 
suspect or a missing law enforcement officer. 


2. Upon determining the ORC criteria have been met, the responding district 
supervisor shall contact a CIS supervisor and request activation of a Blue 
Alert. 


a. The CIS supervisor will: 


1) Confirm the ORC criteria have been met. 


2) Issue a Blue Alert. 


3) Ensure the Blue Alert is immediately entered into LEADS/RCIC by 
ECS personnel. 


a) The original LEADS/RCIC Blue Alert entry and LEADS/RCIC 
COP response message will be attached to the RMS 
Missing Person Report and retained by the CIS investigator 
assigned to the case. 


b. Upon activation of a Blue Alert, all law enforcement agencies will 
receive a COP Notification via LEADS/RCIC.  When the Department 
confirms the Blue Alert Criteria, the Critical Information Communication 
Center in Columbus, Ohio will automatically update the following: 


1) Toll free tip line 


2) MCT statewide message to all troopers 
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3) ALPR entry along the Ohio Turnpike 


4) ODOT electronic highway signs in the affected area 


5) Law enforcement radio broadcast 


6) OHLEG interface for distribution 


7) Facebook and Twitter feeds 


8) Integrated text and media blast 


9) Truckers Alert activation 


c. The Community Relations Unit (CRU) and each District Investigative 
Unit will issue a media blast email and a Citizen Observer Alert. 


3. Once the need for the Blue Alert has passed, the message must be cancelled. 


a. The CIS supervisor will ensure the required LEADS/RCIC cancellation 
entry is completed. 


b. The original LEADS/RCIC cancellation message will remain with the 
CIS investigator assigned to the case and attached to the RMS Missing 
Person Report. 


F. Utilizing the Hamilton County Urban Search and Rescue Task Force (USAR) 


1. If the missing person fits the criteria for a Missing Juvenile, AMBER Alert, 
Endangered Missing Adult, Senior Alert, or Blue Alert, ECS will dispatch a district 
supervisor to the scene who will: 


a. Direct an area search, if necessary. 


1) USAR may be activated for a search when: 


a) The missing person is non-violent; and 


b) The search is beyond the capabilities of a CPD canine unit; 
and 


c) The area to be searched is large, such as a park or wooded area. 


2) USAR will be activated by notifying ECS.  


a) Supervisors must provide ECS details of the incident and a 
contact number for an on-scene supervisor.  A USAR 
representative will contact the on scene supervisor to 
determine the best course of action. 


b) The on-scene CPD supervisor will maintain authority over the 
scene.  USAR units will remain under tactical supervision of 
the USAR officer in charge.  If circumstances arise that 
conflict with CPD policy and cannot be resolved, the on-scene 
CPD supervisor will not deploy USAR units. 
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b. Notify PCS during the hours of 0800 to 0200.  From 0200 to 0800 
hours, notify the CIS desk. 


c. Ensure a RMS Missing Person Report and blotter notification to PCS 
was completed. 


1) A PCS supervisor, or in his absence a CIS shift supervisor, will 
decide if PCS personnel will be recalled to respond to the scene 
in exceptional cases requiring their expertise. 


2) PCS personnel will duplicate any photographs of the missing 
person for radio and television station notification. 


a) From 0800-1600 hours notify CRU to contact the media.  
From 1600-0800 hours, PCS will contact the media and 
advise CRU that the information has been forwarded. 


3) PCS personnel involved in the investigation will maintain a Form 188, 
Personal Crimes Squad Investigative Report, detailing all Department 
actions taken to locate the missing person. 


G. A Child Is Missing Alert Initiation  


1. If the missing person is a Missing Juvenile, AMBER Alert, Endangered 
Missing Adult, or Senior Alert, or is a found child/elderly/disabled who is 
unable to articulate their address, the responding officer can initiate A Child 
is Missing (ACIM) Alert.  A supervisor’s permission is not necessary. 


a. Call ACIM 24 hours a day/ 7 days a week, toll-free, at 1-888-875-2246. 


b. Officers will answer all questions and provide the operator with the 
following information: 


1) Reporting agency name 


2) Officer name and contact number 


3) RMS case number (if available) or Incident number 


4) Name and description of missing 


5) Time, date, location, zip code, and county last seen 


6) ECS line number for sightings is 513-765-1212 


H. Closing Missing Person Reports 


1. Upon locating or confirming, via credible information, the location of a 
reported missing person, the officer will: 


a. Cancel the teletype. 


b. Locate the original report in RMS and add a supplement report to the 
case folder, if the found person is a local missing.  
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1) For a found “out of town” missing person, complete a RMS Aided 
Report.  Include all pertinent information. 


2. If the located missing person is a juvenile, conduct a follow up investigation. 


a. Attempt to determine where and with who the juvenile has been. 


b. Speak with the juvenile and look for physical signs of abuse or neglect. 


1) If there are allegations or physical signs of abuse or neglect, 
conduct/complete the appropriate investigations. 


3. DQA will forward all closed missing case jackets to PCS. 


a. PCS will maintain a perpetual file on all missing persons. 


4. PCS will enter appropriate closed missings in the LEADS/NCIC Missing 
Persons file. 


a. All missing adults, ages 21-65, missing over 30 days will be entered 
into RCIC, LEADS, and NCIC by PCS. 


b. Check missing persons through any County Law Enforcement Applied 
Regionally (CLEAR) terminal using a QHW query. 


c. Access juvenile runaway warrants from Hamilton County with a QHW query. 


3. When a missing person's name is not known, check the Missing Persons file 
through any CLEAR terminal using the QM function. 


I. Identification of Bodies 


1. PCS can assist in the identification of unidentified human bodies by using its files. 


2. PCS will send the Hamilton County Coroner copies of open missing person 
reports over 30 days old. 


J. Found Persons 


1. Department personnel who are unable to locate the residence, relatives, 
and/or other responsible friends of a found person will: 


a. Contact PCS for assistance in interviewing the found person. 


1) PCS will check its records for a possible address on the subject. 


2) If PCS is unavailable, contact a CIS supervisor for assistance. 


b. Officers may utilize the ACIM program. 


c. Contact 241-KIDS for assistance in emergency care and/or placement 
of a juvenile. 


d. In applicable cases, complete a Form 527, Arrest and Investigation 
Report, according to Procedures 12.555, Arrest/Citation: Processing of 
Adult Misdemeanor and Felony Offenders and 12.600, Prisoners: 
Securing, Handling, and Transporting. 
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e. Any mentally ill person with a mental hold or who voluntarily agrees 
should be returned to the particular facility that reported the missing.  If 
the facility is unknown, the subject is violent, or from outside the 
Hamilton County boundaries, the mentally ill person will be taken to 
University Hospital as directed in Procedure 12.110, Handling 
Suspected Mentally Ill Individuals and Potential Suicides. 


2. If the found person is a juvenile, speak with the child and look for physical 
signs of abuse or neglect. 


a) If there are allegations or physical signs of abuse or neglect, 
conduct/complete the appropriate investigations. 


K. Out of Town Missings/Attempts to Locate, Possibly in Cincinnati, Being 
Investigated by Other Jurisdictions 


1. CIN1 will teletype this information in an All County Broadcast (ACB). 


2. PCS is responsible for any requested follow-up investigation. 


L. Summit Behavioral Healthcare (SBH) Walkaways 


1. Forensic patients 


a. These patients have been charged with a crime and have been 
committed through adjudication or are awaiting adjudication.  They fall 
into four categories: 


1) NGRI - Not guilty by reason of insanity 


2) RTC - Restore to competency (for trial) 


3) IST - Incompetent to stand trial (probated by Civil Court) 


4) Police Holds - Emergency psychiatric admissions transferred to 
the SBH prior to trial. 


b. When a forensic patient escapes, walks away, or is AWOL from the 
SBH, the OSHP Hamilton Post will initiate a LEADS teletype and 
forward the information by fax to ECS for an ACB. 


1) OSHP will sign felony escape charges on the forensic patient and 
this information will be included with the ACB. 


2) District Four will receive a copy of the AWOL Data Sheet and will 
assign an investigator to assist the OSHP investigator. 


a) District Four and ECS will maintain an AWOL Data Sheet File. 


3) Felony warrants signed on forensic patients will be handled by 
District Four Investigative Unit. 


c. Forensic patients escaping will receive classification by the HCMHB as 
a Category I, II, or III. 
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1) Officers must be aware that a forensic patient has been charged 
with a crime, and therefore the risk assessment by the HCMHB is 
completely independent of the patient's status as a forensic patient. 


d. If apprehended, verify wanted status.  Escape warrants will be on file at 
the Clerk's Office or entered in the computer. 


1) If the escape warrant is on file, transport the escapee to the 
Hamilton County Justice Center (HCJC). 


2) If the escape charge has not yet been filed, call the OSHP 
Hamilton Post at 863-4606.  They will forward a teletype holder to 
the HCJC or advise to return the patient to the SBH. 


e. If taken to the HCJC, request "no bond" on the arrest report.  If 
returned to the SBH at the OSHP's request, make a RMS Aided 
Report. 


1) Fax a copy of all reports to the District Four Investigative Unit 
Commander.  District Four will forward a copy to the OSHP. 


f. Wanted escapees found inside the City will be the Department’s 
responsibility to transport. 


1) On occasion, OSHP may request the Department’s assistance in 
picking up a prisoner in Hamilton County.  This request will be 
coordinated through a District Four supervisor. 


g. Call Teletype and request a cancellation of the ACB wanted broadcast. 


1) Teletype will contact OSHP to request cancellation of the LEADS 
teletype entry. 


2. Civil Patients 


a. Patients at the SBH, through Probate Court, will not be charged with 
felony escape.  They can be Category I, II, or III missings. 


1) OSHP will notify ECS as outlined above to initiate an ACB. 


b. If found unattended within the City, return them to the SBH. 


1) Violent patients will be transported to the University Hospital as 
directed in Procedure 12.110, Handling Suspected Mentally Ill 
Individuals and Potential Suicides. 


c. Do not transport nonviolent SBH civil patients from group homes, other 
out placement sites, or family members' homes.  Patients who are 
simply late returning on a pass, in a hospital, or in custody of another 
police agency are the responsibility of the SBH Campus Police.  SBH 
Campus Police can be reached at 948-3600 for transport. 


d. Make a RMS Aided Report on any civil patient transported to SBH and 
fax a copy to the District Four Investigative Unit. 
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e. Call Teletype and request a cancellation of the ACB wanted broadcast. 


1) Teletype will contact the OSHP to request cancellation of the 
LEADS teletype entry. 
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12.912 CHILD ABDUCTION/AMBER ALERT PLAN 
 


References: 
 


Procedure 12.400 – Incident and Miscellaneous Reporting 
Procedure 12.910 – Missing Persons 
Ohio Revised Code – Section 5502.52 Statewide Emergency Alert Program Regarding 


Abducted Children 
 


Definitions: 
 


Child - an individual under eighteen years of age. 
 


Dangerous environment - a relative term that may depend on the age and development 
of the child. 


 
Emergency Alert System (EAS) - a four part message system.  The header defines the 
nature, location and the agency that originated the emergency message.  The two-tone 
signal, transmitted for a minimum of eight seconds, provides an audio alert to audiences 
that emergency information is about to be sent.  The audio and/or video message is 
transmitted to the audience.  The end of message signal is given. 
 
Public Safety Answering Points (PSAP’s) - an agency in the United States, typically 
county or city controlled, responsible for answering 9-1-1 calls for emergency assistance 
from police, fire, and ambulance services. 
 
Purpose: 


 
To use all available community resources to facilitate the successful recovery of an 
abducted child. 


 
To establish partnerships with television/radio media in order to immediately broadcast 
critical information within the tri-state area using the EAS. 


 
To establish a partnership with the Advanced Regional Traffic Interactive Management and 
Information System (ARTIMIS) to disseminate descriptive information utilizing the Dynamic 
Message Signs (DMS). 
 
To establish a partnership with Lamar Advertising and Norton Outdoor Advertising, to 
disseminate descriptive and photographic information to the public utilizing Digital 
Billboards for AMBER Alert activations. 


 
Policy: 


 
Department personnel will respond to all calls of child abduction promptly and safely. 


 
Department personnel will thoroughly investigate all reports of critical missing and missing 
children to determine if the child has possibly been abducted. 


 
Department personnel will work in partnership with the media and the community to locate 
abducted children, return them to safety, and apprehend the abductor. 
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Information: 
 


AMBER Alert Plan - America's Missing: Broadcast Emergency Response is named for a 
9-year-old girl who was kidnapped by a stranger and later found dead.  In response to that 
tragedy, area media has agreed to repeat news bulletins about abducted children hoping 
the bulletins might help save the life of a child.  
In abductions, the first three hours after the child is abducted are the most critical.  
Broadcast radio, television, DMS, and Digital Billboards present a timely and vast medium 
in which to alert the citizens of the entire metropolitan area. 


 
This plan has been developed in partnership with Cincinnati based media agencies, 
Federal Bureau of Investigation, Hamilton County Association of Chiefs of Police, and the 
Ohio Department of Transportation. 


 
Norton Outdoor Advertising and Lamar Advertising will disseminate the AMBER Alert 
information on their Digital Billboards exclusively for the first hour following an alert 
activation.  After the first hour, the AMBER Alert information will continue to be displayed in 
the advertising loop, along with other posted advertisements. 
 
Procedure: 


 
A. First officer on the Scene Responsibilities 


 
1. Assist the on scene or responding supervisor in determining if child abduction 


has occurred. 
 


a. Obtain sufficient descriptive information about the child, including a recent 
photograph. 


 
1) Photographs obtained by the first officer on the scene must be 


relayed to the Criminal Investigation Section (CIS)/ Personal Crimes 
Squad (PCS) supervisor immediately to ensure rapid dissemination 
to broadcast media sources. 
 


b. Obtain descriptive information of the abductor, manner and direction of 
escape, and other pertinent data. 


 
c. Conduct consensual searches of any locations where the abducted child 


could reasonably be (i.e. residence, babysitter’s house, relative’s house).  
Refer to Procedure 12.700, Search Warrants/Consent to Search. 


 
2. Complete necessary reports.  Refer to Procedure 12.910, Missing Persons for 


the proper handling of the initial investigation. 
 


B. Supervisor Responsibilities 
 


1. Immediately respond to all child abduction calls. 
 


2. Conduct a thorough investigation to determine if any of the below listed criteria 
have been satisfied: 


 
a. The supervisor concludes, based on the totality of the circumstances, the 


probability exists that the child has been abducted. 
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b. There is credible information that suggests the child was forcibly or 
intentionally removed or lured away from the location and there is a threat 
of immediate danger of serious bodily harm or death to the child. 


 
c. The abducted child is a potential victim of foul play, sexual exploitation, or 


is in a dangerous environment. 
 


d. The abducted child is believed to be with people who may endanger the 
child’s welfare. 


 
e. An investigation has taken place which eliminates all other alternative 


explanations for the whereabouts of the child. 
 


f. The child is not a runaway and has not been abducted as the result of a 
child custody dispute, unless the dispute poses a credible threat of 
immediate danger of serious bodily harm or death to the child. 


 
3. Upon the supervisor’s determination that child abduction has occurred: 


 
a. Gather information for Sections II, III, and IV of the Form 304A, Child 


Abduction/AMBER Alert Plan Form. 
 


b. Contact an Emergency Communication Center (ECC) supervisor to relay 
the information and activate the AMBER Alert Plan. 
 


4. If a crime scene is identified, initiate crime scene control and evidence 
preservation. 


 
5. Establish separate staging areas for responding officers and media.  The 


staging area will not be located in the abducted child’s home. 
 


6. Notify a PCS supervisor to respond.  If a PCS supervisor is not working, a CIS 
supervisor will respond. 


 
a. Ensure all collected photographs are immediately relayed to CIS/PCS for 


rapid dissemination to broadcast media sources. 
 


C. The ECC supervisor will: 
 


1. Collect all information necessary to complete a Form 304A and contact the 
media voice mailbox system. 


 
2. Initiate an All County Broadcast (ACB). 


 
3. Initiate an information page advising activation of the AMBER Alert. 


 
4. Activate the Communicator to notify Area Public Safety Answering Points 


(PSAP’s). 
 
5. Notify ARTIMIS to activate an AMBER Alert utilizing the DMS. 
 


a. ARTIMIS will activate the DMS with an AMBER Alert and a description of 
the vehicle used and/or the license plate (this may be a partial plate). 


 


Revised 10/24/13, Replaces 12/08/09 3 







12.912 


1) ARTIMIS will post the AMBER Alert message on the DMS for a 
period of five (5) hours or until directed by the PCS supervisor. 


 
6. Notify Lamar Advertising, via an email to the AMBER Alert Notification Group.  


Provide all required information, including the scanned/electronic photographs.  
Contact Lamar Advertising by telephone to confirm receipt of the email.  (Lamar 
Advertising is the central contact point for utilization of all Digital Billboards.)  


 
7. Generate a teletype message to the affected areas. 


 
D. Personal Crimes Squad /Criminal Investigations Section Supervisor will: 


 
1. Respond to the scene and assume responsibility for the investigation. 


 
2. Ensure all graphic information (victim photo, suspect photo, and suspect vehicle 


photo) is scanned as an attachment and sent by email to the ECC supervisor 
and attached in the RMS case folder.  This must be accomplished as quickly as 
possible within the first hour of initial contact with the complainant. 


 
3. Ensure PCS personnel duplicate any photographs of the abducted child for 


radio and television station notification. 
 


4. Ensure PCS personnel involved in the investigation maintain a log detailing all 
police actions taken to locate the abducted child. 


 
5. Ensure PCS personnel complete Form 304, Missing Report, and enter the 


information into the Law Enforcement Automated Data System/National Crime 
Information Center (LEADS/NCIC) computer files. 


 
E. Upon confirmation of the location of an abducted child, the CIS/PCS supervisor will: 


 
1. Cancel the LEADS/NCIC teletype. 


 
2. Ensure a Form 311, Incident Closure Report, is completed. 


 
3. Contact an ECC supervisor to: 


 
a. Call the media voice mailbox system and cancel the AMBER Alert. 


 
b. Advise ARTIMUS to deactivate the AMBER Alert on the DMS.  


 
c. Advise Lamar Advertising the child has been located and the AMBER 


Alert is cancelled. 
 
d. Cancel the ACB. 


 
e. Initiate an information page advising deactivation of the AMBER Alert. 


 
f. Activate the Communicator to notify PSAP’s of the AMBER Alert 


cancellation. 
 


g. Cancel the teletype message sent to the effected area. 
 


4. Ensure all original photographs are returned to the respective owner. 
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12.809 COURT ORDERS FOR TELEPHONE RECORDS 
 


References: 
 


United States Code (USC) 18USC2510-18USC2522, et al  - Federal Wiretap 
Statutes 


18USC2703 - Release of Subscriber Information to Law Enforcement under 
Court Order 


18USC3127 - Authority to issue orders pursuant to 18 USC 2703 
Ohio Revised Code (ORC) 2933.52 - Interception of wire, oral or electronic 


communications 
ORC 2933.53 - Application for Interception Warrant 
ORC 2933.56 - Contents of warrant; sealing of application and warrant; 


disclosure; retention 
ORC 2933.58 - Instructions to investigative officers; procedures for interception; 


territorial validity 
ORC 2933.59 - Execution of warrant or oral order; recording or resume; 


termination; tampering; destruction of documents; disclosure 
ORC 2933.61 - Service of inventory on intercepted persons; inspection of 


materials 
ORC 2933.64 - Training in wiretapping and electronic surveillance 
ORC 2933.65 - Civil and criminal actions for violations 
ORC 2933.76 - Authorization of use of a pen register or trap and trace device 
ORC 2933.77 - Authorization for TSP to charge for services outside of the normal 


course of business and for technical assistance and equipment 
Procedure 17.100 - Record Storage 
Standards Manual – 42.2 


 
Definitions: 


 
On Line Listing Information (OLLI) – Provides subscriber name, address, and 
zip code on published telephone numbers in the Cincinnati Bell service area.  No 
court order required. 


 
Dialed Number Recorder (DNR) – Equipment installed at service provider’s 
Central Office.  Electronically traps numbers dialed from a target location.  
Requires monitoring and additional equipment.  Incoming call data can be 
received if the target line has Caller ID service and the equipment is enabled to 
capture such data. 


 
Pen Register – Same as a Dialed Number Recorder 


 
Trap and Trace (T&T) – Software programming by provider at the switch, which 
records numbers dialed into a target’s phone (Incoming Calls).  By using Pen 
Register and Trap and Trace together both incoming and outgoing calls will be 
identified. 


 
Non-Published number – Unlisted telephone service: Subscriber name, and 
address on non-published telephone numbers requires a court order.  There is 
no cost for this service. 
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Call Termination Study - Provides a list of telephone numbers, which are 
terminating at a designated location.  Not all calls will be recorded depending on 
the volume of calls. 


 
Pre-paid Account - Service is provided to a subscriber, who has pre-paid their 
account.  Usually seen where minutes are purchased on a particular cell phone 
number.  Subscriber information is not confirmed by service provided, thus 
information is not reliable.  Any name can be provided to service provider for 
subscription.  Court order is required. 


 
Telecommunications Service Provider (TSP) – Company responsible for the 
transmission of communications through either land or cellular capabilities.  
Includes Cincinnati Bell, Ameritech, Cingular, Nextel, Sprint, Verizon, etc. 


 
Purpose: 


 
Clarify the responsibility of officers and supervisors in requesting court orders for 
telephone records.  To identify the Intelligence Unit as the Unit responsible for 
writing court orders, providing requesting units with instructions for getting them 
signed, serving them on the affected telephone company, receiving returns from 
the telephone company, and keeping a master file of all court orders.  The 
Intelligence Unit has the only state certified officers to perform the service 
required in court orders for certain telephone records. 


 
Policy: 


 
Requests for court orders for telephone records pursuant to 18USC2703 will only 
be made in connection with a legitimate criminal inquiry.  Requesting officers will 
provide the information as requested by the Intelligence Unit.  Records obtained 
pursuant to a court order will only be used for criminal investigations and will be 
maintained in a manner which prevents the release of such information to 
anyone not involved in the investigation or criminal prosecution. 


 
Information: 


 
A Criminal Judge of Common Pleas must sign all telephone record court orders. 


 
All telephone court orders require the following information on the affidavit: 


 
A requesting officer needs to provide his name, rank, unit of assignment, working 
hours, telephone and fax numbers.  The officer must include the criminal charge, 
with the ORC Section number for the investigation, and a brief statement of 
probable cause. 


 
The probable cause statement must include how the number is involved in the 
criminal activity and how the requested information will assist law enforcement in 
the criminal investigation. 
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Procedure: 
 


A. Requesting Telephone Records 
 


1. Requests for information on “published” telephone numbers will be 
made through the Intelligence Unit.  Information will be retrieved from 
OLLI. 
 


2. Requests for information on “non-published” telephone subscribers, 
toll records for long distance calls, credit information and custom 
calling features for Cincinnati Bell numbers, subscriber requests for 
other Telecommunications Service Providers (TSP), and billing 
records from wireless carriers will require a Common Pleas Court 
Order. 


 
a. The requesting officer must provide the appropriate information 


to the Intelligence Unit. 
 


1) The Intelligence Unit will complete a Hamilton County 
Common Pleas Court Order Application and Order. The 
court order will be addressed to the TSP for the exact 
records requested. 


 
2) The Intelligence Unit will fax or deliver the application and 


order to the requesting officer to take to the Hamilton 
County Common Pleas Court On-Call Criminal Judge.  The 
requesting officer will fax or deliver the signed application 
and order to the Intelligence Unit.  The Intelligence Unit will 
serve the order on the TSP.  Some providers require 
certified copies, those must be obtained and delivered to 
the Intelligence Unit. 


 
a) Intelligence will advise requesting officer at time of 


request if a certified copy of the order is needed. 
 


3) Notify the requesting officer in advance if the company 
involved may require personal service.  The requesting 
officer is responsible to serve personal service orders. 


 
4) When the records are available, the Intelligence Unit will 


contact the requesting officer to arrange for pick up. 
 


3. Use of Pen Register/Dialed Number Recorder (DNR) or Trap and 
Trace (T&T) 


 
NOTE: The investigating unit must maintain daily contact with the 
Intelligence Unit for the duration of the DNR or T&T surveillance.  This 
daily contact is critical to the success of the DNR and T&T 
surveillance. 
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a. Direct requests for DNR and T&T surveillance to the Intelligence 


Unit Commander.  The Intelligence Unit Commander will review 
the request and obtain the Criminal Investigations Section (CIS) 
Commander and Investigations Bureau Commander’s approval.  
The requesting officer must supply his name, rank, unit of 
assignment, and unit supervisor approving the expenditure of 
funds for the service. 


 
1) In the absence of the Intelligence Unit Commander, the 


CIS Commander, Investigations Bureau Commander or 
Police Chief will approve or deny the request. 


 
b. Subscriber information for target phone(s) will be verified using a 


Hamilton County Common Pleas Court Order. 
 


c. An investigator from the requesting unit will be the affiant on all 
orders.  The Intelligence Unit Commander or his designee will 
assist in drafting the Application and Entry. 


 
1) The Application and Entry will then be presented (for 


review and approval) to the Criminal Judge of the Court of 
Common Pleas.  Once the order is signed, it will be hand 
carried to the Intelligence Unit Commander or his designee.  
NO EQUIPMENT will be installed or TSP ASSISTANCE 
provided until the Intelligence Unit Commander has the 
court order in hand. 


 
d. The Intelligence Unit Commander or his designee will manage 


and control any DNR equipment until it is either installed and/or 
delivered to the telephone service provider’s security personnel 
for installation. 


 
1) The Intelligence Unit Commander will keep the CIS 


Commander and the Investigations Bureau Commander 
informed at all times until the investigation is completed. 


 
e. The Intelligence Unit Commander or his designee will instruct the 


affiant to hand deliver the Court Entry to the Hamilton County, 
Common Pleas, Clerk of Courts Office for filing of the 
documents. 


 
f. Upon completion of the investigation, all computer records, hard 


copies of reports, a copy of the Application and Court Entry and 
any other records associated with the DNR investigation will be 
maintained and stored under the Intelligence Unit Commander’s 
direction. 


 
g. Upon completion of the investigation using the T&T, all computer 


records, hard copies of reports, a copy of the Application and 
Court Entry, and any other records associated with the T&T 
investigation will be strictly maintained, and properly stored 
under the Intelligence Unit Commander’s direction. 
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h. Upon completion of the investigation, the Intelligence Unit will 


complete a Form 630 and route it to Fiscal and Budget Section. 
 


4. Use of Call Termination Studies from Cincinnati Bell 
 


NOTE: Originating and Terminating Call Records for non-billable calls 
are not routinely kept in the TSP day-to-day records. The TSP is 
required to have an employee to program the Central Office (CO) 
switch to generate the call records in response to a court order. The 
TSP is authorized to bill for such assistance pursuant to ORC 
2933.77. 


 
a. Request for Call Termination Studies will be directed to the 


Intelligence Unit Commander.  The Intelligence Unit Commander 
will review the request and approve or deny the request.  The 
requesting officer must supply name, rank, unit of assignment, 
name of his/her unit supervisor approving the expenditure of 
funds for the service. 


 
1) In the absence of the Intelligence Unit Commander, the 


Criminal Investigations Section Commander, the Bureau 
Commander or the Police Chief will approve or deny the 
request. 


 
b. Subscriber information for the target phone(s) will be verified 


using a Common Pleas Court Order, or an Authorized Consent 
Form signed by the telephone subscriber. 


 
c. An investigator from the requesting unit will be the affiant on all 


orders. Intelligence Unit Commander or his/her designee will 
assist in drafting the Application and Entry.  Documents will be 
reviewed for accuracy. 


 
d. Upon completion of the investigation, all computer records, hard 


copies of reports, a copy of the application and court entry, and 
any other records associated with the investigation will be 
maintained and stored under the Intelligence Unit Commander’s 
direction. 


 
e. Upon completion of the investigation, the Intelligence Unit will 


complete a Form 630 and route it to Fiscal and Budget Section. 
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12.810 SUBPOENAS 
 
Purpose: 


 
Set a uniform procedure throughout the Department for handling subpoenas. 


 
Procedure: 


 
A. Receiving Subpoenas: 


 
1. Officers picking up subpoenas at the Prosecutor's Office will: 


 
a. Immediately hand deliver subpoenas to supervisor. 
 


1) If the person who normally handles subpoenas for the unit 
is not available, the supervisor will remove subpoenas for 
the next court day, enter them in the Subpoena Book, and 
direct an officer to serve them. 


 
a) The supervisor will collect the subpoenas at the end 


of the shift and make the necessary entries in the 
Subpoena Book. 


 
B. Recording Subpoenas: 
 


1. Enter subpoenas not for Department employees in the unit Subpoena 
Book.  Subpoena Books contain the following information: 


 
a. Date/time received 


 
b. Name and address of subject subpoenaed 


 
c. Courtroom 


 
d. Returnable date 


 
e. Name of serving officer 


 
f. Disposition:  date/time and method of service (on person, 


residence, etc.) or reason for failure to serve 
 


2. Enter subpoenas for Department employees in the Court Notify Book. 
 
C. Serving Subpoenas: 
 


1. Serve subpoenas immediately. 
 


a. Serve the subpoena at least 48 hours before the court date. 
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2. The courts prefer personal service.  "Served on Residence" is 
acceptable when: 


 
a. The serving officer determines the subject lives at the address. 


 
b. The reason for the service is on the duplicate subpoena, e.g., 


"Not home March 30, 1993, 1000 hours.  Left under door." 
 


3. The serving officer will complete the reverse side of the duplicate 
subpoena (yellow copy), listing the service information in the space 
provided, and return directly to the Clerk of Courts via 
interdepartmental mail no later than 24 hours after the subpoena has 
been served. 


 
4. If the serving officer is unable to locate the witness, and unable to 


make service, the above procedure will be followed.  In addition, the 
original subpoena (white copy) will be sent directly via 
interdepartmental mail to the agency that typed the subpoena, e.g., 
City Prosecutor's Office, etc. 


 
5. Officers will record the following information: 


 
a. Date and time service was executed/attempted. 


 
b. Name of officer(s) executing/attempting service. 


 
c. Name of person on whom legal process was served/executed. 


 
d. Method of service or reason for nonservice. 


 
e.  Address of service/attempt. 
 


D. Serving Subpoenas on Citizens: 
 


1. Serve criminal and traffic court subpoenas for persons living or 
employed within the Cincinnati corporate limits. 


 
a. The Hamilton County Municipal Court Bailiff's Office serves 


subpoenas in the Hamilton County area outside the Cincinnati 
limits. 


 
E. Reluctant Witnesses: 


 
1. The Hamilton County Prosecutor's Office forwards the subpoena to 


the arresting officer when the Arrest and Investigation Report (Form 
527) and the Grand Jury praecipe show a witness is a "Reluctant 
Witness." 
 
a. The arresting officer will serve the subpoena "On Person."  Do 


not serve on the witness' residence. 
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F. Serving Subpoenas on Suspended Department Employees: 


 
1. If the suspension is more than seven days, the employee's supervisor 


must submit a Form 17 stating the effective dates of the suspension to 
the Court Control Unit. 
 
a. A supervisor will serve the subpoena on the employee at home.  
 


1) Get help in serving the subpoena from the suspended 
employee's resident district or the district closest to the 
residence. 


 
b. The Department will not compensate for these appearances.  


 
2. If the suspension is for seven days or less, the employee's supervisor 


must forward a completed Change in Court Appearance (Form 678) to 
the Court Control Unit for each subpoena the employee receives.  The 
Court Control Unit will request a continuance until the employee 
returns to duty. 
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13.100 FIELD TRAINING OFFICER PROGRAM 


Reference: 


Fraternal Order of Police/City of Cincinnati Labor Agreement 


Definitions: 


Field Training Officer (FTO) – an experienced officer whose performance displays 
exemplary abilities, desire, and achievement.  Their duties and responsibilities are to 
train the PPO during the probationary period, enabling them to work a solo assignment. 


Probationary Police Officer (PPO) – a sworn employee who is under provisional 
status.  The probationary period is one year from the date of being sworn in as a police 
officer.  Probationary police officers may be removed for cause during the first six 
months of the probationary period.  Probationary police officers may be removed 
without right of appeal during the last six months of the probationary period. 


Lateral Entry Officer (LEO) – a current OPOTA certified peace officer who qualifies 
and is hired by the City of Cincinnati to become a PPO for the Police Department.  The 
amount of classroom training and field training involving LEOs is determined by the 
Training and Development Section Commander and approved by the Police Chief. 


Remedial Training – any instruction given during Phase II or Phase III of the 
probationary training period.  This training is designed to enhance deficient areas in the 
PPO’s ability to perform job duties. 


Recruit Book – a guideline and evaluation instrument designed to document the PPO’s 
performance ability and skill level.  This handbook provides an overall view of the police 
work accomplished by the PPO. 


Purpose: 


Provide for a formal and uniform on-the-job training period. 


Provide experience, guidance, and supervision so the PPO may develop the 
knowledge, skill, and abilities to demonstrate a high degree of proficiency in judgment, 
conduct, appearance, job skills, problem-solving, and interpersonal relationship skills. 


Aid in the evaluation of probationary personnel. 


Serve as an aid in evaluating the Department's training program. 


Policy: 


The goal of the FTO program is to effectively train a PPO to work as a single unit officer 
in a safe, skillful, productive, and professional manner. 


The FTO has two primary responsibilities:  first is a responsibility to the community and 
second is as a trainer and evaluator of the PPO. 
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Procedure: 


A. Forms Used in the FTO Program: 


1. Form 644, Daily Observation Report 


a. Completed daily by the FTO during Phase II for all work days, off days, 
and absences including Week 0, Observation Week. 


2. Form 646A, FTO Sergeant’s Weekly Report 


a. Completed weekly by a FTO sergeant and turned in by Tuesday of the 
following week during Phase II. 


3. Form 646B, Relief Commander's Narrative Report 


a. Completed weekly by the relief commander and turned in by Friday of 
the following week during Phase II. 


4. Form 647, FTO Final Evaluation Report 


a. Form 647 is located in the back of the Recruit Book and completed by 
the primary FTO at the end of Phase II. 


5. Form 647A, FTO Sergeant’s Monthly Report 


a. Completed by an FTO sergeant at the end of each calendar month 
during Phase III. 


6. Form 647B, FTO Evaluation Report 


a. Completed by the PPO during Phase ll, upon completion of field 
training with each FTO. 


7. Form 647C, FTO Recertification and Evaluation Report 


a. Completed by a FTO sergeant by the end of each January and July. 


8. Form 647D, FTO Sergeant Recertification and Evaluation Report 


a. Completed by a relief lieutenant by the end of each January and July. 


9. Form 647E, Community Problem Oriented Policing Problem-Solving 
Exercise 


a. Completed by the PPO during Phase II. 


10. Form 68P-FTO, Field Training Officer (FTO) Compensation Report 


a. Completed by each FTO on a weekly basis for payroll processing. 
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B. Recruit Training Phases: 


1. Phase I:  Recruits receive approximately 25 weeks of formal classroom 
instruction at Training Unit. 


2. Phase II:  Probationary police officers are assigned to a district and 
partnered with at least two different training officers (a primary and 
secondary) working second, third, or power shifts for a minimum of 13 
weeks. 


a. Each segment of Phase II is to be completed on different shifts 
(recommended shifts are second, third, and power).  PPOs will not be 
assigned to first shift except in rare cases with bureau commander 
approval. 


1) Weeks 0 – 3 assigned to primary FTO. 


a) Week 0 is strictly an observation week.  A Form 644 must be 
completed for all days of the observation week.  Evaluations 
should not be noted on Forms 644 during observation week; 
however, significant incidents or situations that the PPO is 
exposed to during the observation week should be noted. 


2) Weeks 4 – 7 assigned to a secondary FTO on a different relief. 


3) Weeks 8 – 12 assigned to primary FTO. 


b. All missed workdays, excluding regularly scheduled off days, will be 
made up before the PPO advances to Phase III. 


3. Phase III:  Probationary police officers are released to regular assignment.  
Phase III terminates at the end of the probationary period. 


C. Duties of Probationary Police Officers 


1. Participate fully in Phase II of training.  Failure to do so may require 
extension of the probationary period or failure of probation. 


a. Time off during Phase II is limited to emergency situations and must be 
made up. 


2. Attend at least one community meeting with the primary FTO. 


3. Complete Form 647E, Community Problem Oriented Policing Problem-
Solving Exercise, with the assistance of the primary FTO. 


4. Complete Form 647B, FTO Evaluation Report, during Phase ll, upon 
completion of field training with the secondary FTO and the primary FTO. 


a. Upon completion, Forms 647B should be routed through the district 
commander to Training Unit. 
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D. Duties of Field Training Officers 


1. During Phase II, complete Form 644, Daily Observation Report, and review 
with the PPO daily.  The Form 644 should be completed and signed by the 
PPO the same training day for which the Form 644 is completed. 


a. In the event the PPO’s Phase II training extends beyond the 13 week 
minimum, continue to complete Form 644 daily. 


1) The district commander may designate another FTO to fill out the 
forms if a schedule conflict occurs. 


2. Direct, guide, explain, and demonstrate the fundamentals of police work so 
the PPO understands how and why duties are performed in a certain 
manner. 


a. Allow PPOs to perform tasks they are competent to handle and ready 
to assume. 


b. Check all paperwork for completeness, accuracy, legibility, etc. 


3. If the PPO is to be retained as a permanent employee, the primary FTO will 
complete Form 647, FTO Final Evaluation Report, and the Recruit Book. 


a. Complete Form 647 at the end of Phase II. 


b. The primary FTO is charged with the maintenance, care, custody and 
control of the Recruit Book. 


4. Attend all scheduled meetings to discuss the PPO’s performance with all 
officers involved in the program. 


E. Duties of FTO Sergeants 


1. During Phase II: 


a. All PPO’s assigned with FTO’s will be identified on the daily relief lineup 
by typing “PPO” in the “special” section of the lineup.  Emergency 
Communications Center (ECC) will not count PPO cars as double units 
when dispatching radio runs requiring two-officer responses.   


b. On a weekly basis, review Forms 644, Daily Observation Report.  This 
review includes conferring with the FTO about the progress of the PPO. 


c. On a weekly basis, complete Form 646A, FTO Sergeant’s Weekly 
Report. 


d. On a weekly basis, confer with the relief lieutenant concerning the 
progress of the PPO. 


e. On a weekly basis, confer with PPOs to note their progress and identify 
strengths and weaknesses.  Ensure the PPO signs Forms 644 and 
646A. 
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f. Use the Recruit Book as an aid in counseling the PPO. It should serve 
as an aid to correcting individual weaknesses in an effort to improve 
overall performance. 


g. Ride with PPO for a minimum of four hours to observe performance.  
Document the performance on Form 646A, FTO Sergeant’s Weekly 
Report. 


h. Attend all scheduled meetings to discuss PPO’s performance with all 
officers involved in the program. 


2. During Phase III: 


a. Once the PPO has been approved for solo patrol by the affected district 
commander, the FTO Sergeant will remove the PPO designation from 
the lineup. 


b. At the end of each calendar month, complete Form 647A, FTO 
Sergeant’s Monthly Report. 


c. On a monthly basis, confer with the relief lieutenant concerning the 
progress of the PPO. 


d. On a monthly basis, confer with PPOs to note their progress.  Ensure 
the PPO signs Form 647A. 


e. Ride with PPO for a minimum of four hours to observe performance.  
Document the performance on Form 647A. 


3. By the end of each January and July, complete Form 647C, FTO 
Recertification and Evaluation Report, for each FTO on the relief. 


F. Duties of Relief Lieutenants 


1. During Phase II: 


a. Ensure the FTO and PPO are assigned to the same off-day group so 
they will work together as much as possible. 


1) Forward a Form 17 to the Training Unit Commander listing the 
name of the PPO, FTO, and assigned off-day group. 


b. On a weekly basis, review Forms 644, Daily Observation Report, and 
646A, FTO Sergeant’s Weekly Report.  This review will consist of 
conferring with the FTO sergeant to identify strengths and weaknesses 
of the PPO. 


c. On a weekly basis, complete Form 646B, Relief Commander’s 
Narrative Report, for each PPO assigned to the relief. 


d. On a weekly basis, meet with the FTO sergeant, FTO, and PPO to 
discuss the PPO’s progress.  Identify strengths and weaknesses and 
take any necessary measures to address deficient areas.  Ensure the 
PPO signs Form 646B. 
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e. Forward Forms 644, 646A, and 646B to the district commander for 
review. 


f. Review the Community Based Problem-Solving Exercise with the PPO 
and primary FTO, then forward to the district commander with 
recommendations for a CPOP project, if warranted. 


g. Confer with the district commander within the last week of each 28-day 
work period and in the final evaluation process concerning the progress 
of each PPO. 


h. Notify the FTO Coordinator of any areas requiring additional training. 


2. During Phase III: 


a. At the end of each calendar month, review and sign Form 647A, FTO 
Sergeant’s Monthly Report.  This review will consist of conferring with 
the FTO sergeant to identify strengths and weaknesses of the PPO. 


b. At the end of each calendar month, meet with the FTO sergeant, FTO, 
and PPO to discuss the PPO’s progress. 


3. Review Forms 647C, FTO Recertification and Evaluation Report. 


4. By the end of each January and July, complete Form 647D, FTO Sergeant 
Recertification and Evaluation Report, for each FTO sergeant on the relief. 


G. Duties of District Commanders 


1. Recommend personnel for assignment as FTOs, with input from the Training 
Unit Commander, using criteria outlined in section I. 


2. If necessary, after consultation with the Training Unit Commander, remove a 
FTO from the program. 


3. Assign the PPO to primary and secondary FTOs with input from the Training 
Unit Commander.  Notify the FTO Coordinator of the pairings. 


4. Within the last week of each 28-day work period, or more frequently if 
necessary, confer with shift lieutenants to identify if problem areas exist.  
Consult with the Training Unit Commander and FTO Coordinator to establish 
training programs within the district to address any problems. 


a. This does not preclude training conducted at Training Unit in response 
to a general problem that would benefit more than a few PPOs. 


5. Review, approve, and forward all completed Forms 644, 646A, 646B, 647, 
647A, and 647B to the Training Unit. 


a. If the PPO has successfully demonstrated the ability to perform as a 
police officer, return the Recruit Book along with completed Form 647 
to the Training Unit. 


6. Notify the Training Unit Commander via Form 17 of changes in primary or 
secondary FTOs. 
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a. Include the name of the PPO, the name of the previous and new FTO, 
and indicate the FTO status (primary or secondary). 


7. Initiate dismissal procedures when repeated attempts to train and counsel a 
PPO have been unsuccessful. 


a. Dismissal procedures should occur in Phase III before the beginning of 
the 11th month of probation to provide enough time for case 
documentation and preparation.  This in no way prevents beginning 
dismissal procedures at an earlier or later date. 


8. Review Forms 647C, FTO Recertification and Evaluation Report, and 647D, 
FTO Sergeant Recertification and Evaluation Report, and forward to Training 
Unit. 


9. Notify the affected FTO Sergeant to remove PPO designation from the daily 
relief lineup once a PPO has been approved for solo patrol. 


H. Duties of the Training Unit Commander and FTO Coordinator: 


1. Direct and coordinate the activities of the FTO Program. 


2. Assemble the FTO Review Board for the review of field training officers. 


a. The FTO Review Board consists of the Support and Patrol Bureau 
Commanders, Training Unit Commander, Internal Investigations Unit 
Commander, FTO Coordinator, and a FTO. 


1) The Training Unit Commander, with input from the Support and 
Patrol Bureau Commanders and approval of the Police Chief, will 
select a FTO to serve on the board for a period of two years. 


3. The FTO Review Board will meet twice a year to review FTO and FTO 
Sergeant Recertification and Evaluation Forms and make final 
recommendations to the Police Chief.  The Review Board will also meet as 
needed to select new FTOs. 


a. The Board will review all applications from FTOs and prospective 
FTOs.  The Training Unit Commander will review the findings of the 
Board and make recommendations to the Police Chief. 


b. The Board may interview any prospective or present FTO they feel 
does not meet the standards outlined in section I and make 
recommendations to the Police Chief. 


4. Review completed Forms 644, 646A, 646B, 647A, and 647B. 


5. The Training Unit Commander and FTO Coordinator will take an active part 
in the final evaluation of each PPO and make a recommendation to either 
retain or separate the PPO. 
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6. Recruit advisors will: 


a. Assist the FTO Coordinator in identifying weaknesses in recruit training 
and assist with remedial training. 


b. Assist the FTO Coordinator with the maintenance of files, report 
deadlines, and follow up on the status of PPOs. 


c. Review completed Forms 644, 646A, 646B, 647A, and 647B with the 
FTO Coordinator. 


I. Criteria and Method for Selecting Field Training Officers 


1. Factors to be considered in the selection of Field Training Officers includes: 


• Performance rating • Attendance 
• Driving record • Commendations 
• Complaint history • Disciplinary record 
• Physical fitness • Oral communication skills 
• Judgment • Job experience 
• Attitude • Maturity 
• Previous FTO experience • Knowledge of procedures 
• Writing skills • Seniority 


2. Selection process for choosing police officers, specialists, and sergeants for 
the FTO program: 


a. The FTO Review Board will review and consider the following 
information for each applicant: 


1) Seniority (in excess of three years). 


2) Personnel jacket information and Internal Investigations Unit 
profile record of the past three years. 


3) Verification of information on application form. 


J. FTO Insignia: 


1. Only those officers on Training Unit’s list of active FTOs may wear the FTO 
insignia.  Any officer removed from FTO status, regardless of the reason, will 
immediately return the insignia to the FTO Coordinator. 


a. The insignia is only to be worn on the left breast pocket flap of the 
nylon windbreaker, Gortex winter coat, soft-shell fleece jacket, Ike 
jacket, or blouse during cold weather.  During warm weather, it is to be 
worn on the left shirt pocket. 
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12.420 REPORTING VEHICLE THEFTS AND RELATED OFFENSES 


Reference: 


Procedure 12.270, Impounding, Moving, and Release of Vehicles 
Procedure 12.400, Incident and Miscellaneous Reporting 
National Motor Vehicle Titling Information System (NMVTIS) 
Ohio Revised Code 2913.02 – Theft 
Ohio Revised Code 2913.03 – Unauthorized Use of a Motor Vehicle 


Definition: 


For report processing and computer entry purposes only, a vehicle is any motor driven 
conveyance designed to carry its operator.  In addition to ordinary motor vehicles, this 
definition includes most motorized construction and farm equipment (backhoes, 
harvesters, etc.) and the following: 


Aircraft Campers with wheels 
All-terrain vehicles Cranes (motorized and self-propelled) 
Automobiles Golf carts (motorized) 
Bulldozers House vehicles with wheels 
Buses Minibikes/Mopeds (bearing serial numbers) 
Trailers Motor scooters (w/o pedals for human power) 
Trucks Motorized boats (bearing serial numbers) 
Snowmobiles Riding lawn mowers (bearing serial numbers) 
Motorcycles 


Report any motor driven conveyance not listed, or that does not have a serial number, on a 
Case Report (301). 


Purpose: 


To ensure proper reporting and processing of all vehicle theft/attempt theft, license 
plate(s) theft/attempt theft, misplaced vehicle, and lost license plate(s) reports. 


Policy: 


Officers will provide the community with courteous police service and prompt 
investigation.  Officers will thoroughly complete all reports, documenting all facts and 
actions that occur during an incident.  Officers will submit all reports prior to the 
completion of their shift and submit serious offense reports immediately. 


Information: 


The National Motor Vehicle Titling Information System (NMVTIS) links state systems 
together to prevent titling of stolen motor vehicles and disclose any brands associated 
with a particular motor vehicle.  When a customer applies for an Ohio vehicle title, the 
vehicle identification number (VIN) is automatically checked against active National 
Crime Information Center (NCIC) theft files.  If the VIN sends back an active theft hit, 
the title office will not be able to issue a title to the customer. 
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The county title office will contact the Ohio Bureau of Motor Vehicles Title Section who 
will query the VIN through LEADS.  The results will be given to the county title clerk who 
will inform the customer there is a “NMVTIS ADMINISTRATIVE HOLD” on the records.  
The customer will have to take the documents to their local law enforcement agency for 
follow-up. 


When stolen motor vehicles, property, and firearms are entered into the Regional Crime 
Information Center (RCIC) and National Crime Information Center (NCIC) databases, 
an Originating Agency Number (OCA) number is assigned.  This number is different 
from the teletype number.  When reporting stolen motor vehicles, property and firearms 
officers must provide CIN1 with the Records Management System (RMS) case number, 
which will be used as the OCA number.  When an officer receives a RCIC/NCIC hit 
from a query, the OCA number is provided as part of the information returned.  The 
OCA number is useful to the officer in locating the original report in RMS so the 
recovery information can be recorded. 


Procedure: 


A. Initial Investigation of Vehicle or License Plate Theft 


1. Prior to completing the, Motor Vehicle Incident Report (303) in the Case Files 
Module of RMS, confirm if a theft offense occurred and the time and place of 
occurrence. 


a. For an unconfirmed theft contact the Emergency Communications 
Section (ECS) who will broadcast the "unconfirmed" vehicle or license 
plate theft if: 


1) The officer believes the theft just occurred, or the suspect or 
vehicle might still be in the vicinity and: 


2) The officer has the necessary preliminary information (license 
plate number, type of vehicle, etc.). 


2. Provide the Channel 15 operator with the license plate information, type of 
vehicle, and VIN. 


a. Teletype will check the repossessed car file and tow sheet and inform 
the reporting officer of pertinent information.  Cancel the broadcast 
immediately if it is not a stolen vehicle. 


3. After confirming a vehicle/license plate theft offense occurred, determine 
ownership by requesting to see the vehicle title or registration.  If the 
complainant is unable to produce one of the documents, the officer will: 


a. Initiate a search of the LEADS Vehicle/License Plate Registration File 
by Query Registration (QR). 


b. Contact the appropriate local deputy registrar for recent vehicle 
registrations.  New registrations may not be in the LEADS Vehicle 
Registration File. 
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c. Request CIN1 send a message to the Ohio Bureau of Motor Vehicles 
(BMV) in Columbus, Ohio, for a manual search.  Do this if the reporting 
person gives a license plate number, but cannot verify ownership. 


d. Have the owner contact their insurance company for VIN and license 
plate information.  Verify information by checking the LEADS files. 


4. When ownership is confirmed, notify CIN1 who will make the computer entry 
and have ECS broadcast. 


5. If ownership of the stolen vehicle/license plate cannot be confirmed, 
complete a 303, for Ohio Revised Code (ORC) 2913.02, Theft of a Motor 
Vehicle, and mark the report as “incomplete.” 


a. ECS will teletype and broadcast the information for 72 hours.  Do not 
enter the theft information into computer files. 


b. Instruct the complainant to exhaust all efforts to locate a document 
(title, registration, VIN, or license plate information) to prove ownership 
and contact the police immediately when the documents are found. 


c. The district investigative unit responsible for the report will contact the 
complainant and conduct a follow-up investigation to determine the 
status of the report. 


d. At the end of the 72-hour period, CIN1 will cancel the teletype unless 
the investigating officer requests to upgrade the broadcast and teletype 
message to a "Stolen Vehicle/License Plate. 


B. Reporting Vehicle Theft / Attempt Theft 


1. Complete a 303 for ORC 2913.02, Theft of Motor Vehicle. 


a. In the Narrative tab of the 303, list any damage to the vehicle or 
missing vehicle parts, in detail. 


b. Complete the Property/Vehicle tab (301PS) for all property contained 
in, but not part of, the vehicle (wallet, laptop, documents etc.).  Select 
“information only” for the loss code. 


1) The spare tire, jack, lug wrench, etc., are considered parts of the 
vehicle and do not need to be listed. 


c. Submit the information and RMS case number to Teletype to receive a 
teletype number. 


d. District Quality Assurance (DQA) will determine the vehicle value and 
enter it on the 303. 


2. Report attempts to commit a violation of any ORC statute that requires a 
303, as the ORC section number of offense that was attempted.  Do not list 
ORC 2923.02, Attempt to Commit an Offense, on the 303. 
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a. In the Offenses tab, select Attempted or Completed in the drop down 
box, except in cases of Aggravated Robbery and Robbery. 


3. Complete a 303 for vehicles stolen as part of robbery, burglary or breaking 
and entering type offenses: 


a. The 303 completed in these instances will list all offenses occurring 
during the incident. 


4. If a report is completed for another district, send a blotter notification to the 
district of occurrence.  Include the offense time, date, location, and RMS 
case number. 


5. Refer to Procedure 12.400, Incident and Miscellaneous Reporting, for 
guidelines on how to make corrections or additions to the 303. 


C. Reporting Vehicle Recoveries 


1. Query recovered vehicles through the Regional Crime Information Center 
(RCIC) to obtain the stolen vehicle information. 


2. Identify the agency that originally reported the vehicle as stolen. 


a. For local recoveries: 


1) Locate the original 303 and add a supplement report to the 
original RMS case folder.  Do not make a new report.  In the 
Narrative tab: 


a) Indicate if the front or back plate is still missing at the time of 
recovery. 


b) List any vehicle damage or missing vehicle parts at the time 
of recovery.  DQA will determine the value of the articles or 
damage. 


2) If property contained in the vehicle at the time of theft is listed on 
the 301PS, but is not inside the vehicle at the time of recovery, 
change the loss code to “stolen.” 


b. For out-of-town recoveries: 


1) Complete the Tows/OT Recovery Module (Tow Mod) in RMS 
for all out-of-town recoveries, whether vehicles are towed from 
the scene or released to the owner/originating agency.  A 303 
is not required. 


2) Request CIN1 issue a “Hit Request Confirmation” with the 
originating agency prior to requesting a Signal 38. 


a) All initial contact with the originating agencies (ORI) must go 
through the CIN1 operator.  Bypassing the CIN1 operator 
and contacting the ORI directly causes confusion in entered 
vehicle status. 
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3. Indicate whether the owner was notified on the 303 and/or Tow Mod. 


4. Call Teletype for a recovery teletype number. 


5. All stolen vehicle recoveries not released to the owner at the recovery scene 
will be towed to the Impound Unit. 


a. Complete a Form 369A, Towing Receipt, and give the wrecker operator 
both copies. 


D. Completing Owner Notifications 


1. When recovering a vehicle or license plate stolen in Cincinnati, it is the 
responsibility of the recovering officer to notify the owner in one of the 
following ways: 


a. By telephone. 


b. By personal visit, when the owner lives or works in the recovering 
district. 


1) If the owner lives or works in another district, request the district of 
residence or employment make the notification. 


2. If the owner does not live in Cincinnati, advise CIN1 who will send a teletype 
message to the proper police agency requesting them to notify the owner.  
CIN1 will request notification confirmation via a return teletype message, 
from the agency. 


a. CIN1 will make any required initial notifications to other police 
agencies.  Do not bypass CIN1 and make initial contact with the ORI 
themselves.  This causes confusion in entered vehicle status. 


3. Indicate on the 303 and/or Tow Mod if the recovered vehicle was released to 
the owner at the scene or towed to the Impound Unit. 


a. The auto theft investigator will notify the owner within 48 hours. 


b. The investigative unit supervisor will ensure the teletype board and blotter 
are reviewed on a daily basis to verify all notifications are complete. 


E. Releasing Recovered Vehicles 


1. If possible, release the vehicle to the owner at the scene if it is not needed 
for other reasons and can be done within a reasonable time. 


a. Advise the owner if the vehicle is not drivable.  This allows the owner to 
obtain the services of a private wrecker. 


1) Provide the above information to CIN1 for inclusion in out-of-town 
police agency notifies, if applicable. 


2. If the owner is unable to be contacted, or refuses to claim the vehicle at the 
scene, the vehicle will be towed, through a Signal 38 request, to the Impound 
Unit for storage and recovery by the owner. 
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a. Investigations concerning recoveries will be done at the Impound Unit 
within 24 hours of the recovery. 


3. The recovering district is responsible for safeguarding the vehicle and all 
property inside until it is released to the owner or towed. 


F. Investigations of National Motor Vehicle Titling Information System Hits 


1. The investigating officer will query the vehicle to determine the status. 


a. If the query indicates the vehicle is stolen, do not allow the owner to 
leave with the vehicle. 


1) Request CIN1 send a “Hit Request Confirmation” to the 
originating agency. 


2) Attempt to contact an auto theft investigator to verify the status of 
the vehicle. 


a) If no auto theft investigator is available, the officer will 
conduct a preliminary investigation and tow the vehicle to 
the Impound Unit for follow up. 


b. If the vehicle is an out-of-town theft, treat it as any other out-of-town 
vehicle theft recovery. 


c. If the query indicates there is no active theft entry, obtain the owner’s 
name and contact information and allow the owner to leave with the 
vehicle. 


1) Send a blotter notification to the auto theft investigator to contact 
the vehicle owner.  The auto theft investigator will follow up with 
the BMV to determine the status of the vehicle or to assist in 
clearing the record from the BMV files. 


G. Reporting Unauthorized Use of a Motor Vehicle, Ohio Revised Code 2913.03 


1. ECS will not broadcast or enter unauthorized use of motor vehicle reports 
into the computer system unless there is a warrant number or authorization 
from a supervisor. 


2. When sufficient information exists on a suspect but the complainant will not 
prosecute: 


a. Complete a 303 and note on the 311G, Investigative Notes, the victim 
will not prosecute. 


1) Do not submit the information to Teletype. 


3. When there is probable cause an offense has occurred, sufficient 
information exists on a suspect, and the complainant will prosecute: 


a. Complete a 303. 


b. Respond to the clerk’s office and sign/file appropriate criminal charges. 
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c. Enter the warrant information on the 303 and submit the information to 
Teletype for immediate entry. 


d. If the offense occurred in a district other than the reporting district, the 
officer will complete a 303, sign charges, if applicable, and send a 
blotter notification to the district of occurrence. 


4. When there is probable cause an offense has occurred, sufficient 
information does not exist on a suspect but the complainant will prosecute, 
the following guidelines will apply: 


a. Complete a 303 


1) In the Narrative tab, clearly state the complainant will prosecute. 


2) Do not submit the information to Teletype if there is no warrant or 
supervisor’s approval. 


a) The reporting officer may obtain a supervisor’s approval to 
submit the information to Teletype.  Teletype will not issue a 
teletype number without a supervisor’s approval. 


b. The investigator will attempt to obtain sufficient information for a 
warrant. 


1) If sufficient information develops to sign charges, refer to Section 
A.3 and file appropriate criminal charges. 


2) If the complainant will not prosecute, the investigator will close the 
case "Victim Refused to Cooperate". 


a) Do not submit the information to Teletype. 


b) If a warrant is signed, submit the information and warrant 
number to Teletype. 


3) If insufficient information exists to sign a warrant, the district 
investigative supervisor will determine whether or not to make a 
computer entry. 


5. When sufficient information does not exist on a suspect and the complainant 
will not prosecute, the following guidelines will apply: 


a. Complete a 303 and note on the 311G, the victim will not prosecute. 


b. Do not telephone the report into Teletype. 


6. When a rental agency reports an unreturned rental vehicle: 


a. Ensure rental agency has exhausted every effort to have vehicle 
returned. 


b. Complete a 303, for ORC 2913.03. 


c. Respond to Clerk’s Office and file appropriate criminal charges on the 
lessee. 
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d. Submit the information and warrant number to Teletype. 


7. When a lessee gives permission to an unauthorized person to use a rental 
vehicle and the person refuses to return the vehicle: 


a. Ensure the rental agency has not already reported the unreturned 
vehicle. 


b. Complete a 303, for ORC 2913.03, and list the: 


1) Rental agency as the victim. 


2) Complainant as the reporting person. 


3) “Unauthorized person” as the suspect. 


c. If sufficient suspect information exists, respond to the Clerk’s Office 
and file appropriate criminal charges 


d. Submit the information and warrant number to Teletype. 


H. Misplaced Vehicles 


1. Complete a 317, General Conditions Report and send a blotter notification to 
the affected district.  Describe the circumstances surrounding the misplaced 
vehicle. 


a. Notify ECS who will broadcast the information for 72 hours. 


b. The district investigative supervisor is responsible for assigning the 
follow-up investigation to determine the status of the misplaced vehicle. 


2. When locating a misplaced vehicle within 72 hours, the recovering officer will 
complete a 317 and notify CIN1 to cancel the teletype. 


I. License Plates 


1. Reporting License Plate Theft / Attempt Theft 


a. Complete a 303 for theft/attempted theft of license plates using ORC 
2913.02. 


1) If only one license plate is missing and evidence of theft is 
present, complete a 303. Note whether the theft was of the front 
or rear license plate. 


2) Report stolen or attempt stolen expired license plate(s) on a 303. 


3) Submit all stolen valid or expired license plate(s) to Teletype for 
entry into the computer files. 


b. Report theft / attempt theft of license plate validation stickers on a 301, 
using ORC 2913.02. 


1) The value is the original cost of the sticker. 
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2) Include the sticker color and serial number in the description for 
computer entry into the Property File. 


3) Query all suspected stolen stickers as "Property." 


c. Submit all stolen valid or expired license plate(s) to Teletype for entry 
into the computer files. 


2. Reporting Recovery of Stolen License Plate(s) 


a. Upon recovery of a stolen license plate, locate the original 303, and 
add a supplement report to the original RMS case folder.  Submit the 
information to Teletype. 


1) If one license plate is still missing, the recovery is partial.  Explain 
in the Narrative tab of the 303, which plate (front or rear) is still 
missing. 


a) Complete a 317, when recovering license plates stolen out-
of-town.  Submit the information to Teletype.  Include the 
teletype and OCA number on the 317. 


2) When submitting license plate recovery information to Teletype, 
include the name of the person/officer who notified the owner and 
the time and date of the notification. 


3) When unable to make owner notification, indicate this in the 
Narrative tab of the 303.  List the date and time notification was 
requested, the police agency or district, and the name of the 
officer contacted. 


a) All initial contacts with the ORI go through CIN1.  Bypassing 
ECS and contacting the ORI directly causes confusion in 
entered license plate status. 


b. If a vehicle has a recovered stolen license plate and will be impounded 
for an investigation, the plate will remain with the vehicle, and be 
removed and processed by the investigating officer. 


c. On a vehicle with recovered stolen licensed plates that will be 
impounded, but is not reported stolen, refer to Procedure 12.270, 
Impounding, Moving and Release of Vehicles, for instructions on 
impounding the vehicle. 


1) Remove the stolen license plates from the vehicle. 


NOTE:  Wrecker drivers are required to have tools to 
remove the license plates from a vehicle. 


2) Complete a Form 330, Property Receipt, and send the form and 
license plates to the Court Property Unit. 


a) Note in the Narrative tab of the 303 the license plate(s) were 
sent to Court Property Unit. 
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b) Advise the owner the license plate(s) can be retrieved at the 
Court Property Unit. 


d. Upon recovery of a stolen validation sticker, complete a 303 and submit 
the information to Teletype for removal from computer files. 


3. Reporting Lost License Plate(s) 


a. Conduct a preliminary investigation to determine if the license plate(s) 
is lost or stolen. 


1) Absence of both license plates would be a strong indication of 
theft, unless other circumstances are present. 


2) If the license plate(s) is lost within the City of Cincinnati, initiate a 
QR to verify ownership. 


3) Contact the Court Property Unit to determine if someone turned in 
the license plate(s).  Contact the district of occurrence if known. 


b. Complete a 317 and include the following: 


1) Name, address, and telephone number of the owner. 


2) Name of complainant, if other than the owner. 


3) License plate(s) number, state of issue, and the validation sticker 
number for a lost rear license plate, if any. 


4) Date and place of occurrence, if known. 


5) Indicate if loss was of one, or both license plates (indicate front or 
back). 


6) Submit the information to Teletype and add the teletype number 
to the 317. 


c. Advise the complainant to: 


1) Immediately notify the police, if the license plate(s) are found, for 
removal from the computer file. 


2) Contact the BMV as soon as possible. 


4. Reporting Found License Plate(s) 


a. Complete a 317 for found license plate(s). 


b. Attempt to notify the owner by telephone.  Instruct owners to pick up 
the license plate(s) at the district before 0700 hours the next workday. 


1) If the owner cannot pick up the plate(s) within that period, instruct 
the owner to retrieve the license plate(s) from the Court Property 
Unit. 


c. Include the owner’s name and address, name of the person notified 
and time of notification on the 317. 
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d. If the officer cannot determine the name of the owner after exhausting 
all investigative means, forward the plate(s) to the Court Property Unit.  
Attach a printed copy of the Form 317 explaining the methods used to 
determine owner identification. 


J. Closure of Vehicle/License Plate(s) Theft Offenses 


1. Close cases as a “partial recovery” unless recovery includes the vehicle, 
both license plates (if two are issued), all parts of the vehicle, and all 
property listed on the 303. 
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12.540 BODY WORN CAMERA SYSTEM 


References: 


City of Cincinnati Administrative Regulation No. 70 
Procedure 12.205, Traffic Enforcement 
Procedure 12.235, Operating a Vehicle Under the Influence (OVI): Processing & Arrest 
Procedure 12.535, Emergency Operation of Police Vehicles and Pursuit Driving 
Procedure 12.537, Mobile Video/Digital Video Recording Equipment 
Procedure 12.550, Discharging of Firearms by Police Personnel 
Procedure 12.715, Property and Evidence:  Confiscation, Accountability, Processing,   


Storage, and Release 
Investigations Manual 
 
Definitions: 


Body Worn Camera (BWC) – A Department approved and authorized recording device 
issued to officers to record audio and video consistent with Department policy and 
procedure. 


Incident – An event requiring some degree of law enforcement action or response. 
 
EVIDENCE.COM – A TASER system used for accessing recorded events.  Officers 
have a unique login to enable viewing or uploading recorded events.  The website 
address is https://cincinnatipdoh.evidence.com. 


TASER Docking Station (TDS) – A six-port docking system which uploads video files 
and charges the TASER BWC.  The TDS allows units to transfer recorded events to 
EVIDENCE.COM via an internet connection.   


Purpose: 


Establish guidelines regarding the use, management, storage, release, and retention of 
video and audio files captured by the Body Worn Camera system. 


BWC systems promote accountability and transparency for law enforcement by 
providing a video record of police activity.  Police operations become more transparent 
to the public and help resolve questions following encounters between officers and 
citizens.  


Policy: 


The Department will preserve video for at least 90 days after the last recorded event. 
After the 90 day retention period, recordings not categorized for retention will be 
automatically deleted by TASER.  Recorded events necessary to the investigation and 
prosecution of criminal offenses will be uploaded and redacted by Police Records 
(PRS).  A video containing possible criminal evidentiary footage may not be copied to a 
disc until after it has been redacted by PRS according to current Ohio Public Records 
law.  Requests for disc copies of a BWC video file will be forwarded to PRS by 
completing a Form 606, Digital Video/Audio Records Request.  



https://cincinnatipdoh.evidence.com/
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Recorded events necessary for the investigation of administrative incidents (e.g., Use of 
Force, Citizen Complaints) will be labeled for proper retention by a supervisor and 
noted in the incident paperwork.  The footage will be retained in compliance with the 
current records retention schedule as approved by the Cincinnati Records Commission.   


Officers are required to activate their BWC system during all law enforcement-related 
encounters and activities as defined in this procedure.  Officers will deactivate the BWC 
system only at the conclusion of the event or with supervisor approval. When an officer 
is involved in a police intervention shooting, their BWC will be subject to the process 
outlined in Procedure 12.550, Discharging of Firearms by Police Personnel. 


Officers have the right to use the BWC system inside a private home as long as they 
have a legal right to be there (e.g., call for service, valid search warrant, consent of 
owner).  Officer safety and public safety take precedence over recording events.  Under 
extenuating circumstances, utilization of the BWC system may not be possible (e.g., 
ambush/assault on a police officer, compromising the tactical advantage of police).  
When this occurs, officers will report the incident to their supervisor.  The supervisor will 
investigate and document the incident on a Form 17BWC.  


Officers who fail to use the equipment as required or fail to report damage to the 
equipment are in violation of the Manual of Rules and Regulations and are subject to 
the disciplinary process for the CPD.  Only officers trained in the use of BWC systems 
are authorized to operate the equipment. 


Information: 


Utilizing video equipment facilitates the Department’s objectives to collect evidence for 
criminal prosecution, provides an administrative inspection function, and assists in 
training officers to improve safety and tactics. BWC footage, in conjunction with witness 
statements, other video files etc., is one component of evidence collection to facilitate a 
thorough investigation.  


Video files are the property of the CPD and are not to be duplicated and/or used without 
authorization from the Police Chief or their designee. 


Officers are not required to inform citizens they are being recorded with the BWC.  
Unlike the back of a police car or empty police interrogation room, which requires 
notification recording equipment is in use, the personal contact between an individual 
and an officer does not constitute an environment where there is a reasonable 
expectation of privacy. 


The TASER BWC will record 30 seconds of buffered video when activated.  The BWC 
program coordinator can be reached by phone, 263-8209, or by responding to 
Technology & Systems, Monday through Friday, 7:00 am to 5:00 pm.  


Procedure: 


A. Operating and Utilizing BWC systems 


1. Equipment is the responsibility of the officer assigned and will be operated 
according to the manufacturer’s recommendations. 
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a. Officers will wear all supplied components of the BWC systems and 
ensure it is properly positioned to record events. 


1) Officers shall inspect the BWC prior to the shift to ensure proper 
functioning of the system.  


2) Officers will immediately report a malfunctioning BWC to a 
supervisor.   


a) The supervisor will check the BWC by following appropriate 
troubleshooting steps. 


b) If the supervisor is unable to resolve the problem, the BWC 
will be taken to Technology & Systems, Monday through 
Friday, 7:00 am to 5:00 pm, for issuance of a spare BWC. 
After 5:00 pm officers will contact an ECS supervisor for 
issuance of a spare BWC.  


b. Officers will only use the BWC assigned to them, and will not use a 
BWC assigned to another officer. 


c. If an officer fails to activate or deactivate their BWC according to policy, 
whether intentionally or accidentally, they will report the incident to their 
supervisor.  


1) The supervisor will investigate and document the incident on a 
Form 17BWC, including any disciplinary recommendation. 


d. Two spare mounts will be issued to each district and kept in the district 
armory. 


1) The spare mount will be documented in the Spare Mount Log 
when it is issued by a supervisor and when it is returned at the 
end of the officer’s shift. 


2. Officers will use BWC equipment to record all calls for service and self-
initiated activities.  The BWC must be activated when the officer arrives      
on-scene.  This includes:   


a. While responding for calls for service in emergency mode. 
 
b. Traffic stops, including the investigation of a vehicle and occupants 


already stopped or parked. 
 


1) Officers equipped with the BWC (primary or backup officers) will 
continue to record until the stopped vehicle departs or officers 
leave the scene. 


c. During the entirety of traffic or foot pursuits. 


1) Activate the BWC before initiating a traffic or foot pursuit. 


2) Deactivate the BWC when a vehicle or subject cannot be located. 
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d. When assisting other officers on any call for service or self-initiated 
activity.  


1) Officers must ensure they are added to the CAD incident when 
assisting other officers. 


e. All requests for consent to search without a warrant, including searches 
of persons, buildings, or vehicles, will be recorded.  Both audio and 
video recordings will be made of the request and consent when 
practical. 


1) Recording is intended to enhance a documented consent; it does 
not replace a signed Form 601, Consent to Search Without a 
Warrant. 


f. Requests for searches and deployments of drug-detection canines 
involving vehicles, when practical. 


g. Recordings of all persons physically arrested and being transported in 
any Department vehicle to any location. 


h. Officers have the discretion to activate the BWC when they believe an 
event may have evidentiary value. 


i. Officers are not required to initiate or cease recording an event solely at 
the request of a citizen. 


3. The BWC may be deactivated after: 


a. Clearing the call for service/self-initiated activity, or 


b. The DVR is activated and recording a subject being transported in the 
police vehicle. 


 
4. Officers will not use the BWC to record the following: 


a. Confidential informants or undercover officers. 


1) Officers may record any enforcement action (e.g., traffic or 
investigatory stop) requested by a plainclothes officer. 


b. Department personnel during routine, non-enforcement related 
activities, unless recording is required by a court order or is authorized 
as part of an administrative or criminal investigation. 


c. In any place where there is a reasonable expectation of privacy (e.g., 
restroom, locker room) except during an active incident (e.g., foot 
pursuit that leads into a locker room).   


d. In any detention facility or hospital facility (when confidential patient 
information may be recorded) except during an active incident (e.g., 
disorderly person). 


e. During discussions/briefs regarding tactics and/or strategies. 
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B. Viewing, Altering and/or Sharing BWC Recordings 


1. All access to BWC footage is automatically logged to create an electronic 
audit trail. 


2. Officers shall not edit, alter, erase, duplicate, copy, share, or otherwise 
distribute in any manner BWC recordings without prior approval.  


a. Requests to delete portions of a BWC recording (e.g., in the event of a 
personal recording) must be submitted for approval on a Form 17 to the 
police chief, who will review in accordance with state record retention 
laws.  All requests and final decisions shall be kept on file. 


3. Officers may view BWC footage at the district utilizing vendor-approved 
software and equipment. 


4. Officers will inform a supervisor of any recorded sequences that may be of 
value for training purposes. 


5. When an officer is involved in a police intervention shooting, their BWC will 
be subject to the process outlined in Procedure 12.550, Discharging of 
Firearms by Police Personnel.  


a. Review of the BWC footage at Criminal Investigations Section (CIS) will 
be made according to the investigative process and at the discretion of 
the Investigations Bureau commander or their designee.  


6. Officers shall not use non-agency equipment or devices to record or 
download video from BWC’s.  


C. BWC Management 


1. TASER BWC systems not in use by officers shall be inserted into its TDS. 


a. Connect the TASER BWC to the TDS to automatically upload 
recordings and charge the unit. 


2. Two spare mounts will be kept in each district’s armory. Only supervisors will 
assign spare mounts to officers.  


D. Court and Evidentiary Video Files 


1. When a BWC video file is required for court/evidentiary purposes, the 
Prosecutor’s Office will contact PRS to request the redaction process be 
initiated.  


a. PRS will redact the BWC video file(s) according to their Standard 
Operating Procedure (SOP) and notify the Prosecutor’s Office when 
the files are available for review. 


b. If no BWC video file exists, PRS will advise the Prosecutor’s Office. 
PRS may contact an administrative supervisor for any questions 
regarding video file existence.  
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2. Recording Auto Accidents Involving Police Equipment 


a. If a BWC-equipped officer is involved in an auto accident, they should 
activate the BWC if physically able. 


1) When activated, the TASER BWC will record 30 seconds of 
buffered video.  (Possibly recording the events prior to the 
accident) 


b. The supervisor who completes the Form 90S, Supervisor’s Review of 
Vehicle Crash, will review the officer’s BWC video for any footage 
relevant to the auto accident.  


1) If the officer’s BWC contains relevant footage, the supervisor will 
upload the video file and label it for proper retention.  


c. The supervisor will note in the Form 90S that BWC footage is available 
and forward the auto accident paperwork (90S, BMV3303, etc.) through 
the chain of command to Fleet Management. 


d. The City Solicitor’s Office will have access to these video files as 
needed for legal purposes. 


1) Fleet Management will maintain a computer database and act as 
liaison with the City Solicitor’s Office. 


3. When a traffic stop involving an individual arrested for Operating a Vehicle 
Under the Influence (OVI) is captured by a BWC as well as the DVR: 


a. Clearly mark the Form 527, Arrest Report, Ohio Multi-count Traffic Tag 
(MUTT), and the Form 495, Cincinnati Police Department Intoxication 
Report with “ACE” and “BWC” in bold letters. 


1) If the City Prosecutor’s Office needs a copy of the BWC for court 
 purposes, they will contact PRS to request redaction.   


E. Records Requests  


1. All requests for BWC video files must be made prior to the end of the 90 day 
retention and availability period.  After the 90 day retention period recordings 
not categorized for retention are automatically deleted. 


a.  Disc copies of video files must be approved by PRS and/or the 
district/section/unit commander. 


2. Requests for disc copies of video files originating from within the Department 
must be submitted on a Form 606 to PRS.   


a. Officers wishing to obtain a disc copy of their own video files will submit 
a Form 606 to PRS.  


1) PRS will redact the video file and forward a disc copy to the 
officer.  


2) Video files are to be used for official business only. 
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3. Outside requests for video files must be submitted to PRS on a Form 29, 
Police Records Public Records Request.  The request can be completed 
online by emailing the Form 29 to cpdrecords@cincinnati-oh.gov or filling out 
an online form at http://cincinnati-oh.gov/noncms/police/records/.  Ohio 
Public Records Law does not require requestors to submit requests in 
writing.  Any oral request will be completed on a Form 29 by Police Records 
or district personnel, as outlined in Procedure 18.120, Public Records 
Requests.  


a. PRS will follow their SOP for the completion of record requests.  


b. OVI recorded events will only be released with the approval of the 
prosecutor. 


c. When a request for a video file is made from outside the Department, a 
second disc copy of the video file will be made by PRS and maintained 
in a file for one year. 


4. Media requests for video files will be referred to and handled by the Public 
Information Office (PIO). PRS will release a disc copy of video files to PIO 
upon request.  


5. Personal Privacy Redaction 


a. BWC footage containing sensitive and/or private situations (e.g., 
interview of a victim of sexual assault; individual who is partially or 
completely unclothed) will be redacted according to the PRS SOP prior 
to being released. 


F. Supervisory Responsibilities 


1. All supervisors will: 


a. Ensure officers follow established procedures for the use and 
maintenance of the BWC equipment. 


b. Follow the process outlined in Section A for a malfunctioning BWC. 


c. Investigate and document on a Form 17BWC all incidents involving an 
officer who fails to activate or deactivate the BWC in accordance with 
procedure, including any disciplinary recommendation. 


d. Supervisors are encouraged to review content with officers to identify 
events with training value. 


2. Supervisors will ensure BWC footage is uploaded and labeled for proper 
retention for all incidents involving:    


a. Use of Force 


1) Form 18F – Supervisor’s Use of Force Investigation  


2) Form 18TBFP – Use of Taser/Beanbag/40mm Foam 
Round/Pepperball 



mailto:cpdrecords@cincinnati-oh.gov





12.540 


Revised 09/29/16, Replaces 07/14/16 8 


3) Form 18C – Use of Canine 


4) Form 18CI – Use of Chemical Irritant 


5) Form 18I – Injury to Prisoner 


6) Form 18NC – Non-compliant Suspect / Arrestee 


b. Injury to Officers 


1) Form 91SP – Supervisory Investigation of Employee Injury  


c. Vehicle Pursuits 


1) Form 34 – Vehicle Pursuit 


d. Citizen Complaints 


1) Form 648 – Citizen Complaint 


a) When applicable, any member of the public, parent or legal 
guardian of a minor, or a deceased subject's next of kin or 
legally authorized designee who is a subject of video 
footage, shall be permitted to review that specific video 
footage during a citizen complaint investigation.  


3. BWC footage used in Department investigations will be retained in 
compliance with the current records retention schedule as approved by the 
Cincinnati Records Commission.    


G. Biometric Searches 


 1. Stored video and audio from a BWC shall not: 


  a. Be used to create a database or pool of mug shots 


  b. Be used as fillers in photo arrays 


  c. Be searched using facial recognition software 


1) This does not prohibit CPD from using recognition software to 
analyze the recording of a particular incident when reasonable 
suspicion exists that a specific suspect or person in need of 
assistance may be a subject of a particular recording. 
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13.101 TRAINING MEMOS AND VIDEOS 
 
Information: 
 
Training Memos are designed to bring timely information to the attention of Police 
Department personnel.  They impart information in narrative form to all personnel.  This 
helps the Department meet training needs as they are identified.  Training Memos 
suggest best methods of performing functions or describe services available to the 
Department from outside agencies.  They assist personnel in using the latest accepted 
techniques in carrying out Department procedure. 
 
Policy: 
 
Training Memos will be written to conform to the mandates of procedure but should not 
refer to procedure by number.  Training Memos may at times elaborate upon procedure 
in methods of carrying out the Department mission. 
 
Procedure: 
 
A. Department Personnel: 
 


1. Sworn personnel must be familiar with all current Training Memos and know 
the contents of these training documents. 


 
2. If any Department member recognizes a need for training that could be 


accomplished through a Training Memo or video, or a shortcoming with a 
current Training Memo or video, he should forward the 
information/suggestion on a Form 17 through channels to Training Section. 


 
B. Training Section: 
 


1. The Training Section Commander is responsible for determining the training 
needs of the Department. 


 
2. Training Section will conduct an annual review of all Training Memos and 


videos ensuring they are valid and current. 
 


3. Producing Training Memos and Videos 
 


a. Training Section will create/revise/delete Training Memos and videos as 
a result of: 


 
1) A Form 17 from a Department member, endorsed and approved 


by the Chief, suggesting a change in a current Training Memo or 
video, or the need for an additional Training Memo or video. 


 
2) A determination by the Training Section Commander of a training 


need that would be met most appropriately in a Training Memo or 
video. 


 
3) An annual review of Training Memos and videos conducted at 


Training Section. 
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b. When producing/revising Training Memos and videos, Training Section 
will request input from the affected unit(s). 


 
1) The affected unit(s) will be responsible for providing information to 


assist Training Section staff. 
 


2) Training Section will complete the final document to assure it 
meets training guidelines. 


 
c. Coordinate with Planning Section to ensure the concepts of the Training 


Memo or video are not in conflict with current policy, procedure, 
statutes, or ordinances. 


 
4. Staffing the Training Memo 


 
a. When a Training Memo is written/revised, the Training Section will 


request staffing, by Chief's memo, for comments from: 
 


1) Planning Section 
 


2) All Bureaus 
 


3) Fraternal Order of Police 
 


4) Other appropriate agencies outside the Department (for 
coordination/input) 


 
b. After all staffing responses are received, they must be evaluated.  


Retain all responses for future reference. 
 


c. Appropriate changes will be made as a result of the staffing process, 
and submitted to the Police Chief for approval. 


 
1) If numerous or major changes are made as a result of the staffing 


process, restaff the Training Memo as outlined in Section 4.a. 
above. 


 
5. Distribution 


 
a. After approval by the Police Chief, the new/revised Training Memo will 


appear in the Department Staff Notes for official notification of 
Department personnel. 


 
b. Training Section will ensure distribution to all sworn personnel. 


 
c. When a Training Memo is deleted, a Staff Note Item will be published 


as official notification of Department personnel. 
 
C. Master Training Memo Book: 
 


1. Training Section maintains the Department's Master Training Memo Book 
containing: 


 
a. All current, valid Training Memos with revision dates. 
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b. All deleted/invalidated Training Memos with dates of deletion and 
notation briefly indicating reason for invalidation/deletion. 


 
2. Each district/section in the Department maintains a book containing all 


current and valid Training Memos. 
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12.815 COURT APPEARANCES, JURY DUTY, AND OTHER 
HEARINGS 


Reference: 


Procedure 12.020, Uniforms, Related Equipment, and Personal Grooming 
Procedure 12.025, Authorized Weapons 
Procedure 12.555, Arrest/Citation:  Processing of Adult Misdemeanor and Felony 


Offenders 
Procedure 12.715, Property and Evidence: Confiscation, Accountability, Processing, 


Storage, and Release  
Procedure 12.810, Subpoenas 
Procedure 12.816, On-Call Court Appearance 
Procedure 12.817, Court Management System (CMS) 
Procedure 12.820, Compensation for Court Attendance, Hearings and Other 


Administrative Recalls 
Procedure 12.825, Compensatory Time and Paid Overtime 
Procedure 13.100, Field Training Officer Program 
Procedure 19.105, Sick/Injured With Pay and Special Leaves 
Procedure 19.135, Annual Vacation Policy 
Manual of Rules and Regulations and Disciplinary Process 
Fraternal Order of Police/City Labor Agreement 
Department of Human Resources, Personnel Policies and Procedures 
Ohio Rules and Regulations – Article 69 


Purpose: 


Ensure compliance by employees with Department procedure and directives of the 
courts, including jury duty. 


Keep court time to a minimum while maintaining current conviction rates and avoiding 
civil liability suits. 


Provide specific instructions for completing and processing the following: 


• Recording vacation and compensatory time scheduling 
• Form 678, Change in Court Appearance through Employee Tracking Solution 
• Form 674, Case Delay Request Card 
• Request for dismissal of charges in court 
• Employees failing to appear in court 


Policy: 


Employees will appear for scheduled court cases in a timely and professional manner 
and will be well prepared to present cases and testimony to the courts. 


Officers who are injured with pay or in any off duty sick status are not permitted to work 
outside employment details. 
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This includes officers who cannot report for court because they are sick or injured.  
Officers must call on the track and physically report for their tour of duty before 
becoming eligible to work an outside employment detail. 


The Smith and Wesson, Military & Police 9mm (M&P9) is the preferred weapon for 
officers issued both the M&P9 and the Smith and Wesson, Military & Police 9mm 
Compact (M&P9c). 


Information: 


Appearance in court as necessary is a job requirement of the Cincinnati Police 
Department.  The court’s schedule does not coincide with the shifts worked by many 
Department personnel, thus requiring personnel to appear in court during hours other 
than their normal working hours.  Contractual and procedural provisions provide 
compensation for officers appearing in court when not on duty.  The ramifications of not 
appearing in court when notified can be severe, not only in the loss of cases, but in 
increased civil liability for the Department as well as the officer.  Additionally, personnel 
are subject to disciplinary action if they fail to appear as notified or fail to comply with 
the provisions of this procedure. 


Procedure: 


A. Responding to Court 


1. Employees responding for testimony in Grand Jury, Juvenile Court, 
Common Pleas, or any Municipal Court will first respond to Court 
Control, Room 147, at the Hamilton County Courthouse. 


a. If evidence or property is needed for court, follow Section B. of this 
procedure. 


b. Court Control office hours are Monday through Friday from 0730 to 
1530 hours. 


1) When trials extend beyond 1530 hours, employees will have the 
respective prosecutor mark and sign a Form 68P, Overtime and 
Court Appearance Report, with the time released from court.  
Employees will deposit their Form 68P in the locked mailbox 
located outside the Court Control door. 


c. Department employees will be properly groomed and dressed, 
including authorized firearm, badge, and ID card.  Department 
employees will wear either the uniform of the day (for their respective 
unit) or acceptable business attire of conservative color and design. 


1) Officers responding in uniform are required to carry their 
Department issued Smith and Wesson, 9mm, Military and Police 
(M&P9) secured in the Department issued ALS/Level III/Hood 
Strap Holster. 
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2) Officers responding in conservative business attire are authorized 
to carry the Department issued primary duty weapon, M&P9, 
Smith and Wesson, 9mm, Military and Police Compact (M&P9c) 
or a personally owned M&P9c which meets the requirements of 
Procedure 12.025, Authorized Weapons. 


a) The weapon must be carried in a secure holster and 
concealed on their person as outlined in Procedure 12.025, 
Authorized Weapons. 


3) Male employees in conservative business attire will wear a suit or 
sport coat with dress trousers, shirt, tie, and dress shoes.  
Earrings are not allowed. 


4) Female employees in conservative business attire will wear a 
business style dress, slacks, or suit and dress shoes.  Moderate 
use of makeup is acceptable. 


5) Clothing made of denim material is not acceptable. 


6) Mountain bike officers attending court while off-duty will wear the 
uniform of the day or conservative business attire. 


a) The mountain bike uniform may be worn to court only when 
the officer is on-duty and riding the mountain bike that day. 


2. Court Control Process  


a. Sign the log-in sheet provided by Court Control and advise of the case 
and courtroom. 


1) Indicate on the log-in sheet if the case is an outside employment 
case. 


b. Officers receive up to 1/2 hour compensation for checking in at Court 
Control before responding to court. 


1) Allow enough time to permit the log-in process and travel time to 
the courtroom before the scheduled hearing time. 


a) If evidence or property is needed for court, follow Section B. 
of this procedure. 


c. Court Control personnel will: 


1) Add the name of employees properly notified, case number, room 
number, and time of the court appearance to their daily 
automated court docket, if not listed. 


2) Issue a time stamped Form 68P to the Department employee. 


a) A Form 68P will not be issued to employees not notified to 
appear. 
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b) Employees will complete the "Time in court" block on the 
Form 68P.  This block will reflect the "Time Stamp In" and 
"Time Stamp Out" information. 


d. Outside employment cases 


1) Compensation for court appearances arising from arrests and 
citations occurring while working an outside employment detail is 
the responsibility of the outside employer. 


2) Officers on duty at the time of a scheduled hearing: 


a) Issue, process, and route a Form 68P as described in this 
procedure.  The Form 68P issued by Court Control will be 
stamped "Outside Employment Case".  The officer may 
submit a copy of this Form 68P to the outside employer for 
compensation. 


1] The district/section/unit commander will use the Form 
68P to determine the time spent by an employee in the 
disposal of a case. 


a] The employee must submit a Form 25S, 
Application for Leave of Absence, for vacation or 
compensatory time to cover this period. 


b] The district/section/unit commander will attach 
the Form 25S to the Form 68P before processing 
by the unit time clerk. 


3) Officers off duty at the time of a scheduled hearing and notified 
through the Department to appear in court on outside employment 
cases must respond to Court Control. 


a) Court Control will issue a Form 68P stamped "Outside 
Employment Case".  The officer may submit a copy of this 
Form 68P to his outside employer for compensation. 


e. Multiple Common Pleas Court appearances 


1) When an employee attends Common Pleas Court and the trial 
lasts more than one day, the employee will keep the subpoena 
until excused by the court. 


2) The employee will sign in each day at Court Control and prepare 
a separate Form 68P for each day's attendance. 


a) The prosecutor will note the time excused on the Form 68P. 


3) Court Control submits all Forms 68P to the unit of assignment. 
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f. Defense appearances 


1) Employees who appear in court or produce documents on behalf 
of the defense, either voluntarily or in response to a subpoena 
must immediately submit a Form 17 via the chain of command to 
Planning Unit notifying the Police Department of the appearance. 


a) Include in the Form 17 a brief summary of the expected 
testimony or the document requested. 


b) Attach a copy of the subpoena. 


c) For cases in Common Pleas Court, fax the Form 17 and 
subpoena to the Hamilton County Prosecutor’s Office at 
946-3105. 


d) For all other cases fax the Form 17 and subpoena to the 
Solicitor’s Office at 352-1515. 


2) Planning Unit will maintain a copy of the Form 17 and subpoena. 


3) Employees must sign in at Court Control and advise they are 
appearing for the defense.  Court Control will add the employee's 
name, case number, room, and time on the daily automated court 
docket. 


4) The Department will compensate employees who receive a 
subpoena from the defense for court appearances resulting from 
their duties as a police officer in the same manner as a normal 
court appearance. 


g. Court appearances resulting from off-duty arrests 


1) The officer must sign in at Court Control. 


2) The Department will compensate officers for court appearances 
resulting from enforcement action taken as a police officer while 
off duty and not working police related outside employment. 


3. Endorsement of Form 68P by prosecutor or grand jury foreman 


a. Before the case is called in the courtroom, the employee will complete 
all the case and employee information on the Form 68P. 


b. Upon completion of the employee's appearance and release by the 
prosecutor, the employee will present the prosecutor with the 
completed Form 68P. 


1) The prosecutor will sign the Form 68P and enter the time next to 
his signature. 


c. The employee will immediately hand-deliver the completed form back 
to Court Control. 
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4. Officers will get a subpoena from the prosecutor in Grand Jury and 
Common Pleas.  Take the subpoena to the Common Pleas Clerk of 
Court's Office, Room 315, Hamilton County Courthouse.  Each officer 
will hand-deliver it to the clerk located at the Criminal Desk. 


a. The Juvenile Court prosecutor will issue a subpoena from Juvenile 
Court.  Take the subpoena to the Juvenile Court Clerk's Office, first 
floor, 800 Broadway, and deposit it in the basket on the front counter. 


b. Officers will not need to wait for a check except for outside employment 
arrests where officers want to keep the check. 


c. Court Control personnel will respond to the Clerk's Office each 
business day and receive one voucher for all court appearances for the 
previous court day. 


5. Final processing at Court Control: 


a. When employees return the completed Form 68P, Court Control 
personnel will: 


1) Inspect the Form 68P for accuracy. 


2) Time stamp the Form 68P. 


a) Question unreasonable lapses between the time the 
prosecutor signed the Form 68P and the arrival of the 
employee at Court Control. 


1] Document and submit to the district/section/unit 
commander any unreasonable lapses that would result 
in additional compensatory time. 


3) Make the proper entry on the log-in sheet showing the employee 
completed the court process. 


4) Stamp in green "For Pay - Grand Jury Court Appearance", "For 
Pay - Common Pleas Court Appearance", or "For Pay - Juvenile 
Court Appearance".  This will notify district/section/unit 
timekeepers the appearance is a paid appearance. 


5) Stamp in red "Outside Employment Arrest" on any off-duty 
appearances arising from outside employment arrests. 


6) Ensure officers appearing on duty have "ON DUTY" noted in the 
"Court time for time" block. 


7) Keep the Form 68P for processing to the employee's unit. 


b. Employees unable to check out because Court Control is closed will 
deposit their Form 68P in the locked mailbox located outside the Court 
Control door. 
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1) Court Control will make a copy of the Form 68P and mail the 
original to the employee's unit. 


6. Police personnel subpoenaed to court or board hearings at a location in 
Hamilton County other than the Hamilton County Courthouse, Hamilton 
County Justice Center, or the Hamilton County Juvenile Court, 
including but not limited to, United States Federal Court appearances in 
Cincinnati, Ohio, and Covington, Kentucky. 


a. Appear at the location listed on the subpoena at the scheduled time. 


b. Complete a Form 68P. 


1) Have the person in charge of the hearing (prosecutor, probation 
officer, officer of the court, etc.) sign the Form 68P on the line 
titled "Verified by:" and fill in the space titled "Time in court". 


c. Obtain the check issued by the agency for compensation of the 
appearance. 


1) Endorse the check and write “For Deposit Only" on the rear of the 
check. 


d. Turn the Form 68P and check into the unit timekeeper for processing 
and forwarding to the Finance Management Section. 


7. The Court Control supervisor will review each day's activities and 
submit a monthly report to the Inspections Unit Commander listing the 
following: 


a. Number of employees notified to appear in court. 


b. Number of employees excused from court through the Change in Court 
Appearance process. 


c. Any employee who didn't properly appear as notified, including 
absences and tardiness. 


d. Any employee who responded to court without being notified through 
the normal notification process. 


e. Any employee who responded to court whose attire or appearance was 
inappropriate. 


1) In addition to the monthly report, this will be reported as it occurs. 


f. Any other notable occurrences, violations, or incidents. 


1) In addition to the monthly report, these will be reported as they 
occur. 


8. See Procedure 12.825 concerning processing Forms 68P at the 
district/section/unit level. 
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B. Retrieving Evidence or Property Needed for Court 


1. When evidence or property is needed for court, officers will respond to 
the Court Property Unit (CPU), 801 Linn Street, prior to Court Control. 


a. Officers will time-stamp a Form 68P at the CPU to take to Court 
Control. 


b. When checking into Court Control, officers will be provided with a Court 
Control Daily Accountability number to write on the upper left corner of 
the Form 68P. 


2. Upon completion of the court hearing, officers will respond directly to 
the CPU to return the property and time-stamp their Form 68P. 


a. Leave the Form 68P at CPU.  CPU personnel will deliver the forms to 
Court Control for processing on the next business day. 


b. When a court hearing extends beyond 1600 hours, officers will secure 
the property in a locker located outside the CPU. 


1) Record the property in the Court Property log book.  


2) Time-stamp and leave the Form 68P, verified and signed by the 
prosecutor, in the property locker with the property. 


3. If an officer is made aware property is needed after arriving for a court 
hearing, they may either: 


a. Respond to CPU to pick up the property and transport it to court; OR 


b. Contact their unit of assignment and request an on-duty officer respond 
to CPU, retrieve the property and deliver it to court. 


c. Upon completion of the court hearing, the officer will respond directly to 
CPU to return the property and time-stamp their Form 68P. 


C. Change in Court Appearance 


1. Requests for continuances 


a. The Department will consider requests for continuances in instances 
involving emergencies, illness, injury, or where cases are scheduled on 
days previously entered into the CMS (e.g., scheduled vacation and 
training days) 


b. The Change in Court Appearance request will be completed within 72 
hours of the officer receiving the notify, when possible. 


2. Employee unable to appear in court 


a. Employees who cannot attend court because of unforeseen 
circumstances or emergencies occurring on the scheduled court date 
will immediately notify a supervisor. 


1) The supervisor will review the circumstances with the officer. 







12.815 


Revised 03/16/16, Replaces 10/01/15 9 


2) The supervisor will immediately complete a Change in Court 
Appearance request through ETS if the criteria for excusing the 
officer from court are met as set forth in Section B.1.  Indicate the 
new primary officer who will be attending court if possible.  If not, 
request a new court date and indicate when the officer will return 
to work. 


a) Immediately work-flow the Change in Court Appearance 
request to Court Control. 


b) Court Control will forward the Change in Court Appearance 
information to the court where the officer is scheduled to 
appear. 


3) For same day or next day court appearances, call Court Control 
before 0800 hours and notify them of the Change in Court 
Appearance request sent via ETS. 


a) Phone notifies made before or after office hours will be left 
on the Court Control voice mail. 


4) Upon receipt of Change in Court Appearance request beyond the 
same day or next day, Court Control personnel shall fax the 
request to the affected Prosecutors Office immediately. 


3. Change in primary officer 


a. When the primary officer notified for court cannot appear, a unit 
supervisor will, if possible, notify an alternate officer competent to 
testify to appear. 


b. The supervisor will complete a Change in Court Appearance request in 
ETS showing the change in primary officer and reason for the change. 


1) The supervisor will work-flow the request through ETS to Court 
Control. 


4. Training does not take priority over a scheduled court case.  
Certification training or State mandated training such as CPR, OVI, 
annual firearms qualification, canine, and mounted training are the only 
exceptions. 


a. If time permits, the preferred method for handling conflicts between 
court and training is to reschedule the training or, if possible, trade 
training dates with another officer. 


5. Officer not needed for court 


a. Before a supervisor completes a Change in Court Appearance request, 
officers will: 


1) Make personal contact with the appropriate prosecutor to confirm 
they are not needed for court. 
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2) Include the name of the prosecutor authorizing the Change in 
Court Appearance. 


a) If the officer cannot make personal contact with the 
prosecutor, the Change in Court Appearance will not be 
submitted to Court Control and the officer will respond to 
court as notified. 


6. Officer suspension 


a. If an officer is suspended seven days or less, the district/section/unit 
commander will immediately forward the Change in Court Appearance 
request to Court Control, via ETS, for each court notify the officer 
receives while under suspension.  The Court Control supervisor will 
then request a continuance until the officer returns to duty (refer to 
Procedure 12.810). 


b. If an officer is suspended more than seven days, the 
district/section/unit commander will initiate a Form 17 advising Court 
Control of the suspension dates.  This form will request future court 
dates for the suspended officer be handled by subpoena. 


7. The Court Control supervisor will determine if the request is in 
compliance with this procedure, if it is received before the scheduled 
court appearance. 


a. Court Control will forward the Change in Court Appearance request to 
the Hamilton County Prosecutor or Municipal Court Prosecutor 
requesting a change in officer needed for court. 


b. If the request does not meet Department guidelines for change in court 
appearance, Court Control will reject the request through ETS, outlining 
in the notes of the message the reason for rejection.  The supervisor 
will insure the officer is notified of the rejection.  The officer will attend 
court as scheduled. 


c. In cases with multiple officers, cases will not be reset for any officer 
other than the one who signs the complaint. 


d. In all cases, district/section/unit supervisors will be held accountable for 
any Change in Court Appearance request determined by Court Control 
as not meeting Department guidelines. 


8. If ETS is down, all Change in Court Appearance requests will be sent 
via fax.  The Form 678, Change in Court Appearance, will be used in 
these instances. 


D. Completing a Form 674, Case Delay Request 


1. If more than one case is scheduled on the same day and at conflicting 
times, complete a Form 674.  Court Control provides this form for all 
officers in court who have cases in other courtrooms. 
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a. Upon completion, give the Form 674 to the prosecutor in the room 
where the case will be held. 


E. Request for Dismissal of Charges in Court 


1. Officers who believe it is necessary to request dismissal of a charge or 
to otherwise intervene in the disposition of any case before the court 
will submit a request through channels to their bureau commander 
stating the reason(s). 


a. Officers are not to proceed in requesting a dismissal or to intervene in a 
court case unless permission has been granted. 


b. After the bureau commander's approval, the officer will consult with the 
appropriate prosecutor's office before approaching the court for the 
stated purpose.  The officer will, at the time of consultation, present to 
the prosecutor a copy of the bureau commander's approved request. 


F. Notification for Deposition Hearings 


1. The Solicitor’s Office notifies Planning Unit when an officer is required 
to respond to a deposition hearing.  Planning Unit is responsible for 
notifying a supervisor in the district/section/unit where the officer is 
assigned via the electronic blotter. 


2. The district/section/unit supervisor will notify the officer to appear for 
the deposition hearing. 


a. Notification must be confirmed.  Leaving a message on an answering 
machine, fax, voicemail or pager is not considered confirmed 
notification. 


b. The electronic blotter entry must be signed out by the supervisor 
making the notification or by the officer. 


3. The notifying supervisor will send a confirmation message to the 
Planning Unit mailbox by email upon notification of the officer 
(Planningsection@cincinnati-oh.gov). 


4. Planning Unit will notify the Solicitor’s Office and will complete and file 
all pertinent paperwork.  


G. Other Hearings 


1. A Department member requested or subpoenaed to appear by anyone 
other than the City at an arbitration hearing related to discipline or a 
civil court personnel related action filed against the City: 


a. Will immediately notify the Internal Investigations Unit. 


b. Will not appear in uniform except when pre-approved by a bureau 
commander, but will dress in conservative business attire. 
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c. Will not interpret matters of policy as only the Police Chief sets policy 
for the Department. 


2. Department members appearing in court on personal matters, civil or 
criminal, will not appear in uniform. 


a. Any officer entering the courthouse or 800 Broadway when not 
engaged in official business, must pass through the metal detectors.  
Any officer carrying a firearm and not on official business must have 
the firearm secured and under control of the sheriff.  No exceptions to 
this order are permitted. 


1) Lock boxes at the Courthouse are located at the rear basement 
door. 


2) Lock boxes at 800 Broadway are located at the front door. 


b. Any officer encountering difficulties at a checkpoint, either at the 
courthouse or 800 Broadway, will request a supervisor respond to 
resolve the situation.  Officers are not to challenge the deputy sheriff on 
the above issues. 


3. Citizen Complaint Authority (CCA) interviews 


a. Interviews will be scheduled in advance with input from the officer’s 
supervisor regarding work schedule. 


b. Once a CCA interview is scheduled, the officer involved in the interview 
will not be granted time off until the interview is complete. 


c. If an officer fails to appear for a scheduled interview, the shift Officer in 
Charge (OIC) will be contacted via radio by an Emergency 
Communications Section (ECS) supervisor. 


1) The ECS supervisor will provide the OIC with the name of the 
CCA investigator. 


2) The OIC will directly contact the CCA investigator regarding the 
failure to appear. 


H. Supervisory Responsibilities When Personnel Fail to Appear (FTA) or are Tardy 
for Scheduled Court Appearances 


1. Upon receipt of an ETS memo reference a FTA or tardy court 
appearance involving personnel, a supervisor will: 


a. Conduct an investigation of the incident. 


b. Complete and forward an FTA/Tardy Form through ETS detailing the 
results of the investigation. 


1) Refer to Manual of Rules and Regulations Sections 3.04 and 15 
Disciplinary Tables. 
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I. Employees Notified for Jury Duty 


1. Upon receiving a jury duty summons, employees will immediately notify 
their supervisor.  Employees cannot request exemption from jury duty. 


2. Employees assigned to first shift group 8 will be detailed to jury duty. 


a. Employees working any other shift or off day group wishing to be 
detailed to jury duty should submit a Form 440, Voluntary Shift 
Deviation Form, and/or a Form 443, Off Day Deviation, to 
accommodate jury duty. 


3. Employees detailed to first shift for jury duty service will be carried as 
JUR-Jury Duty in the Time Book. 


a. The Department will excuse employees for time spent on jury duty.  
While not actively serving on a jury, employees will be at their unit of 
assignment. 


4. Employees detailed to jury duty will sign and forward checks received 
for jury duty to the unit timekeeper for verification.  Officers attending 
jury duty on their own time may keep checks received for jury duty. 


a. The unit timekeeper will forward the checks to Finance Management 
Section. 
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13.105 REPORTING AND EVALUATING OFFICER ACTIVITY 
 
Reference: 
 
Procedure 12.537 – Mobile Video/Digital Video Recording Equipment 
Procedure 12.030 – Vehicles:  Assignment, Use, and Maintenance 
Activity Logger Manual  
 
Purpose: 
 
To provide a uniform system throughout the Police Department for maintaining officer's 
activity records. 
 
Policy: 
 
Officers will accurately and thoroughly record their daily activity to maintain integrity, 
community trust, and professionalism while performing their duties. 
 
Procedure: 
 
A. Specialists/Police Officers will: 


 
1. Immediately log into Activity Logger upon completion of roll call. 
 
2. Electronically submit their activity log after completing their tour of duty.  


Officer’s will check the Activity Log for accuracy and completeness and make 
necessary modifications to the log prior to submitting. 


 
3. Complete activity reports according to unit Standard Operating Procedure 


when assigned to a specialized unit. 
 
B. Supervisors will: 


 
1. Review officer’s Monthly Summary Report in Activity Logger at the end of 


each period and discuss it with the officer. 
 
2. Document the officer’s monthly performance on an Evaluation Supplement 


Log (ESL) via Employee Tracking System (ETS). 
 
3. Provide counseling when the need is recognized.  Enter this action on the 


Period Review ESL.  Ensure the officer is notified of the ESL by logging into 
ETS. 


 
4. Route the Monthly Summary Report and Period Review ESL to the unit 


commander for approval at the end of each period. 
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C. Guide for Completing Activity Logger 
 
1. Officers must log complete and accurate information concerning calls for 


service and all actions requiring out-of-service time (Signal 27). 
 
2. Enter as much information as necessary to adequately describe the service 


rendered or action taken for incidents.  Dispositions should be 
comprehensive enough to allow a supervisor to immediately determine what 
action was taken i.e., advice given, reports made, arrest made, pending 
investigation, etc. 


 
3. Officers should enter information as indicated in the following instructions: 


 
a. Shift Information – Enter officer information, patrol location, shift times, 


supervisors on duty, and unit data. 
 
1) District assignments must be entered numerically as follows: 
 
 a) 1 for District 1 
 
 b) 2 for District 2 
 
 c) 3 for District 3 
 
 d) 4 for District 4 
 
 e) 5 for District 5 
 
2) The following units’ information must be entered as follows: 
 
 a) CBS for Central Business District  
 
 b) NAR for both Narcotics and Vice Units 
 
 c) SSS for Safe Streets 
 
 d) TRA for Traffic Unit 
 
 e) K9 for Canine Detection Unit  


 
3) Shift information must be entered numerically as follows: 


 
a) 1 for first shift 
 
b) 2 for second shift  
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c)  3 for third shift 
 
d) 4 for late power shift 
 
e) 5 for early power shift 


 
4) Entries such as DST1, D3, first, 2nd, and PWR should not be used.  


 
b. Items – Indicate which equipment is in the vehicle and was checked.  In 


the Checked Details field, make notes about the vehicle and/or 
equipment as needed. 


 
c. Camera – Enter the results of the Mobile/Digital Recording Equipment 


inspection.  Record any hard drive/disc change, the reason for the change, 
name of the supervisor who changed the hard drive/disc, and information 
about the vehicle’s camera system. 


 
d. Events – This screen auto populates calls for service received from the 


Emergency Communications Center.  Officer’s should delete, add, 
and/or edit calls for service as needed. 


 
e. Totals – Totals are automatically computed by Activity Logger.  Officers 


assigned as partners may take equal credit for work accomplished, 
except as otherwise indicated in the following instructions.  Officers 
should adjust field totals as needed. 
 
1) Felony Arrests – Enter the number of felony arrests made.  Any 


computer "hits" on warrants resulting in a physical arrest may be 
scored.  Only the officers making the arrest will score. 


 
2) Misdemeanor Arrests – Enter the number of misdemeanor arrests 


made.  Include OVI and driver's license violations in this space.  
Any computer "hits" on warrants resulting in a physical arrest or 
citation may be scored.  Only officers making the arrest will score. 


 
3) Minor Misdemeanor Citation – Enter the number of minor 


misdemeanor citations issued that did not result in a physical arrest. 
 
4) Warrants Served – Enter the number of warrants served. 
 
5) Subpoena Served – Enter the number of subpoenas served. 
 
6) Incident Reports – Enter the number of all reports made during 


the shift (Form 301, Form 316, etc.). 
 
a) Original – Enter the number of original offense reports made. 
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b) Supplement – Enter the number of supplement reports 
made after the initial report was taken. 


 
7) Incident Reports Cleared – Enter the number of original or follow-


up incident reports that were investigated and cleared.  Include all 
cases closed except for "Investigation Pending.”  Do not score 
missing persons returned or auto larcenies recovered, without an 
arrest, as a cleared case. 


 
8) FIRs – Enter the number of Forms 534, Contact Cards, made. 
 
9) Crash Reports – Enter the number of crash reports made. 


 
a) Crash with Enforcement – Enter the number, no more than 


one, of arrests or citations for each crash.  All arrests and 
citations occurring in connection with a crash report will also 
be scored in their appropriate place.  Partners will take credit 
when a physical arrest is made or a crash is investigated. 


 
10) Traffic and Moving Violations –– Include juvenile traffic arrests 


and citations. 
 
a) Radar/Laser – Enter the number of speeding citations 


written using a radar or laser. 
 
b) OVIs – Enter the number of persons arrested for operating a 


vehicle under the influence (score also in Item 2). 
 
c) Pedestrian Violation – Enter the number of adult and 


juvenile pedestrian citations written.  Partners will take credit 
when a physical arrest is made. 


 
d) Parking Violations – Enter the number of parking infractions 


issued.  Partners do not take credit for parking infractions. 
 
e) Not Otherwise Classified (NOC) Violations – Enter the 


number of traffic citations issued that were not classified 
above, e.g., red light violation, improper course change, etc. 


 
11) Seatbelt Enforcement – Enter the number of seat belt citations 


issued. 
 
12) Delinquent Citations Served – Enter the number of delinquent 


citations served. 
 
13) Traffic Warnings – Enter the number of written traffic warnings issued. 
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14) Autos Towed – Enter the number of autos towed during the shift.  
Include auto crashes, delinquents, parking infractions, etc. 


 
15) Recovered Autos – Enter the number of auto larcenies or 


unauthorized use vehicles recovered. 
 
16) Non-Criminal Reports 


 
a) Alarms W/ Report – Enter the number of Forms 315, Alarm 


Response Report, made. 
 
b) PFO – Enter the number of places found open as a result of 


the officer's individual efforts.  Complete a Form 317, 
General Conditions Report, if investigation determined no 
offense occurred.  Only the discovering officer and partner 
take credit for the PFO. 


 
17) Other Reports – Enter the number of reports made which were 


not otherwise specified i.e., Form 318, Conditions Affecting Other 
Departments. 


 
18) Crime Prevention Contacts – Enter the number of gatherings 


attended in an official capacity to address concerns of, or to relay 
information to, schools, youth organizations, businesses, etc.  
Include the number of community council meetings attended. 


 
19) Assists 


 
a) Assists-Arrests – Enter the number of assists made for the 


following arrests. 
 
1] Felony and Misdemeanor arrests in which the officer 


supplied information leading to the arrest or developed 
evidence pertaining to the arrest, but did not make the 
physical arrest. 


 
2] Arrests which were a result of a prisoner pickup and 


transport only, to include prisoner pickup from other 
departments/agencies. 


 
3] OVI arrests in which the officer only assisted with 


intoxilyzer processing. 
 
b) Assists-Motorists – Enter the number of assists made, e.g., 


hazards, citizen transportation following a crash, etc. 
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c) Assists-Agency – Enter the number of assists made for 
other police or city agencies, not including arrests. 


 
20) Crimes Discovered – Enter the number of crimes discovered 


through the officer's individual efforts.  Any crime requiring an 
offense report that is discovered by the officer may be recorded in 
this space.  Do not include those crimes that are a result of a 
service call or similar second party information. 


 
21) Vice Arrests – Enter the number of vice arrests made.  Also score 


those arrests in Items 1 or 2.  Only the officers making the arrest 
will score. 


 
22) Truants/Curfew Violations – Enter the number of truants picked 


up and curfew violations issued. 
 
23) Problem Solving Investigations – Enter the number of problem 


solving investigations conducted. 
 
24) Problem Solving Referrals – Enter the number of situations 


coming to the officer’s attention where a citizen was advised to 
contact a private or government agency for assistance; i.e., Legal 
Aid Society of Greater Cincinnati, YMCA, Private Complaint, 
Salvation Army, 241-KIDS, etc. 


 
25) Directive Patrol Investigations – Enter the number of directed 


patrol investigations and Form 306, Preventative Patrol Reports, 
made. 


 
26) Foot/Bike Patrol Hours – Enter the number of hours spent on foot 


and/or bike patrol.  This does not include time spent out of the 
vehicle on routine incidents.  It does include time spent on 
dismounted “directed patrol.” 


 
27) Delinquent Vehicles Recovered – Enter the number of delinquent 


vehicles recovered. 
 
28) Guns Recovered – Enter the number of guns recovered. 


 
f. Notes – Enter information about community meetings, on-duty and off-


duty court appearance information, on-duty detail information, traffic 
posts worked, etc.  Also enter the name, address, charge, and warrant 
number, if applicable, for persons arrested. 
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12.816 ON-CALL COURT APPEARANCE 
 
References: 


 
Procedure 12.815 - Court Appearances, Other Hearings, and Correspondence to 


Other City Departments 
Procedure 12.820 - Compensation for Court Attendance and Hearings 


 
Policy: 


 
This procedure affects officers whose shifts begin between 0600 and 0900 hours 
and who are scheduled to appear in Juvenile Court or Municipal Court, except 
Room A and Room B.  Officers will not respond to court until notified by Court 
Control Unit.  This procedure does not apply to first shift officers on regularly 
scheduled off days, vacation days, or compensatory off days. 


 
This procedure in no way limits the Department's ability to bypass the on-call 
system.  An officer may be present in court if a supervisor determines the 
Department would benefit by the officer monitoring a particular case. 


 
Procedure: 
 
A. Court Notifies 


 
1. Officers, whose shifts begin between 0600 and 0900 hours, receiving 


a court notify for Juvenile Court or Municipal Court will notify their 
supervisor immediately. 


 
2. The officer will complete a Form 663, On-Call Court Appearance, 


when scheduled to appear in Juvenile Court or Municipal Court. 
 


a. Obtain the signature of a supervisor and make a copy of the 
Form 663. 


 
b. Fax and mail the Form 663 to the Court Control Unit office. 


 
1) Return the copy of the Form 663 along with the fax receipt 


to a supervisor who will file the form by date.  Forms 663 
will be kept for 60 days past the court date. 


 
2) Forms 663 must be hand carried to Court Control Unit 


when the case is the same day or next day. 
 


c. The supervisor will mark the time book and lineup with an 
asterisk, showing the officer is on call for court. 
 
1) Advise the on-call officer that no time off will be granted 


until final disposition of the court case. 
 


3. Court Control Unit personnel will: 
 
a. Review the Form 663 for accuracy and completeness. 
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b. Mark the daily court docket sheet noting the officer is on call and 
will not respond to the Court Control Unit office unless notified. 


 
c. File the Form 663 in a tickler file by court date for later 


processing. 
 


d. Deliver the Form 663 for each affected Municipal courtroom or 
Juvenile Court to the appropriate prosecutor before the start of 
court each day. 


 
4. The prosecutor in each courtroom will: 


 
a. Affix each Form 663 received to the appropriate case document.  


The prosecutor will arrange the case to allow setting within 15 
minutes from the start of court. 
 


b. Determine if the case requires the officer's testimony. 
 


1) If the officer's presence in court is necessary, the judge will 
continue the case in progress and schedule it later on the 
day's docket. 


 
a) The prosecutor will immediately notify the Court 


Control Unit office to have the officer respond. 
 


5. The Court Control Unit office will contact Police Communications 
Section and request the on-call officer respond to court immediately. 


 
6. The on-call officer will respond without delay to the Court Control Unit 


office.   
 


a. The on-call officer should respond to court in less than 30 
minutes. 


 
1) A supervisor must be notified if the officer will be delayed 


for more than 30 minutes.  The supervisor will notify the 
Court Control Unit office supervisor that the officer is 
responding and advise the approximate length of delay. 


 
b. The officer will respond to the assigned Municipal courtroom or 


Juvenile Court and notify the prosecutor upon arrival. 
 


c. Upon completion of the court case, the officer will check out 
through the Court Control Unit. 
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12.817 COURT MANAGEMENT SYSTEM (CMS) 
 
 
References: 
 
Procedure 12.815 – Court Appearances, Other Hearings, and Correspondence 


to Other City Departments 
Procedure 13.115 – Outside Training Programs/College Attendance 
Procedure 16.125 – Travel on City Business 
Procedure 19.105 – Sick/Injured With Pay and Special Leaves 
Procedure 19.135 – Annual Vacation Policy 
 
Policy: 
 
When an officer selects the various vacation dates option in lieu of a pre-
scheduled vacation, future time off requests shall not be granted if the Court 
Management System (CMS) indicates the officer verified a court notification for 
the date requested.   
 
Information: 
 
The CMS was developed to coordinate the scheduling of court appearances with 
the work schedules of police employees to eliminate conflicts and reduce court 
misses. 
 
Technology and Systems Section is the liaison with the Hamilton County Court 
Administrators Office for issues related to the technical operation of the CMS. 
 
Personnel Management Unit is responsible for the maintenance of personnel 
employment and assignment status in the CMS and serves as the Department’s 
liaison for administrative purposes.   
 
Procedure: 
 
A. Personnel Management Unit will: 


 
1. Enter the off day group schedule for the following year into the CMS 


prior to the end of the current year 
 
2. Maintain and review the accuracy of all personnel assignments in the 


CMS.  Make any changes to annual off day group schedules, 
published transfers, retirements, resignations, new employee 
dismissals, and changes in shift assignments or off day groups. 
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B. District/Section/Unit Commanders or their designee will: 
 
1. Verify personnel assignments in the CMS and provide timely 


notification of assignment and off day group changes to the Personnel 
Management Unit Supervising Management Analyst. 


 
2. Ensure all training, sick leave, FMLA leave, IWP, scheduled vacation, 


approved time off or any other type of leave has been entered into 
CMS. 
 
a. Employees’ pre-scheduled vacation for the upcoming year shall 


be entered into the CMS within two weeks of approval.  
 
3. Verify the CMS was reviewed for scheduled court prior to final 


approval of requested time off. 
 
C. Police Officers will: 
 


1.  Review CMS prior to requesting time off 
 


a. Officers have “read only” access to CMS and should use “CPDU” 
as their user name and password. 
 


b. Check the appropriate boxes on the Form 25S indicating CMS 
was checked and they have no court scheduled for the date or 
time requested off. 


 
2. If CMS indicates court is scheduled, the officer should refer to 


Procedure 12.815, Section B.1. to determine if they are eligible to 
request a continuance.    


 
D. Supervisors will: 


 
1. Review the CMS prior to approval of time off. 


 
a. Verify the officer has reviewed CMS and checked the required 


boxes on the Form 25S. 
 


1) Check the box and initial “CMS Verified by:” 
 


b. If no court is scheduled for the day(s) requested, the time off 
request may be approved. 
 


1) Enter the type of time off requested into CMS for the day(s) 
approved.  
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c. If CMS indicates the officer is scheduled for court, the supervisor 
should:  


 
1) Refer to Procedure 12.815, Section B, if the officer indicates 


their circumstances fit the criteria set forth in Section B.1.; OR 
 


2) Deny the time off request, check the appropriate box on the 
Form 25S and return it to the officer. 


 
2. Enter all approved sick leave, FMLA leave, IWP, scheduled vacation, 


time off and mandatory training into CMS as soon as possible upon 
approving, initiating or becoming aware of the schedule change. 
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12.820 COMPENSATION FOR COURT ATTENDANCE, 
HEARINGS  AND OTHER ADMINISTRATIVE RECALLS 
 


Reference: 
 
Procedure 12.815 - Court Appearances, Other Hearings, and Correspondence to 


Other City Departments 
Procedure 12.816 - On-Call Court Appearance 
Procedure 12.825 - Compensatory Time and Paid Overtime 
Procedure 19.105 - Sick/Injured With Pay & Special Leaves 
FOP/City Labor Agreement 
AFSCME/City Labor Agreement 
 


Purpose: 
 
Provide uniformity in the compensation of sworn personnel for appearances in 
court and at hearings. 
 
Definitions: 
 
Compensation - Pay or time, determined by the type and number of court 
appearances on a given day, at time and one half the hourly rates. 


 
Court Appearance - Required attendance at any of the following: 
 
1. Local and state courts of record - civil and criminal 


 
2. Grand jury 


 
3. Federal court - civil and criminal 
 
4. Ohio Liquor Control Board, probation or parole hearings, Ohio Board of 


Nursing, Ohio Board of Pharmacy, or any other similar agency 
 


5. Out-of-town courts (1. through 3.) - other counties and states required 
attendance - subpoena (including defense attorney) or other officially 
recognized notification to attend a court or hearing (juvenile court, court 
referee, small claims court, probation/parole, deposition before notary 
included) as a representative of the Cincinnati Police Department. 


 
6. Grievance hearings involving the city and the FOP. 
 
Off duty - Those hours between normally scheduled tours of duty, excluding off 
days (i.e., between 0600 and 2200 hours, 2200 and 1400 hours, 1400 and 0600 
hours, and 0400 and 2000 hours). 


 
Off days - Those days commencing with the last hour worked on a normal tour of 
duty when the employee is not required to return to work within the next 24 hour 
period, and ending when the employee actually returns to duty.  This includes 
preplanned vacation and compensatory time off granted before the employee 
received the notification to appear in court. 
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Dead time - If the member's regular shift ends less than eight hours before any 
scheduled court appearance, that time will be considered dead time. 


 
Procedure: 
 
A. Compensation Policy for Off-Duty Attendance: 
 


1. Sworn personnel will be compensated with time, minimum of three 
hours compensation (two hours x 1-1/2), for a solitary appearance in 
traffic or criminal cases up to and including preliminary hearings. 


 
a. This includes civil cases in the Hamilton County Municipal Court 


System. Witness fees will be surrendered. 
 


2. Sworn personnel will be compensated for a solitary dead time 
appearance with pay at a rate of two hours above and beyond the 
normal compensation, as outlined in Sections A.1., A.4., A.5., and A.7. 
 No more than two hours dead time compensation can be received for 
any one day. 


 
3. Sworn personnel will be compensated for a solitary off-day 


appearance with pay at a rate of two hours above and beyond the 
normal compensation, as outlined in Sections A.1., A.4., A.5., and A.7. 
 No more than two hours off-day compensation can be received for 
any one off day. 


 
4. Personnel will receive compensation with pay for the first two hours at 


1-1/2 rate for a solitary appearance in Cincinnati federal court or 
federal court in Covington, Kentucky. 


 
a. This includes civil cases.  Witness fees will be surrendered at the 


Court Control Unit. 
 


b. Cash/check issued by the federal court in Cincinnati and 
Covington will be surrendered at the Court Control Unit, attached 
to an Overtime and Court Appearance Report (Form 68P) 
describing the court or hearing. 


 
5. Personnel will receive compensation with pay for the first two hours at 


1-1/2 rate for a solitary appearance in grand jury, common pleas court, 
or juvenile court. 


 
a. Officers will take their signed subpoena from the above courts to 


the Common Pleas Clerk of Court's Office and deposit it in the 
basket located at the Criminal Witness Fee Desk.  Officers will 
not need to wait for a check to be issued.  Court Control Unit 
personnel will respond to the Clerk's Office each business day 
and receive one voucher for all court appearances for the 
previous court day. 


 
1) Officers will verbally advise the Court Control Unit when 


checking out that they have appeared in one of the above 
courts. 
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6. Non-sworn personnel will be compensated according to the AFSCME 


contract. 
 


7. Off-duty time spent in any of the previously mentioned courts or 
hearings in excess of two hours will be compensated with time, in 
increments of 10 minutes, at a time and one-half rate (1 to 10 minutes 
= 15 minutes compensation).  (See computation chart on Page 13.) 


 
8. When multiple appearances are required in one day, compensation 


will be as follows: 
 


a. The first two hours will be compensated with pay or time 
depending on the court or hearing attended. 


 
b. Pay can be received for only two hours at the 1-1/2 rate in one 


day, with the exception of dead time and off-day compensation 
(see Sections A.2. and A.3.). 


 
c.  Time in court beyond the first two hours will be computed in 


increments as directed in Section A.7. 
 


d. Multiple appearances beginning before noon and extending into 
the afternoon will be compensated as previously indicated, 
unless one hour or more elapses between the end of the 
previous court and the start of the last court appearance.  In this 
instance the last court will be treated as a separate appearance 
with a minimum of two hours compensation at the 1-1/2 rate. 


 
Example #1: Officer's off-duty appearances for one day 


consisted of the following: 
 


Grand Jury   1100-1200 hours 
Municipal Court  1300-1310 hours 


 
Compensation: 


 
Pay - Grand Jury 2 hours (x 1-1/2) 1100-1200 hours 
Time - Municipal Court 2 hours (x 1-1/2) 1300-1310 hours 


 
Total - 3 hours pay, 3 hours time 


 
Example #2: 


 
Grand Jury       1000-1015 hours 
Common Pleas     1100-1230 hours 
Juvenile Court   1315-1415 hours 


 
Compensation: 


 
Pay - Grand Jury 2 hours (x 1-1/2) 1000-1200 hours 
Time - Common Pleas & Juvenile 2-1/4 1200-1415 hours  


(x 1-1/2) 
Total - 3 hours pay, 3.50 hours time 
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Example #3: 


 
Grand Jury        1000-1130 hours 
Common Pleas      1130-1210 hours 
Municipal Court   1300-1330 hours 
Juvenile Court    1435-1440 hours 


 
Compensation: 


 
Pay  - Grand Jury 2 hours (x 1-1/2)  1000-1200 = 3 hours 
Time - Common Pleas & Municipal Court 1-1/2 hours (x 1-1/2) 


1200-1330 = 2.25 hours 
Time - Juvenile Court 2 hours (x 1-1/2) 1435-1440 = 3 hours 


 
Total = Time 2.25 hours + 3 hours = 5.25 hours  Pay = 3 hours 


 
Example #4: Off-day compensation is computed in the same 


way as above examples with an automatic 
additional two (2) hours pay. 


 
Grand Jury     1100-1200 hours 
Traffic Court  1300-1310 hours 


 
Compensation: 


 
Pay - Off day  - 2 hours 
Pay - Grand Jury 2 hours (x 1-1/2)  1100-1200 
Time - Traffic Court 2 hours (x 1-1/2)  1300-1310 


 
Total = 2 hours pay + 3 hours pay + 3 hours time = 5 hours pay + 


3 hours time 
 


Example #5: Dead time compensation is computed in the same 
way as above Examples 1 - 3 with an automatic 
additional two (2) hours pay. 


 
Grand Jury     1100-1200 hours 
Traffic Court  1300-1310 hours 


 
Compensation: 


 
Pay - Dead time - 2 hours 
Pay - Grand Jury 2 hours (x 1-1/2)  1100-1200 
Time - Traffic Court 2 hours (x 1-1/2)  1300-1310 


 
Total - 2 hours pay + 3 hours pay + 3 hours time = 5 hours pay + 


3 hours time 
 


9. Officers required to appear in court while in a sick with pay status will 
be compensated the same as if it were an off-duty appearance (see 
Section A.1.).  Officers in an injured with pay status are considered on 
duty and will receive no compensation. 
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10. Personnel appearing at the following places will retain the check 


issued by that agency as compensation for the appearance: 
 


a. Federal court outside Cincinnati and Covington, Kentucky. 
 


b. An Ohio Liquor Board Hearing, Ohio Board of Nursing, and the 
Ohio Board of Pharmacy. 


 
1) An appearance at the above places or an appearance at a 


Parole Board Hearing outside Hamilton County or nonlocal 
federal courts count as a work day.  The check is retained 
for miscellaneous expenses incurred while in that city. 


 
11. An appearance in an out-of-city court other than those in Section A.10. 


will be treated as if it were a common pleas appearance in the city. 
 


a. Witness fees will be surrendered. 
 


b. Mileage fees will be surrendered if a city vehicle is used. 
 
c. Mileage fees received from the subpoenaing jurisdiction for use 


of a private vehicle may be retained.  If the fee is less than that 
paid by Cincinnati, a claim for the difference may be made to the 
Fiscal and Budget Section. 


 
d. The member's supervisor will consider reasonable time for travel 


to out-of-city courts and will include such time as part of the 
compensated court time. 


 
e. Any appearance involving lengthy travel, overnight stays, etc., 


will be compensated depending on the time involved, duty 
status, and compensation given by the subpoenaing authority.  
In these instances the member involved will obtain a statement 
from a responsible court official describing time spent in court or 
time involved in preparing for case presentation.  These facts will 
be presented to the Chief, via chain of command, for his review 
and determination of compensation. 


 
12. Off-duty time spent in court before or extending beyond the member's 


normal work period will be treated the same as in Sections A.1., A.4., 
A.5., and A.7. 


 
13. Taking time off or changing normal work hours in order to receive 


extra compensation for appearing in court is prohibited. 
 


14. Personnel will only be compensated for court appearances that are a 
direct result of legal activities as an employee of the Cincinnati Police 
Department.  This rule may be waived provided the detail is initiated 
and planned by the Police Department. 
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a. Personnel engaged in employment by a private company or 
business establishment in a security, law enforcement, or other 
capacity, will use compensatory or other off time for court 
attendance in cases which evolve from arrests made on behalf of 
the private employer.  The employing company is responsible for 
proper compensation for these court appearances. 


 
15. The terms of Sections A.2., A.3., and A.8. will be subject to the terms 


of this section: 
 


a. Department personnel can qualify for either off-day or dead time 
compensation, but not both at the same time or on the same 
day. In addition, afternoon court appearances, which are treated 
as separate court appearances under Section A.8., do not qualify 
for additional off-day or dead time compensation. 


 
16. When officers are released from court, and receive permission from 


their supervisor to start their tour of duty early, there must be a 15 
minute separation between clocking out of court and starting their tour 
of duty. 


 
B. On-Duty Attendance: 
 


1. Department personnel will receive regular pay and no other 
compensation for appearances in court while on duty except as noted 
in Section A.10. 


 
a. When the start of your tour of duty and scheduled court time are 


the same, you will be compensated a minimum of two hours at 
time and one half for time spent in court prior to the scheduled 
court appearance. 


 
2. Checks received for on-duty court appearances or hearings will be 


endorsed, listing the duty status of the officer, and turned in at the 
Court Control Unit.  This includes checks received from the following 
local and state courts of record - criminal and civil: 


 
a. Probate court 


 
b. Local federal court - criminal and civil 


 
1) Cash will be surrendered at the Court Control Unit, 


attached to a Form 68P describing the court or hearing. 
 


2) In lieu of claims for overtime, mileage, and other 
miscellaneous expenses, personnel attending Ohio State 
Liquor Board, Ohio Board of Nursing and Ohio Board of 
Pharmacy or Parole hearing outside Hamilton County and 
nonlocal federal courts will retain the witness fee check to 
cover their own expenses, even though these are all 
considered on-duty appearances. 
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3. On-duty personnel responding to juvenile court, grand jury, or 
common pleas court will follow Section A.5.a. 


 
4. Reimbursement for mileage and parking is normally part of the 


witness fee for out-of-town appearances.  These fees will be 
submitted along with the witness fee check except as noted in 
Sections A.10. and B.2.b.2). 


 
C. Attendance While Suspended: 
 


1. Personnel receiving a subpoena while suspended and attending a 
court hearing are only entitled to compensation from the subpoena.  
No compensation will be provided by the Police Department. 


 
D. Verification of Court Appearances: 
 


1. Normally the only records accepted by the Police Department as 
verification for off-duty court appearances will be the Form 68P and 
witness fee checks issued by the various clerks of courts. 


 
a. The Form 68P must be signed, verifying the member's 


appearance by the officer of the court delegated that task. 
 


1) Time will be noted on the court slip in ink by this court 
officer. 


 
b. An appearance where the usual record is a witness fee check, 


time beyond the first two hours will be documented and signed 
on the Form 68P by the Court Control Unit supervisor. 


 
2.  Recording and processing time earned for the appearances will be in 


accordance with Procedure 12.825. 
 


E. Grievance Hearings: 
 


1.  Personnel who are on duty and required by either the city or the FOP 
to attend a grievance hearing will be released from duty to attend.  
Personnel who are off duty and required to attend a grievance hearing 
by the FOP will not be compensated by the city. 


 
2. Personnel who are off duty and required to attend a grievance hearing 


by the city will be granted a minimum of three hours compensation (2 
hours X 1-1/2).  Any time over two hours will be compensated for at 
the 1-1/2 rate. 


 
F. CCA Appearances: 


 
1. Personnel who are off duty and required to respond to the Citizen 


Complaint Authority will be granted call back pay as stated in Section 
4 of the Labor Agreement. 
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COURT TIME COMPENSATION FOR TIME 
IN TEN MINUTE INCREMENTS - 1-1/2 RATE 


 
 
 
 0:01 TO 0:10 =    .25 5:01 TO 5:10 =   7.75 
 0:11 TO 0:20 =    .50 5:11 TO 5:20 =   8.00 
 0:21 TO 0:30 =    .75 5:21 TO 5:30 =   8.25 
 0:31 TO 0:40 =   1.00 5:31 TO 5:40 =   8.50 
 0:41 TO 0:50 =   1.25 5:41 TO 5:50 =   8.75 
 0:51 TO 0:60 =   1.50 5:51 TO 6:00 =   9.00 
 1:01 TO 1:10 =   1.75 6:01 TO 6:10 =   9.25 
 1:11 TO 1:20 =   2.00 6:11 TO 6:20 =   9.50 
 1:21 TO 1:30 =   2.25 6:21 TO 6:30 =   9.75 
 1:31 TO 1:40 =   2.50 6:31 TO 6:40 =  10.00 
 1:41 TO 1:50 =   2.75 6:41 TO 6:50 =  10.25 
 1:51 TO 2:00 =   3.00 6:51 TO 7:00 =  10.50 
 2:01 TO 2:10 =   3.25 7:01 TO 7:10 =  10.75 
 2:11 TO 2:20 =   3.50 7:11 TO 7:20 =  11.00 
 2:21 TO 2:30 =   3.75 7:21 TO 7:30 =  11.25 
 2:31 TO 2:40 =   4.00 7:31 TO 7:40 =  11.50 
 2:41 TO 2:50 =   4.25 7:41 TO 7:50 =  11.75 
 2:51 TO 3:00 =   4.50 7:51 TO 8:00 =  12.00 
 3:01 TO 3:10 =   4.75 8:01 TO 8:10 =  12.25 
 3:11 TO 3:20 =   5.00 8:11 TO 8:20 =  12.50 
 3:21 TO 3:30 =   5.25 8:21 TO 8:30 =  12.75 
 3:31 TO 3:40 =   5.50 8:31 TO 8:40 =  13.00 
 3:41 TO 3:50 =   5.75 8:41 TO 8:50 =  13.25 
 3:51 TO 4:00 =   6.00 8:51 TO 9:00 =  13.50 
 4:01 TO 4:10 =   6.25 9:01 TO 9:10 =  13.75 
 4:11 TO 4:20 =   6.50 9:11 TO 9:20 =  14.00 
 4:21 TO 4:30 =   6.75 9:21 TO 9:30 =  14.25 
 4:31 TO 4:40 =   7.00 9:31 TO 9:40 =  14.50 
 4:41 TO 4:50 =   7.25 9:41 TO 9:50 =  14.75 
 4:51 TO 5:00 =   7.50  9:51 TO 10   =  15.00 








13.109 


13.109 FIXED SHIFT ASSIGNMENTS 
 


Reference: 
 
FOP/City Labor Agreement 
Standards Manual, 16 and 41 
 
Definitions: 
 
Shift - A fixed period of time a group of district patrol officers and supervisors 
work.  Shifts are designated by the general period of time in which they work, i.e., 
first shift, second shift, third shift. 
 
Purpose: 
 
To establish a standard for the selection and assignment of district uniformed 
patrol personnel to fixed shifts. 
 
To facilitate the efficient and effective use of personnel. 
 
Procedure: 
 
A. Shift Selection Process: 
 


1. The shift selection process will begin on or about November 1 each 
year. 


 
a. Officers will submit a Form 439C, Shift Selection Form, to their 


immediate supervisor no later than November 20 each year. 
 
2. The district commander will post the shift assignments no later than 


December 7 of each year. 
 
3. Shift change will take place at the beginning of the first four week 


period on or after January 1 of each year. 
 


B. Shift Selection: 
 


1. Shift selection requests will be processed by seniority, as measured 
by the police officer's date of appointment as a police recruit to the 
date of the yearly January shift change date. 


 
a. Police officers and specialists will be assigned to the shift of their 


preference by seniority. 
 


2. The district commander will assign sergeants and lieutenants to the 
shift of their preference by seniority. 


 
a. Seniority will be measured by the sergeant's or the lieutenant’s 


appointment date to the date of the yearly shift change date. 
 
b. The district commander will make every effort to ensure the 


newest sergeants are not grouped on one shift. 
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3. The district commander will determine the number of officers from 
each rank to be assigned to each shift. 


 
4. Police officers, specialists, sergeants, and lieutenants may be 


assigned by the Chief to shifts, based upon the needs of the 
department. 
 


C. Traditional Shifts: 
 


1. Each district will field three traditional shifts and at least one, but not 
more than two, power shifts. 


 
a. First shift starting times will be 0600 and/or 0700 hours. 
 
b. Second shift starting times will be 1400 and/or 1500 hours. 
 
c. Third shift starting times will be 2200 and/or 2300 hours. 
 
d. Early power shift starting time will be anywhere between 1000 


and 1300 hours. 
 
e. Late power shift starting time will be anywhere between 1800 


and 2100 hours. 
 
2. The district commander may adjust the starting times of the power 


shifts as needed during the year.  Proper notice, as provided by the 
labor agreement, must be made of changes in starting times. 


 
3. Personnel will remain on their assigned shift until the next selection 


period unless circumstances necessitate changes as determined by 
the Chief. 
 
a. Personnel assigned, transferred in, or recalled from layoff will be 


assigned to a shift by seniority. 
 
b. Normal duty hours may be changed temporarily for special 


events, training, emergencies, etc. 
 
c. If it is necessary to change the number of officers assigned to a 


shift for any reason, seniority will be used in assigning the 
officers. 


 
1) Seniority will also be used if too many requests are 


received for a shift. 
 
2) Reverse seniority will be used if not enough requests are 


received to fill a shift. 
 


4. When a vacancy needs to be filled on a shift, the district commander 
will review the Forms 439A, 439B, and 439C submitted by his officers 
during the annual shift selection period.  The most senior officer 
requesting assignment to the shift will receive the shift assignment.  
This process will continue until all positions are filled or until the 
candidate pool is exhausted. 
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a. An officer who declines a subsequent offer of a shift assignment 
he initially requested, but lacked seniority to receive, will be 
considered satisfied, and forfeits his seniority pick for the 
remainder of the selection period. 
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13.110 ASSIGNMENT, ROTATION AND TRANSFER OF 


PERSONNEL 
 


References: 
 
Procedure 13.100 – Field Training Officer Program 
Procedure 13.112 – Assignment Availability Selection Process 
FOP/City Labor Agreement 
 
Policy: 
 
Personnel will be assigned with the primary purpose of providing adequate 
service in all units.  Experience and qualifications of individuals will guide 
selection. 
 
Procedure: 
 
A. Assignment and rotation 
 


1. Upon graduation from the recruit training program, police officers will 
be assigned to field units; the Patrol Bureau will implement and 
maintain administration of this process (refer to 13.100, section B.2.). 
 
a. The probationary police officers will be given at least two district 


assignments in their first three years with the Police Department. 
 
b. A member may be transferred to provide additional stimulus or 


afford new experience, when an administrative evaluation 
indicates such action. 


 
c. As a general rule, the first assignment will be not less than one 


nor more than two years. 
 


B. Transfer 
 


1. Upon request of a district/section/unit commander, extension of a 
specific assignment within the three year time span may be granted 
after a review of special or extraordinary job skills or active 
involvement in a significant investigation or program. 


 
2 At the completion of the unit tour, an evaluation of the individual will be 


made by the shift supervisors with any comments from the district 
commander relating to individual activities, qualities and capabilities. 


 
3. Requests for transfer prior to completion of the three year cycle will 


not be honored except for reasons of urgency upon the approval of 
the Police Chief. 
 
a. Requests for transfer, three years from the date of first district 


assignment, will be given administrative consideration after 
submission through channels to the Police Chief's Office. 
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b. Special or temporary transfers of personnel for purposes other 
than training will not affect the rotation policy. 


 
c. Under ordinary circumstances, transfers will not be made for 


disciplinary purposes. 
 


4. After individuals have completed their rotation cycle, their personal 
preference in assignment will be given consideration to whatever 
extent is consistent with Department policy. 


 
a. Members desiring transfer to other assignments will submit a 


Form 17 to the Personnel Section stating reasons for request 
and any special experience or qualifications they may have. 


 
b. When members in two or more units agree to request mutual 


transfers, each individual shall submit a separate Form 17 
naming the person with whom agreement has been made and 
units to which they are assigned. 


 
5. District/Section/Unit commanders will briefly comment on all requests 


for transfer and forward to the Personnel Section. 
 
6. Personnel wishing to withdraw transfer requests may submit a 


canceling Form 17 at any time. 
 
 
7. District/Section/Unit commanders, subject to the approval of the 


bureau commander, will exercise discretion in the employment of 
personnel assigned to their units. 


 
8. When it proves impracticable to honor transfer requests within one 


year on their dates, such requests will be voided. 
 


a. Members may resubmit requests not granted within a year. 
 
C. Temporary Assignments 


 
1. Department needs may dictate the temporary assignment of 


Department personnel. 
 
2. The Police Chief determines: 
 


a. The positions eligible for temporary assignment. 
 
b. The duration of any temporary assignment (generally six 


months). 
 
c. The job specific selection criteria. 
 
d. The selection procedure. It will usually follow the specialized 


assignment application procedure set forth in Procedure 13.112.  
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3. Restricted Duty Personnel 


 
a. Department needs may dictate the temporary 


suspension of an officer’s police powers. 
 


b. An officer on restricted duty may not leave the facility 
where he is assigned during his tour of duty, unless 
accompanied by a supervisor. 
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13.112 ASSIGNMENT AVAILABILITY SELECTION PROCESS 
 
Reference: 


 
FOP/City Labor Agreement 
Procedure 13.110 - Assignment, Rotation and Transfer of Personnel 


 
Purpose: 


 
Provide an objective method of selecting officers for assignment availabilities. 


 
Provide officers the opportunity to broaden their experience within these 
assignments and to emphasize the importance of uniformed patrol. 


 
Information: 


 
Assignment availability openings shall be categorized by job classifications in the 
following manner: 


 
• Investigative Assignment 
• Administrative Assignment 
• Technical Assignment 
• Patrol Support Assignment (i.e.; Neighborhood  officer, bike patrol officer, 


traffic unit, canine squad, mounted squad) 
 


Policy: 
 


Select personnel for assignment availabilities in a fair and equitable manner and 
meet the needs of the Police Department. 


 
Job criteria (service tenure, special skills, etc.) will be listed in the “Assignment 
Availability” vacancy notice. 


 
Procedure: 
 
A. Assignment Availability 
 


1. All district, section, and unit openings which fall under the above listed 
categories will be published in the Department staff notes. 


 
2. When an applicable vacancy occurs within a district/section/unit, the 


district/section/unit commander will forward a written request to the 
Police Chief for approval to post a vacancy notice including the job 
description. 


 
a. The Police Chief's Office will notify Police Personnel Section 


when a vacancy notice is to be posted. 
 


1) The vacancy notice will include the following information: 
 


a) The expiration date for all applications, which will be 
10 days after being published in the Staff Notes. 
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b) Minimum requirements designated by the 
district/section/unit commander and approved by the 
Police Chief. 


 
2) The posting and notice of assignment vacancies will 


conform with Article VIII (Publication of Assignment 
Availability) of the current FOP labor contract. 


 
3) After the closing date, Personnel Section will forward all 


applications received to the appropriate district/section/unit 
commander and the affected bureau commander. 


 
4) Notice of a vacancy, or even the selection process, does 


not guarantee that a position will be filled.  At any time 
during the process, the open position may be phased out or 
otherwise eliminated.  The open position may also remain 
unfilled and open for an indefinite period. 


 
5) Personnel Section will keep applications on file for one 


year. 
 
B. Application for Vacancy 
 


1. Personnel who feel they qualify for the assignment, and wish to be 
considered, will submit a completed Assignment Availability 
Application Form (Form 77). 


 
2. Make all application forms in duplicate and process as follows: 


 
a. Submit the original application directly to Personnel Section. 


 
b. Submit the copy to the applicant's immediate supervisor. 


 
1) Supervisors and district/section/unit commanders will type 


appropriate comments on the application form. 
 


2) Forward the form 77 to Personnel Section through the 
normal chain of command. 


 
3. Applications will not be accepted after the expiration date, unless 


there are exigent circumstances. 
 


a. Personnel Section will keep the original application on file for 
tracking and future analysis. 


 
C. Process for Selecting Police Officers, Specialists, Sergeants, and 


Lieutenants 
 


1. The district/section/unit commander will review and consider the 
following mandatory information for each applicant: 


 
a. Seniority 


 
b. Diversity needs of the unit 
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c. “Employee Performance Profile” 


 
1) Personnel jacket information 


 
2) Internal Investigations Section Profile record of the past 


three years 
 


d. Verification of information on application form 
 


2. The district/section/unit commander or his/her designee will interview 
each applicant that meets the criteria. 


 
3. The district/section/unit commander with the vacancy will make a 


recommendation to his bureau commander.  The bureau commander 
will make a recommendation to the Police Chief. 


 
a. Bureaus, districts, sections, and units may choose to perform 


other testing before making a recommendation for selection (e.g. 
physical agility test for canine handler, etc.) 
 


b. The bureau/district/section/unit commander may recommend a 
different officer. 
 


4. The Police Chief has final review authority and will make all 
selections.  He will notify Personnel Section when the selection is 
made.  All applications will be returned to Personnel Section.   


 
a. Personnel Section will immediately notify the affected 


district/section/unit commander and the officer selected. 
 


b. Personnel Section will note all transfers in the Personnel Jacket 
of the affected officer. 


 
5. Nothing in this selection process prohibits the Police Chief from 


selecting any officer to fill the vacancy. 
 
D. District/section/unit internal transfers 
 


1. Districts/sections/units may make internal transfers only upon 
approval of the Police Chief. 


 
a. The district/section/unit commander will post the assignment 


availability as outlined in section A.2. 
 


b. District/section/unit commanders must notify the Personnel 
Section of all internal transfers by forwarding a Form 17 to the 
Personnel Section Director. 


 
E. Effect of Promotions 


 
1. Any specialist or police officer promoted to sergeant will serve one 


year in a district, uniformed, shift/squad capacity before applying for 
an assignment, unless otherwise directed by the Police Chief. 
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F. Transfer Notices 


 
1. Personnel will be notified at least ten days in advance of a transfer 


unless there are extenuating circumstances. 
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13.113 NON-SWORN EMPLOYEE ASSIGNMENT 
AVAILABILITY 
 


Definition: 
 


A non-sworn employee is any city employee assigned to the Cincinnati Police 
Department who is not a sworn police officer. 


 
Policy: 


 
It is the policy of the Cincinnati Police Department to treat personnel in a fair and 
equitable manner.  The Police Department should be sensitive to the needs of 
non-sworn personnel. 


 
Purpose: 


 
Provide a system for selecting qualified non-sworn personnel to fill vacant non-
sworn employee positions. 


 
Provide steps for filling non-sworn employee vacancies within the Police 
Department and provide for increased transfer and promotional opportunities for 
current Police Department non-sworn employees. 


 
Procedure: 


 
A. Notification of Assignment Availability: 


 
1. The district/section/unit commander is responsible for notifying Police 


Personnel Unit when a vacant position exists or is expected to occur.  
The district/section/unit commander will forward a written request to 
the Police Chief for his approval to post an assignment availability 
notice. 


 
2. The assignment availability will include the following information: 


 
a. Classification title 


 
b. District/section/unit of vacancy 


 
c. District/section/unit commander 


 
d. Qualifications and duties 


 
e. Work hours 


 
3. Notification of the assignment availability will be in the following 


manner: 
 
a. Published in the next available Staff Notes. 


 
b. Posted in a prominent location for ten days. 


 


Rev. 06/16/09, Replaces 8/99 1







13.113 


c. Distributed by the district/section/unit commanders or a designee 
to the non-sworn personnel under their command. 


 
B. Application for Vacancy: 


 
1. Personnel who qualify and wish to be considered for the assignment 


availability will submit a completed Form 78, Cincinnati Police 
Department Non-Sworn Employee Assignment Availability, prior to the 
posted expiration date. 


 
a. Requests received after the expiration date will not be 


considered unless extenuating circumstances exist and have 
been documented by the employee's immediate supervisor and 
the district/section/unit commander. 
 


2. Make all application forms in duplicate and process as follows: 
 


a. Submit original application directly to Police Personnel Unit. 
 


b. Submit the copy to the applicant's immediate supervisor. 
 
1) Supervisors and district/section/unit commanders will note 


appropriate comments on the application form. 
 


2) Forward to Police Personnel Unit through the chain of 
command. 


 
c. Police Personnel Unit will retain the original application on file for 


tracking and future analysis. 
 


d. Police Personnel Unit will forward a copy of all requests received 
to the district/section/unit commander where the vacancy has 
occurred. 


 
1) A second copy will also be forwarded to the 


district/section/unit's bureau commander. 
 


3. If there are ten or less applications, all applicants will be interviewed.  
If there are more than ten applications, the district/section/unit 
commander or a designee will rank the top ten applicants for 
interviews. 
 
a. For security purposes, a minimum of a records check will be 


conducted on an applicant who is transferred into the 
Department; is promoted into the Department from another city 
department; or is a new hire to the city.  Generally, the 
Recruiting Unit conducts background investigations on all sworn 
and non-sworn employees with the exception of entry-level 
clerks. 


 
1) The affected district/section/unit commander will ensure 


that a criminal history check has been completed and the 
results are noted on the Form 17 requesting the employee 
be transferred to that district/section unit. 
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b. If interviews are necessary, the district/section/unit commander 


or a designee will schedule and conduct them. 
 


c. The district/section/unit commander or a designee will evaluate 
all interviews. 


 
4. The district/section/unit commander, after all interviews have been 


completed and a selection made, will submit his selection request, 
through the chain of command, to the Police Chief for approval. 


 
5. The Police Chief has final review authority of all selections.  The 


Police Chief will notify Police Personnel Unit when the selection is 
made. 
 
a. Police Personnel Unit will notify the affected district/section/unit 


commander. 
 


6. Police Personnel Unit will notify all applicants of the decision. 
 
a. Applicants may contact the district/section/unit commander for 


input on how the decision was reached. 
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13.115 OUTSIDE TRAINING PROGRAMS/COLLEGE 
ATTENDANCE 


Reference: 


FOP/City Labor Agreement 
AFSCME/City Labor Agreement 
Cincinnati Organized and Dedicated Employees (CODE) Agreement 
Procedure 12.817 - Court Management System (CMS) 
Procedure 16.125 - Travel on City Business 
Human Resources Policies and Procedures – Section 3.4 
Administrative Regulation #13 - Travel Outside of Cincinnati on City Business Requiring 


an Overnight Stay 


Information: 


Outside training includes job-related conventions, professional conferences, workshops, 
seminars, and special training events sponsored by agencies other than the Cincinnati 
Police Department.  Exempt from this procedure are City of Cincinnati sponsored 
seminars of several hours to one day duration covering a limited subject such as payroll 
preparation, personnel related forms or processes, Equal Employment Opportunities 
matters, etc.  Also exempt from this procedure are Department personnel attending 
college or training on their own time and at their own expense. 


The Records Management System (RMS) will be used to document and submit the 
Training/Travel Request (70T), the Cost Estimate (70S), the Travel Expense (71S), and 
the Course Evaluation.  RMS will not be used to process Tuition Reimbursement. 


Policy: 


Officers who will be out of town on City business must review the Court Management 
System (CMS) and report the days they will be unavailable for court to their immediate 
supervisor, who will enter the information into the CMS. 


Procedure: 


A. Evaluating Training Requests 


1. Training requests are evaluated using the following criteria: 


a. Is there need for the training? 


b. Will the employee and/or Department benefit from this training? 


c. Are funds available? 


d. Is the training job related?  If not, is it related to the applicant's career 
plan? 


e. Does Training Unit already provide this training?  Is the same quality 
training available elsewhere at a more reasonable cost? 


f. Have others in the same unit attended this training? 
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B. Order for Processing the Outside Training Request Packet 


1. Applicant 


2. Immediate supervisor 


3. District/section/unit commander 


4. Bureau commander 


5. Training Unit 


6. Finance Management Section 


7. Asset Forfeiture Committee, if required 


8. Police Chief 


9. Finance Management Section 


10. Training Unit 


11. Applicant 


C. Process for Requesting to Attend Outside Training Programs 


1. Applicant responsibilities 


a. Anytime an employee voluntarily requests training and/or travel on City 
business, the employee will not receive any overtime compensation in 
excess of an eight-hour day, or a forty-hour work week during the 
training and/or travel. 


b. Complete the 70T tab in the RMS Training/Travel Request module. 


1) If multiple personnel are requesting to attend the same training, 
include all personnel on the 70T. 


c. Complete the 70S tab in the RMS Training/Travel Request module if 
the training involves a cost to the Department, reimbursable fees (i.e. 
lodging, meals, gas, parking fees etc.), an overnight stay, or travel on 
City business. 


1) A 70S is not needed for local travel if no reimbursement is 
required. 


2) List all expenses on the 70S.  Items not listed may not be 
approved for reimbursement later. 


3) If the dates of training, travel, or costs change, complete a Form 
17 explaining the reason for the change and submit it through the 
chain of command to Finance Management Section. 


d. The applicant will route the completed request to their immediate 
supervisor.  The request packet must include: 
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1) The Web address of the sponsoring training site with the Uniform 
Resource Locator (URL).  The URL is the global address of 
documents and other resources on the World Wide Web (http or 
https). 


2) If applicable, estimates for airfare, lodging, per diem, and 
miscellaneous expenses such as baggage fees, ground 
transportation, mileage, books, etc. 


3) Submit requests as far in advance as possible.  However, if the 
training date is less than six weeks away, personnel should 
request to expedite the process in the workflow comments. 


e. Training Unit will notify the applicant if the request was approved using a 
Disposition Notification message in RMS.  If the request was 
disapproved the applicant will receive a Disposition Notification Form 17. 


1) If the request is approved, the applicant may proceed with 
registration, training and travel arrangements (lodging, 
transportation, etc.) 


a) The request will require additional approval from Finance 
Management Section if the cost increases by $100.00 or 
more above the original submitted training request. 


b) Additional information about prepayment or billing of certain 
expenses is stipulated in Administrative Regulation #13, 
Travel Outside of Cincinnati on City Business Requiring an 
Overnight Stay. 


2) If requested, Training Unit will register the applicant. 


f. After returning from the training, the applicant must complete the RMS 
Travel Expense module (71S). 


1) The section “Expenses pre-paid by city” on the 71S refers to any 
expense paid by the city on behalf of the applicant or any dollar 
amount/check the city provided the applicant for payment.  For 
example, airfare or registration fees pre-paid by the city (refer to 
the 70S for estimated dollar amount). 


2) Print a copy of the 71S, sign it, attach all receipts and submit 
through the chain of command. 


3) Route the 71S in RMS to Finance Management Section. 


g. Evaluation of Outside Training 


1) Each attendee will complete the Course Evaluation tab no later 
than two weeks after returning to duty. 


2) Submit a hard copy of any certificate issued, containing the PA 
number (e.g. PA15-0001) on the back, to the Training Unit. 
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a) Failure to complete and submit the Course Evaluation will 
result in the applicant receiving no credit for the training and 
disapproval of future training. 


h. The Department employee may be required to prepare and submit a 
lesson plan on the subject(s) addressed in the training program.  The 
employee may serve as an instructor on this topic to train other 
employees during recruit or in-service training. 


2. Immediate supervisor responsibilities 


a. At the time the request is submitted, ensure the Training/Travel 
Request is complete. 


b. Review, evaluate, and recommend approval or disapproval on the 70T 
using the criteria in Section A.1. of this procedure. 


c. Route the request to the district/section/unit commander. 


3. District/section/unit commander responsibilities 


a. Review, evaluate, and recommend approval or disapproval on the 70T 
using the criteria in Section A.1. of this procedure. 


b. Route the request to the Bureau commander. 


c. The district/section/unit commander will receive a Disposition 
Notification message in RMS if the applicant’s request was approved.  If 
the applicant’s request was disapproved the district/section/unit 
commander will receive a copy of the applicant's Disposition 
Notification Form 17. 


d. On approved requests, ensure the applicant follows the instructions for 
making the necessary arrangements and completing necessary 
paperwork. 


4. Bureau commander responsibilities 


a. Review, evaluate, and recommend approval or disapproval on the 70T 
using the criteria in Section A.1. of this procedure. 


1) Route approved or disapproved training requests to Training Unit. 


5. Training Unit responsibilities 


a. Ensure all returned forms are properly completed.  Consolidate all 
training applications for the same training. 


b. Review, evaluate, and recommend approval or disapproval on the 70T 
using the criteria established in Section A.1. of this procedure. 


c. Route the request with the recommendation to Finance Management 
Section. 
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6. Finance Management Section responsibilities 


a. Review the Training/Travel Request for accuracy. 


b. Verify available funds. 


1) If asset forfeiture funds will be utilized, Finance Management will 
route the packet to the Asset Forfeiture Committee for review prior 
to forwarding to the Police Chief. 


c. Forward to the Police Chief for approval. 


1) The completed packet will be returned to Finance Management 
Section regardless of approval status. 


d. Obtain City Manager approval if required. 


e. If approved, assign a travel number. 


f. Notify Training Unit of approval or disapproval.  Provide travel number if 
approved. 


7. Training Unit will: 


a. Send a Disposition Notification and Course Evaluation message to the 
applicant if the request is approved. 


1) Add a Disposition Notification message to the applicant's 
district/section/unit commander. 


2) The applicant is responsible for all travel arrangements. 


3) Route the approved Training/Travel Request to Finance 
Management Section for processing. 


4) Review the Course Evaluation submitted by the employee for the 
value of the program and the possible impact on future training 
programs. 


b. Notify the applicant and the applicant's district/section/unit commander 
using a Disposition Notification Form 17 if the request is disapproved. 


1) Training Unit will route a copy of the disapproved request to 
Finance Management Section when necessary. 


D. Advance for Expenses 


1. An advance of funds will be permitted to cover expenses only in cases of 
extended stay (i.e., Southern Police Institute or FBI National Academy). 


a. The traveler should complete the 70S tab detailing the estimated dollar 
amount for out-of-town travel and indicating the amount of the travel 
advance request. 


2. The Police Chief must approve the travel advance request. 


Revised 03/15/15, Replaces 05/30/13 5 







13.115 


a. If approved, Finance Management Section will prepare a Form 37S, 
Claim Voucher, requesting an advance in the name of the traveler for 
the amount of the travel advance.  This is required at least 14 days 
before the scheduled trip. 


E. College Attendance 


1. The Police Department encourages college attendance. 


a. No member may attend college while on duty. 


1) Personnel attending classes during scheduled work hours will use 
accumulated compensatory, holiday, or vacation time. 


2. Tuition reimbursement 


a. Each request is judged on the following criteria: 


1) Is the course related to current duties or an aid to promotion? 


2) Is the course part of a degree program? 


a) Electives may be covered if they are part of a degree 
program. 


3) Is the school/institution accredited? 


b. A Form 80, Application and Approval Form for Tuition Reimbursement, 
must be filed with the City Human Resources Department before the 
course start date. 


1) The employee must complete Part 1 of the Form 80 and submit 
the request to the Training and Development Section Commander 
for completion of Part 2. 


2) The Training and Development Section Commander will 
determine whether the institution is accredited and verify the 
courses meet contract and City Human Resources policy and 
procedure criteria. 


3) The Training and Development Section Commander will forward 
the approved Form 80 to Finance Management Section for 
verification of the reimbursable amount.  Disapproved forms will 
be returned to the submitting officer. 


a) The submitting officer may elect to re-submit the 
disapproved request form to the City Human Resources 
Director for additional review and completion of Part 3. 


4) Finance Management Section will verify the reimbursable amount 
and forward the Form 80 to the Police Chief for signature. 


5) Upon approval by the Police Chief, the Form 80 is returned to 
Finance Management Section. 
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6) Finance Management Section will forward the Form 80 to the City 
Human Resources Department for final approval. 


a) Once approved or disapproved by City Human Resources 
Department, Finance Management Section will send a copy 
of the form to the submitting officer. 


7) After completing the course work, employees who have been 
approved for reimbursement must submit copies of paid receipts 
for the courses and grade transcripts to Finance Management 
Section within 30 days after the academic session ends. 


a) If the approved class is not taken or completed, the 
employee must notify Finance Management Section within 
30 days of termination. 


8) If funding is provided in the General Fund Budget, civilian 
personnel may request tuition reimbursement per the terms and 
conditions of their respective contracts and the provisions of the 
City Human Resources policy and procedure for completed work 
at an accredited educational institution based on the following: 


a) 100% tuition reimbursement for grade of “A”. 


b) 80% tuition reimbursement for grade of “B”. 


c) 60% tuition reimbursement for grade of “C”. 


d) 80% tuition reimbursement for grade of pass in a pass/fail 
course. 


e) 0% tuition reimbursement for grade of fail in a pass/fail 
course. 


9) Tuition reimbursement for sworn personnel 


a) To be eligible to participate in the tuition reimbursement 
benefit, sworn police officers must meet the conditions set 
forth in Section 3.4 of the Human Resources Policies and 
Procedures. 


b) Reimbursement for up to six (6) credit hours per academic 
session is based on the following: 


1] 100% tuition reimbursement for grade of “A”. 


2] 80% tuition reimbursement for grade of “B”. 


3] 60% tuition reimbursement for grade of “C”. 


4] 80% tuition reimbursement for grade of pass in a 
pass/fail course. 


5] 0% tuition reimbursement for grade of fail in a pass/fail 
course. 
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c) Plus or minus grades have no effect on the reimbursement 
received by the employee. 


10) Finance Management Section will process the receipt and grade 
transcript for reimbursement. 


a) Reimbursements will appear on the employee’s payroll 
check once entered and processed by Finance Management 
Section.  These payments will be coded so that 
reimbursements will not be taxed. 


11) Finance Management Section will provide, as requested, reports 
to the City Human Resources Director with a listing of individuals 
receiving tuition reimbursement and the courses taken. 
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13.120 PARTICIPATION IN ATHLETIC EVENTS 


References: 


Procedure 19.105, Sick/Injured with Pay and Special Leaves 


Purpose: 


To establish Department policy governing the participation of Department personnel in 
athletic events. 


To establish a policy concerning sporting events sponsored by commercial enterprises. 


Definitions: 


A Department Sponsored Athletic Event is any event designed to provide structured 
athletic activities which foster mutual respect and better cooperation between the police 
and the communities they serve. Department sponsored athletic events must be 
approved by the Police Chief. 


Information: 


Department members are provided opportunities to coach, referee, conduct, supervise, 
and actively participate in Department sponsored athletic events.  Department 
personnel are encouraged to consider their personal physical capabilities prior to 
participating in an athletic event, both on and off duty. Department members who 
participate in any athletic event shall conduct themselves appropriately in the interest of 
good sportsmanship and present a professional image at all times. 


Procedure: 


A. Participation in a Department Sponsored Athletic Event: 


1. The Police Chief must approve requests for Department members to 
participate in a Department sponsored athletic event while on duty.   


2. When a Department member is injured while participating in a Department 
sponsored athletic event and the injury requires time off, the event 
supervisor will complete a Form 91SP, Supervisory Investigation of 
Employee Injury, as outlined in Procedure 19.105, Sick/Injured with Pay and 
Special Leaves. 


B. Participation in Personal Athletic Events: 


1. Department personnel are not permitted to participate in personal athletic 
events on city time, i.e. golf outings, baseball games, etc. 


2. Members desiring to participate will be encouraged to use their accumulated 
vacation time or compensatory time, to secure time off. 


3. At the discretion of the unit commander, the changing of shift assignment will 
be encouraged when there is insufficient accumulated time. 
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4. The granting of time off to participate in athletic events will not be approved 
by the unit commander if the effective strength of the unit will be jeopardized 
through lack of personnel. 


5. When a Department member is injured while participating in a personal 
athletic event and requires time off, the member will be carried as "Off-Duty 
Sick" (the member's accumulated sick time will be used). 


a. The Form 91SP will not be made when an injury is sustained from any 
personal recreational or athletic activity. 


6. Members of the Department will not engage in sporting or athletic activities, as 
a participant, manager, coach or other fashion, which are sponsored by 
commercial agencies if such association could embarrass the Department, or 
the City. 


a. Members desiring to engage in athletic activities sponsored by 
commercial agencies will submit their request on a Form 17 to the 
Police Chief for approval. 
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14.105 INFORMATION DESK REFERENCE 
 
Reference: 
 
Procedure 18.120 – Release of Information and Public Records 
 
Purpose: 
 
To establish a centralized location for the collection of police information for 
internal use by the Police Chief and command staff on a 24-hour basis regarding 
current crimes, investigations, major incidents, pending events or activities where 
potential hazardous crowd situations may develop. 
 
Procedure: 
 
A. The Information Desk: 


 
1. The Information Desk is an electronic database, accessible via an icon 


titled “Dashboard” on the desktop of Department computers.  It serves 
as a central collection point for notification of information meeting the 
criteria outlined in Section B.2. of this procedure. 


 
2. Notifications made through the Information Desk database are 


retrievable through the Records Management System (RMS). 
 
B. Responsibilities: 


 
1. The Officer in Charge (OIC) on each working shift assigned to the five 


districts, Traffic Section, Park/Canine Unit, and Criminal Investigation 
Section (CIS) will ensure the required information, when it becomes 
available, is entered into the Information Desk database as 
expeditiously as practical. 
 
a. Personnel are never to refer queries from the news media to the 


Emergency Communications Center ECC.  Personnel who 
receive requests for information from the news media will refer to 
Procedure 18.120, Release of Information and Public Records. 


 
b. The OIC on each working shift will ensure all notifications are 


entered into the Information Desk database no later than the 
scheduled conclusion of the shift.  


 
2. Information regarding the following offenses or situations must be 


entered, by the OIC, into the Information Desk database.  If more than 
one offense or situation occurs, each offense or situation will be 
reported. 
 
a. Major Offenses: 


 
1) Homicide 
 
2) Aggravated Robbery 
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3) Rape 
 
4) Aggravated Arson 
 
5) Kidnapping and Abduction 
 
6) Felonious Assault 
 
7) Any offense where an injury occurs which might result in 


death 
 
8) Any offense where an unusual amount of items is taken or 


an unusual amount of damage results 
 
9) Any offense involving explosives 


 
b. Shots fired 
 
c. Severe injuries to police personnel 
 
d. Critical missing persons 
 
e. Use of force (hospitalization required) 
 
f. Stakeouts (unless secrecy is necessary) 
 
g. Any incident where trouble is anticipated:  strikes, 


demonstrations, rumors, crowds, details, areas of racial tension, 
parades, athletic events, etc. 


 
h. Fatal automobile accidents, spectacular automobile accidents or 


automobile accidents involving injury which might result in death 
 
i. Any event which, in the opinion of the OIC, is of sufficient 


significance to warrant Information Desk notification. 
 
3. The OIC of each working shift will ensure dispositions for offense or 


situation notifications are also entered into the Information Desk 
database as soon as they become available. 


 
4. Before the end of a tour of duty, through use of the police voice 


mailbox system (VMBS), the shift OIC as outlined in Section B.1. 
above will provide the news media with pertinent information from the 
Information Desk notifications made during their tour of duty.  Specific 
instructions regarding the VMBS are available on the desktop of 
Department computers.  See Procedure 18.120, Section G, for 
additional information. 
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14.110 TELEPHONE AND FACSIMILE MACHINE USE 
 
Purpose: 


Establish guidelines for official use of cellular phones, telephones, facsimile (fax) 
machines, and wireless data devices, e.g., Android, iPad, etc., used by Department 
personnel. 


Definitions: 


Excessive Use – Over 400 personal minutes per month. 


Policy: 


When making or receiving telephone calls, Department personnel will conduct 
themselves in a professional and courteous manner.  Personnel will not engage in 
disputes with telephone operators under any circumstances. 


Employees will reimburse the City for any costs associated with excessive personal use 
of cellular phones or wireless data devices. 


Cellular phones and wireless data devices are issued to expedite the facilitation of 
official City business when away from normal telephone service.  The use of cellular 
phones or wireless data devices are intended for police related business only. 


Personnel will inform Finance Management Section of any changes or additions to 
Department cellular phone or wireless data device numbers. 


Procedure: 


A. Making Long-Distance Telephone Calls 


1. Definity System: 310 Ezzard Charles Drive, 824 Broadway, 2000 Radcliff 
Drive, District 2, District 3, District 4, District 5, Western Avenue, and 800 
Evans Street 


a. Dial 9 + 1 + area code + 7 digit number. 


b. Enter the extension number* when you hear the second dial tone after 
the 3 beep confirmation tone. 


 *If the extension number begins with "1," you must change the "1" to 
"9;" e.g., "1970" would be entered as "9970." 


2. Centrex System: Impound Unit and Court Control. 


a. Dial 8 + 9 + 1 + area code + 7 digit number. 


b. Enter the extension number* when you hear the second dial tone after 
the 3 beep confirmation. 


c. *If the extension number begins with "1," you must change the "1" to 
"9;" e.g., "1970" would be entered as "9970." 
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3. Other non-network telephones:  Firearms Training/Target Range 


a. Dial 1 + area code + 7 digit number. 


B. Long-Distance Telephone Fraud 


1. Department personnel should be aware of frauds involving the use of 
telephone lines for long distance and overseas billing. 


a. To avoid telephone fraud, do not transfer anyone to an outside 
operator from an incoming telephone call. 


C. Cellular Phone or Wireless Data Device Authorization and Use 


1. Department personnel who are assigned to a position where a cellular phone 
or wireless data device was previously approved or is desired must complete 
and submit the following through the chain of command: 


a. The Cellular Phone/Wireless Data Device Authorization Form provided 
by the Technology and Systems Section Radio/Equipment Clerk 


b. A Form 17 to the Police Chief requesting a Department issued cellular 
phone. 


c. A Form 630, Equipment/Supply/ and Service Order Form. 


2. After approval by the Police Chief, the forms will be forwarded to Technology 
and Systems Section, where the cellular phone or wireless data device will 
be activated.  Cellular phones and wireless data devices will be distributed 
and tracked by the Technology and Systems Section. 


3. Finance Management Section will conduct an annual review of cell phone 
usage and audit lines that appear to have excessive personal use.  Phones 
with less than 1000 minutes of usage per month will be exempt from the 
personal use audit.  


4. If excessive personal use is established, a monthly payroll deduction will be 
implemented to reimburse the Police Department for associated costs.  The 
employee will be notified and must sign a release approving the deduction. 
The deduction will be made in the second pay period of each month. 


 a. Monthly Payroll Deductions will be as follows: 


  1. 401-800 minutes will be $20.00 per month 


  2. 801-1200 minutes will be $30.00 per month 


  3. Over 1200 minutes will be $40.00 per month 


D. Use of Facsimile (Fax) Machines: 


1. Department personnel will use facsimile machines for the transmission of 
official documents only. 


2. A Department fax cover sheet must be used when faxing documents. 
Personnel will include their name, district/section/unit, and phone number on 
the cover sheet. 
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3. When faxing confidential information, Department personnel will contact the 
receiver to ensure an authorized person receives the fax. Exercise extreme 
care when sending confidential faxes. 
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14.115 TELETYPE PROCEDURE 


References: 
Procedure 12.165, Emergency Recall and Test Recall 
Procedure 12.170, Civil Disturbance Operation Procedure 
Procedure 12.200, Snow Emergencies and Hazardous Road Conditions 
Procedure 12.400, Incident and Miscellaneous Reporting 
Procedure 12.420, Reporting Vehicle Thefts and Related Offenses 
Procedure 12.715, Property and Evidence:  Confiscation, Accountability, Processing, 


Storage and Release 
Procedure 12.727, Warrant Computer Entries, Prisoner Return and Extradition 
Procedure 12.900, Processing Juvenile Offenders 
Procedure 12.910, Missing Persons 
Procedure 12.912, Child Abduction/Amber Alert Plan 


Purpose: 


To ensure Department personnel process teletype messages appropriately. 


Procedure: 


A. Emergency Communications Center (ECC) Teletype Operator 


1. ECC’s Teletype Operator teletypes messages on: 


a. Vehicles stolen, recovered, and misplaced.  Also vehicles wanted in 
criminal investigations, hit-skips, and attempts to locate. 


b. Stolen, lost, recovered, and wanted license plates. 


c. Persons missing, located, wanted, unidentified found dead, or in police custody. 


d. Streets in unsafe condition, blocked, or opened by utility companies. 


e. Information or inquiries. 


f. All radio communications directing desk or other police personnel to 
perform a specific function. 


2. Teletype messages go to all police districts/sections/units. 


B. Teletype Message Retention at Districts/Sections/ Units: 


1. Retain court notifies and wanted teletype messages for the present and past year. 


2. Maintain all other teletype messages on the roll call clipboard for 72 hours 
from the last update. 


a. Messages on the roll call clipboard should be updated or canceled for 
wanted or missing persons, attempts to locate, wanted vehicles, etc. 


C. Teletype Message Cancellation: 


1. All cancellations of wanted broadcasts, auto larceny, and teletype messages, 
must be completed by the originating agency. 


Revised 06/26/14, Replaces 5/93  1 
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12.715 PROPERTY AND EVIDENCE:  CONFISCATION, 
ACCOUNTABILITY, PROCESSING, STORAGE, AND 
RELEASE 


Reference: 


Procedure 12.265, Wrecker and Towing 
Procedure 12.350, Automated Fingerprint Identification System (AFIS) 
Procedure 12.400, Incident and Miscellaneous Reporting 
Procedure 12.403, Crime Victim/Witness Notification and Assistance 
Procedure 12.555, Arrest/Citation: Processing of Adult Misdemeanor and Felony 


Offenders 
Procedure 12.615, Deceased Persons/Prisoners and Death Notifications 
Procedure 12.710, Unit Property Book 
Procedure 12.720, Evidence: Submitting for Physical Analysis 
Procedure 12.725, Blood Drying Facility: Processing of Evidence Exposed to 


Bloodborne Pathogens 
Procedure 12.735, Federal and State Forfeitures 
Ohio Revised Code 2901.13, Statute of Limitations for Criminal Offenses  
Ohio Revised Code 2933.82, Retention of Biological Evidence 
Forensics Manual 
Investigations Manual 


Definitions: 


Property – Any material object of value, however slight, tangible or intangible to which 
an owner has a legal right. 


• Property marked as “found” or “personal” is returnable to anyone with proof of 
ownership.  No disposition order will be sent to the responsible officer and the 
property could be disposed of in 90 days if not claimed. 


• Property marked as “court” is any property held as evidence or has the potential 
to be evidence.  A disposition order will be sent to the responsible officer to 
determine the disposition. 


• Property held as “confiscated” will be disposed of after one year unless Court 
Property Unit (CPU) is otherwise advised.  A disposition order will not be sent to 
the responsible officer.  Do not submit evidence or potential evidence as 
confiscated. 


Evidence – Legally obtained, documentary or oral statements and material objects 
submitted to a court of law as proof to ascertain the truth regarding an offense that 
occurred. 


Biological Evidence – Any item that contains blood, semen, hair, saliva, skin tissue, 
fingernail scrapings, bone, bodily fluids, or any other identifiable biological material, 
including the contents of a sexual assault examination kit, that was collected as part of a 
criminal investigation or delinquent child investigation and that reasonably may be used 
to incriminate or exculpate any person for an offense or delinquent act. 
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Biological Material – Any product of a human body, containing DNA. 


Deoxyribonucleic Acid (DNA) – the material inside the nucleus of a cell that carries 
genetic information. 


National Integrated Ballistic Information Network (NIBIN) – Assists federal, state 
and local law enforcement agencies by providing the ability to compare an agency’s 
ballistics evidence against evidence from other national, regional and local violent 
crimes involving firearms. 


Purpose: 


Provide for the security, care, custody, and control of seized, recovered, and evidentiary 
property as well as abandoned, lost, or found property. 


Eliminate questionable confiscation and reduce complaints of illegal search and seizure. 


Establish procedure regarding firearms coming into police possession. 


Policy: 


Police personnel confiscating, seizing or recovering property of any kind will be 
incompliance with local, State and Federal laws. 


Property used in an unlawful manner will be seized and held as evidence in connection 
with the arrest. 


Police personnel will not confiscate lawfully possessed property.  An exception will be 
made if, in the judgment of a supervisor, the confiscation is deemed necessary for the 
safety or welfare of the public or individuals involved.  Items falling into this category are 
firearms, knives, other dangerous weapons, explosives, poisons, etc. 


All recovered or found firearms, ammunition, bullets and casings will be treated as 
evidence.  The history of how they came to be recovered will be investigated. 


Police Department personnel are responsible for inventorying and processing all 
property coming into their custody before terminating their tour of duty. 


Information: 


Police personnel are encouraged to read the Investigations Manual and Forensic 
Manual found on the Department Intranet.  These manuals instruct investigators and 
field personnel on the proper collecting techniques for property held as evidence or how 
it is to be submitted for analysis. 


The Hamilton County Coroner’s Laboratory has the ability to process items submitted 
for DNA analysis.  A DNA profile can be obtained from samples of skin, hair, blood, and 
other body fluids.  Once a profile is made, it is maintained in a local data base and 
forwarded to the state for submission into the Combined DNA Index System (CODIS), 
where it is compared to established profiles of known offenders. 
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Procedure: 


A. Processing Property 


1. All property confiscated, seized, found, or coming into police custody will be 
properly marked, packaged and submitted by the officer into the 
district/section/unit property room before terminating their tour of duty. 


a. Complete a Form 330, Property Receipt. 


1) All Forms 330 pertaining to one arrest or case will have the same 
officer listed as the primary officer. 


2) If property is confiscated, a copy of the Form 330 will be provided 
to the subject from whom the property was confiscated. 


a) When possible obtain a signature from the subject. 


b. Complete a Form 64, Property Tag or Form 327 Court Tag. 


c. Complete all required forms and follow specific guidelines for property 
requiring special processing, for example: money, drugs or firearms. 


1) Refer to Procedure 12.735, Federal and State Forfeitures, when 
processing property believed to be subject to forfeiture. 


d. Submit the property for approval to a supervisor. 


e. Enter the property in the district/section/unit property book. 


B. Supervisors will: 


1. Verify the contents of the property envelope, bag or package placing their 
signature in the space provided. 


2. Ensure all required forms are complete and attached to the property and sign 
the property receipt. 


3. Ensure the property is properly marked and entered in the property book. 


C. Non-personal Property on Prisoners 


1. When property other than personal property on prisoners or property 
submitted for analysis comes into the custody of Cincinnati Police, officers 
will prepare the property for the CPU. 


a. The officer will complete a Form 330. 


1) All Forms 330 pertaining to one arrest or case will have the same 
officer listed as the primary officer. 


2) A copy of the Form 330 is to be issued to the subject from whom 
the non-personal property was confiscated.  Obtain a signature 
from the subject when possible. 
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b. Enter the property in the district/section/unit property book. 


1) Personnel will record all information according to Procedure 
12.710, Unit Property Book. 


c. Put the property in the property locker, lock the locker, and deposit the 
property locker key in the locker. 


d. The master property locker key will be kept in a secured place within 
the district/section/unit and will only be accessed by a supervisor.  The 
master property locker key is required to reopen lockers once they are 
locked. 


1) Officers requiring access to a locked property locker will notify a 
supervisor. 


2) The supervisor will accompany the requesting officer to the locker, 
open the locker, and witness any action taken regarding the 
property. 


3) The supervisor will not, under any circumstances, give the master 
key to the requesting officer. 


4) If a supervisor has reason to open a secured property locker, it 
must be done in the presence of a second officer or supervisor. 


2. A supervisor will review all Forms 330 for accuracy and place their name and 
badge number in the block provided. 


a. Send all copies of the Form 330 with the property to the CPU by 0830 
hours, Monday through Friday. 


3. CPU personnel will inspect the property for correct packaging and 
completeness of tags and receipts. 


a. Incorrectly prepared and tagged property will not be accepted. 


b. Incorrectly prepared and tagged property, such as drugs, firearms or 
money, will be retained at CPU. 


c. A copy of the related Form 330, with a notation of the errors, will be 
given to the delivering officer.  The district property officer will deliver 
the Form 330 with the error notice to the district/section/unit 
Administrative Assistant or a supervisor by 1000 hours that day. 


d. A supervisor from the affected district/section/unit will respond to CPU 
within three days to correct the error. 


e. After the correction is made, CPU will process the property. 


f. Date and initial the Form 330, assign the location number, and put the 
property number on each copy. 


1) White copy of the Form 330 is filed at CPU. 
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2) Yellow copy of the Form 330 is given to the delivering officer for 
filing. 


a) A supervisor designated by the district/section/unit 
commander will be sure the location and property numbers 
are entered in the district/section/unit property book. 


g. Enter all submitted property into the Automated Control of Evidence 
(ACE) computer database.  A bar code identifier is generated and 
assigned to each individual item. 


4. To avoid recalling personnel after normal business hours, submit property in 
the following manner: 


a. Property valued up to $999.99 will be held at the district/section/unit 
property room.  Property valued from $1,000.00 to $9,999.99 must be 
taken to the Court Property Unit lobby and secured in a locker. Property 
valued at $10,000.00 and above requires the recall of CPU personnel. 


1) Officers responding to CPU after hours must respond to CIS 
located at 801 Linn Street, 6th floor to sign out a key allowing entry 
into the CPU lobby. If valuable property does not fit in a CPU 
locker, CPU personnel must be recalled. 


2)      Officers must enter the property into the CPU property book 
located in the lobby. 


b. Hold all other items in the district/section/unit property facility for 
submission to CPU on the next business day. 


1) Special Investigations Section (SIS) may retain up to $5,000 in 
U.S. currency in its safe. 


2) SIS may retain drugs in its safe if the quantity can be placed there 
in its entirety. 


a) Drug evidence too bulky for the safe will be taken directly to 
CPU in accordance with established procedures. 


c. Recall CPU personnel, with approval of a Captain or above, if the 
property exceeds any of the above values and/or cannot be stored as 
indicated above. 


d. Officers must record property in the district/section/unit property book 
before delivery to CPU. 


e. Evidence, including packaging, must be smaller than 76 " x 16" x 20 ". 


f. Evidence must be properly packaged and sealed with evidence tape.  
The officer sealing the package must date and initial the seal. 


g. Attach completed property receipts and tags.
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h. CPU personnel will process items from the lockers at the beginning of 
each business day.  Two members of CPU will check and audit the 
items.  Discrepancies will be brought to the attention of an affected 
district/section/unit supervisor and the Evidence & Property 
Management Director. 


D. Personal Property Found on Prisoners 


1. Property that is found on prisoners and not needed for court will accompany 
the prisoner to the appropriate detention facility. 


2. Property not accepted by the detention facility will be processed, held at the 
district/section/unit property room, and transported to CPU on the next 
business day. 


E. Property Contained in Towed or Moved Vehicles 


1. All property contained in vehicles will be processed according to Procedure 
12.265, Wrecker and Towing. 


F. Hamilton County Coroner's Cases 


1. In accordance with Procedure 12.615, Deceased Persons/Prisoners and 
Death Notifications, personal property such as clothes, wallets, money, 
jewelry, medicine, etc., will accompany bodies to the Coroner’s Office and be 
retained there.  The morgue attendant will issue a receipt to the delivering 
officer. 


2. Other property not accompanying the body to the Coroner’s Office should be 
processed through the appropriate district/section/unit property book.  Mark 
the Form 330 "Hold for Coroner". 


a. Deliver property processed through units other than CIS to the CPU. 


b. Property requiring special handling by Homicide Unit personnel will be 
processed by the Criminalistics Squad, in accordance with Procedure 
12.615, and may be taken directly to the Coroner's Office or processed 
at CIS. 


1) The officer delivering evidence to the Coroner's Office will 
complete a Form 330 and a Property Location Card, signed by the 
officer. 


2) Process all copies of Forms 330 through CPU by the next 
business day. 


c. The Homicide Unit is responsible for delivery of all property held for the 
Coroner's Office.  CPU is responsible for the return of all property 
released from the Coroner’s Office.
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3. The Coroner's Office will return the following property: 


a. Homicide cases - all property determined to be evidence, including the 
fatal weapon. 


1) Motor vehicles are evaluated individually. 


2) The decision to retain or return is made by the Coroner's Office. 


b. Questionable deaths later determined not to be a homicide - property 
related to the death, but not the property of the deceased. 


c. Suicide cases – property related to the suicide. 


G. Air-Dried Evidence 


1. If an on-scene supervisor is uncertain about whether to hold wet, bloody 
clothing and items as evidence, the supervisor should contact a Homicide 
Unit supervisor for further guidance per Procedure 12.725, Blood Drying 
Facility: Processing of Evidence Exposed to Bloodborne Pathogens. 


H. DNA Evidence 


1. Officers requesting a DNA analysis should limit their requests to evidence 
involving serious crimes or felonies, violent misdemeanors, or a pattern of 
offenses that might be connected to one person. 


2. Other items that can be submitted for analysis include clothing, hats, or tools 
used in an offense.  These items may provide a profile from particles left by 
the suspect. 


3. Only trained personnel may submit a buccal swab for analysis.  Contact an 
Investigative Unit supervisor to request a trained officer for assistance with 
buccal swabs. 


4. Every effort should be made to prevent cross contamination of evidence 
submitted for analysis.  Evidence containing wet blood or body fluids can be 
placed in one of the blood drying cabinets at CIS.  See Procedure 12.725 for 
instructions. 


5. The CPU will submit evidence to the Coroner’s Office. 


6. Results from testing generally take 30 days to complete.  A report will be 
forwarded to CPU from the Coroner’s lab.  CPU will attach a copy of the 
report to the evidence returned from the lab.  A copy of the report will also be 
forwarded to the submitting officer. 


7. When CODIS matches a profile with a known person in the data base, the 
Coroner’s Lab will send a report to the investigating officer requesting a 
buccal swab sample from the suspect to confirm the match.
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I. Release of Property at the Recovering Unit 


1. Property of the victim will be returned pursuant to Procedure 12.403, Crime 
Victim/Witness Notification and Assistance. 


2. The claimant will sign a Form 330 for any property released by the 
recovering unit. 


a. The recovering unit will file all three copies of the Form 330. 


J. Release of Property at the CPU 


1. CPU personnel will release property according to their Standard Operating 
Procedure (SOP).  CPU personnel will be sure they release property to the 
rightful owner and obtain a signature on the ACE Property Withdrawal 
Receipt. 


a. A police officer may not check out property to deliver it to its rightful 
owner. 


2. A Department employee removing property from CPU for court, identification 
purposes, test firing, etc., must complete and sign an ACE Property 
Withdrawal Receipt.  The Department employee is responsible for returning 
the property to CPU.  CPU will verify the identity of the individuals by 
checking their police identification card, through personal knowledge, or by 
having their identity established by other personnel known to the CPU 
personnel. 


3. Property is normally returned to CPU on the same day it is checked out.  It is 
the responsibility of the person returning the property to ensure the ACE 
Property Withdrawal Receipt is appropriately marked indicating the return of 
the property. 


a. Mark property tags and envelopes when returning property to indicate 
whether there is further need for its use. 


4. When unable to return property on the day it is checked out, the officer must 
notify CPU on the next business day. 


a. If a court hearing extends beyond CPU business hours, officers will 
secure the property in a locker located outside the CPU and record the 
property in the Court Property log book. 


5. CPU will review the file for property not returned each day.  CPU will initiate 
an inquiry into the status of all property not returned within two days. 


6. If the court directs the release of property, direct the person to retrieve the 
property at CPU.  The arresting officer will not release the property directly to 
any person in the courtroom. 


a. Police officers will not request the court to release any property for their 
personal use. 
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7. If the court retains custody of the property, the officer will obtain the 
prosecutor’s signature, printed name, and date in the “Turned Over to Court” 
section of the ACE Property Withdrawal Receipt. 


a. The officer will return the completed receipt to CPU immediately 
following the court appearance. 


K. Property Requiring Special Processing 


1. Money or jewelry in excess of $100 


a. A supervisor, in the presence of the recovering officer, must verify the 
amount of money or jewelry. 


1) Money coming into police custody will be processed through CPU. 


2) Officers submitting money will determine if the money is required 
as actual evidence (marked money, exploded dye pack monies, 
etc.) or if the bills are not particular to the case. 


a) The Form 330 and property package will be marked “Hold at 
CPU” in the case of money being held at the CPU. 


b) The Form 330 and property package will be marked “Deposit 
into Account” in the case of money being deposited. 


b. A supervisor will verify the contents of the property envelope, placing 
their signature in the space provided on the envelope. 


c. Photograph all jewelry that comes into Department possession.  The 
recovering officer will place the photograph inside the property 
envelope. 


d. A supervisor will ensure the property is properly marked and entered in 
the property book and sign the property receipt. 


e. The property will be placed in the property locker along with the 
property locker key. 


f. When an officer seizes over $200.00 in change, it will be taken to the 
City Treasurer’s Office for an accurate count prior to submission to 
CPU. 


1) After normal business hours, the property will be placed in the 
district/section/unit property locker.  A notation will be made in the 
district/section/unit blotter advising first relief to transport the 
change to the City Treasurer’s Office. 


2. Controlled substances 


a. A controlled substance is any drug, compound, mixture, preparation, or 
substance included in Schedule I, II, III, IV, or V.  Any drug requiring a 
prescription for dispensation is also a controlled substance.
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b. A supervisor will verify the weight of the drug or substance, the weight 
recorded on the Form 330, and the weight listed on the property 
envelope.  The supervisor will conduct the verification in the presence 
of the recovering officer. 


c. A supervisor will ensure the property is properly marked and entered in 
the property book and sign the property receipt. 


d. The property will then be placed in the property locker along with the 
property locker key. 


3. The presence of a supervisor is required when any property listed in Sections 
K.1. or K.2. is placed in or removed from a unit property room.  The 
supervisor will remain until the transaction is completed. 


4. Potentially hazardous materials 


a. Potentially hazardous material is any property possibly contaminated by 
blood or other body fluids. 


b. Place biohazard warning labels on all property possibly contaminated 
by blood or other body fluids.  Ensure the label is plainly visible to other 
personnel handling the property. 


c. Use a syringe tube to package any needle coming under police control.  
Place a biohazard warning label on the container. 


1) Attach a property tag to the syringe tube.  Do not place the tube in 
a property envelope.  The lab will not accept syringes packaged in 
a property envelope. 


d. The property will then be placed in the property locker along with the 
property locker key. 


e. If the syringe is of no evidentiary value and not needed for court, after 
placing the syringe in a syringe tube package with a biohazard warning 
label on the container, transport the syringe to the nearest Cincinnati 
Fire Department (CFD) fire station for disposal in their sharps container. 


L. Perishable Property Requiring Refrigeration 


1. Store in the refrigerator located at CPU. 


a. After CPU business hours, perishable property can be secured in a 
refrigerated property locker located outside the CPU. 


1) Complete a Form 330 and mark "Held at CPU”. 


2) Mark the unit property book at the originating unit "Held at CPU”. 


3) Deliver the property and all copies of the Form 330 to the 
refrigerated locker at the CPU. 
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b. CPU personnel will remove and process the property from the 
refrigerated lockers each weekday morning. 


1) CPU will assign a property number on the Form 330 and send the 
yellow copy of the Form 330 to the responsible officer’s unit of 
assignment. 


2) CPU retains the white copy for their files. 


M. Storing Gasoline Powered Equipment 


1. Take mopeds, power lawn mowers, or other gasoline powered objects to the 
Impound Unit for storage. 


a. Report mopeds on a RMS Case Report. 


b. Report power lawn mowers or any items other than vehicles using 
gasoline on a Form 330 as well as a Form 64, Property Tag, or Form 
327, Court Tag. 


N. Storing of Flammable Liquids, Fireworks, etc. 


1. Flammable liquids such as gasoline, kerosene, fuel oil, or similar substances 
capable of ignition, creating an explosion, or burning with extreme rapidity, 
are kept in a locked outdoor storage facility under the control of the Impound 
Unit. 


2. Summon a supervisor if there is any doubt about the safe transportation of 
the above substances to the Impound Unit.  If necessary, call the CFD to 
assist in the safe transportation of volatile substances. 


a. After normal business hours, contact a Captain or above for 
authorization to recall Impound Unit personnel. 


3. Flammable liquid requiring analysis 


a. Obtain a suitable specimen container from the Impound Unit.  Transfer 
liquid to the container, properly seal, and identify with the recovering 
officer's name and badge number. 


b. The specimen, along with the Evidence Submission Sheet completed 
by the recovering officer, will be picked up from the Impound Unit by 
CPU personnel.  CPU personnel will have the specimen analyzed 
according to Procedure 12.720, Evidence: Submitting for Physical 
Analysis.  After analysis, return the specimen container to the Impound 
Unit storage facility. 


4. Form 330, Property Receipt 


a. The Impound Unit will forward the Form 330 to CPU if no analysis is 
requested.
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b. Upon completion of processing, CPU personnel will distribute the 
copies as follows: 


1) Yellow copy to the district/section/unit commander. 


2) White copy retained at CPU. 


5. Request the CFD respond whenever high-powered explosives are 
encountered. 


O. Reporting Lost or Found Property 


1. Complete a RCIC/NCIC query for all identifiable lost or found property 
bearing a serial or model number, manufacturer’s name or other official 
information etc., to determine if it was previously reported lost or stolen. 


a. If the property is stolen, complete a RMS Case Report, contact the 
CIN1 operator and provide the recovery information. 


b. The CIN1 operator will teletype the information to the originating agency 
for removal of the computer file. 


2. Indicate that a query and necessary follow-up has been completed by listing 
the verifying officer's name and badge number in the lower right-hand portion 
of the Form 330. 


a. If the found property is not identifiable, note "N/A" in the lower right-
hand portion of the Form 330 along with the officer's name and badge 
number. 


3. Complete a RMS General Conditions Report for all lost or found property, 
including lost or found firearms. 


a. If the lost or found property can be readily identified by a serial or model 
number, manufacturer’s name, or other official information, (e.g., 
firearms, driver’s licenses, credit cards, cell phones) include the 
information on the report. 


P. Form 330, Property Receipt 


1. When forwarding articles such as firearms, TVs, bicycles, lawn mowers, 
watches, or any other items which have an identifiable serial number to CPU, 
the forwarding unit should include the following information on the Form 330: 


a. Type of item 


b. Brand name 


c. Serial number 


d. Model number 


e. Color 
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f. Characteristics which would aid in identification of the item 


g. Name and badge number of processing officer checking computer file 


Q. Processing Firearms, Bullets and Casings 


1. Firearms related to an active criminal investigation should be submitted to 
Criminalistics for fingerprinting and DNA swabbing.  All other firearms must 
be processed by the district/section/unit investigative unit. 


a. All semi-automatic pistols and semi-automatic rifles, not associated 
to a particular individual, must be processed for DNA. 


1) If the officer is not trained to collect DNA, they must contact a 
trained district investigator for processing. 


2) If there is no trained investigator available, submit a blotter entry 
to the district investigative unit requesting the firearm be 
processed for DNA. 


2. Follow Procedure 12.720 for processing the DNA. 


a. Place the swab(s) used to collect the DNA sample in a small property 
envelope marked with the date, initials and badge number of the DNA 
collecting officer. 


b. Insert the small envelope containing the swab(s) into the gun envelope 
with the firearm.  This DNA evidence will be held at CPU in the event a 
NIBIN lead occurs from the firearm or shell casing. 


1) If a NIBIN hit occurs, the DNA sample will be processed for 
submission to the Hamilton County Coroner’s Lab by the 
investigating officer.  Organized Crime Investigative Squad 
personnel are available to assist if needed. 


3. On the Form 330, include as much information as possible regarding the 
circumstances surrounding the incident, including suspect descriptions and 
witnesses. 


a. Search the area for shell casings on all “Shots Fired” calls for service, 
even when no RMS case report is completed.  Collect and process any 
located casings and thoroughly document all pertinent information on 
the Form 330. 


b. Ensure all evidence placed in the property envelope (e.g., DNA swabs, 
bullets, casings) are listed on the Form 330. 


4. Recovery of firearms 


a. Photograph each firearm prior to moving it, when possible. 


1) Weapons may need to be secured for safety reasons, or if the 
scene will undergo an uncontrollable change such as fire, 
explosion, flooding, etc.
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2) Note the time, location, where it was placed, and the person who 
moved the weapon. 


b. Sketch the location of the firearm and all persons associated with it.  
When possible, measure the distances of the firearm to the person. 


c. Make the firearm safe without obliterating fingerprints or other evidence, 
when possible. 


d. If a firearm cannot be made safe without destroying evidence, a 
supervisor will determine if, how, and where the firearm will be 
transported. 


e. Transport all Black Powder Muzzle Loader style firearms to the Target 
Range for inspection before submission to the CPU. 


1) If during non-business hours for Target Range personnel, the 
firearm will be maintained in a district armory until the next 
business day. 


5. Report all firearms coming into police control on Form 313, Firearm Report. 


a. Fill out all blocks completely except “Barrel Length”.  CPU personnel 
will complete this block. 


b. List the complete number found on the frame, including prefix and suffix 
letters. 


c. If a firearm does not have a serial number, note this in the “Serial 
Number” block. 


d. In all felony arrests involving the confiscation of a firearm, whether or 
not a weapons offense has been charged, the submitting officer will 
print “ATTENTION RIP CASE” in bold lettering in the “Detail/Remarks” 
section of the Form 313. 


6. Query all firearms coming under police control through the Regional Crime 
Information Center (RCIC) and the National Crime Information Center 
(NCIC). 


a. The officer having original control of the firearm will run the query. 


b. If the firearm is reported lost or stolen from outside of the City of 
Cincinnati, the officer running the query must notify CIN1 to contact the 
originating agency and confirm the stolen status.  Officers will not 
contact the originating outside agency for confirmation.  


1) Confirmed stolen or lost firearms recovered will be reported to 
Teletype by the CPU and receive a cancellation teletype number.
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2) CPU will fax a copy of the Form 313, which will include the 
cancellation teletype number, to Teletype.  CPU officers must call 
to confirm receipt of the fax and record the teletype number on the 
Form 313. 


c. CPU will not accept firearms unless they have been queried through the 
computer. 


7. Attach Form 327, Court Tag, Form 330, Property Receipt, and  Form 313, 
Firearm Report, to all firearms coming into police control. 


8. Place all firearms in a gun envelope. 


a. If a firearm will not fit in a gun envelope, attach a Form 327, Form 330, 
and Form 313, along with the computer query, to the firearm. 


9. Place the computer printout and Form 313 inside the gun envelope.  Ensure 
the following information is on the printout: 


a. The words “To Court Property Unit”. 


b. Date and time the printout was forwarded to CPU. 


c. The originating agency terminal identifier (e.g., DST1, CVCS). 


10. If body fluids are on the firearm, attach all paperwork to the outside of the 
gun envelope. 


a. Place a biohazard label on the outside of the gun envelope or 
cardboard firearms property box. 


11. Routing of the Form 313 


a. Route all copies of the Form 313 to the CPU with the firearm. 


b. CPU will copy the Form 313 upon receipt and will return the top two 
copies back to the reporting district/section/unit via the property officer. 


c. CPU will fax a copy of the Form 313 to Teletype for entry into 
NCIC/RCIC Gun recovery file. 


d. CPU will enter the firearm in the ATF’s Electronic Tracing System 
(eTrace). 


1) If an investigator needs a copy of an eTrace report they should 
contact the Intelligence Unit. 


2) CPU does not have access to eTrace reports. 


12. Test firing weapons 


a. The primary officer is responsible for test firing the weapon as soon as 
possible.
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b. If no weapons charges are filed or the firearm is found property, no test 
firing is required by the primary officer. 


c. In situations where officers believe it is unsafe to test fire the weapon, 
they will transport the firearm to CIS.  The weapon will be logged into 
the CIS property book and stored in a property locker. 


1) The property will be marked, “Unsafe weapon – hold for 
Criminalistics Squad. 


2) If the Criminalistics Squad officer believes the weapon is unsafe, the 
weapons will be transported to the Target Range for inspection by an 
armorer.  If the weapon is determined to be safe, the Criminalistics 
Squad officer will test fire the weapon or witness the test. 


13. Packaging of Magazines, Ammunition, Bullets, and Casings 


a. Package magazines, ammunition, bullets, and casings separately in a 
cartridge envelope and place them in a property envelope. 


b. When a firearm is not found at the scene or not involved in the 
recovery, package magazines, ammunition, bullets, and casings in 
standard property envelopes. 


1) Search the area for shell casings on all “Shots Fired” calls for 
service, even when no RMS case report is completed.  Collect 
and process any located casings and thoroughly document all 
pertinent information on the Form 330. 


R. Return of Confiscated Firearm(s) 


1. If an officer confiscates a firearm from a citizen, the citizen may get the 
firearm back if: 


a. There is a court order from a judge, or 


b. The Police Chief approves a written request from the citizen requesting 
the return of the firearm. 


c. Officers will query the confiscated firearm(s) and person requesting the 
firearm(s) to ensure he/she is in compliance with ORC 2923.13, Having 
Weapons While Under Disability.  The person requesting the firearm 
must prove ownership or the right to possession of the firearm and sign 
Form 332, Release of Firearms. 


1) The Form 332 is available electronically in the CPDFORMS folder 
of Department computers. 


2) A photocopy of the completed Form 332, if requested, will be 
provided to the person requesting the firearm(s) be returned, and 
the original Form 332 shall be maintained at the CPU for the 
duration specified by the retention schedule. 
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2. When a confiscated firearm is returned to its owner, the Police Department 
will, before returning the firearm, require the owner to prove ownership or the 
right to possession of the firearm. 


a. An owner may demonstrate ownership or the right to the possession of 
a firearm using one of the following: 


1) A bill of sale with the description, serial number, and owner’s 
name. 


2) A police query showing the firearm is registered to the owner. 


3) Possession of a court order ordering the return of the firearm to 
the owner. 


4) Presenting his homeowner’s insurance showing the firearm is 
listed and reported lost or stolen from the owner. 


5) A dealer presenting an inventory with the firearm and serial 
number listed and that the firearm was reported stolen or missing 
from the owner’s business. 


S. Concealed Carry Licenses 


1. Concealed Carry Licenses may be seized when a license holder is arrested 
for any of the following: 


a. Any felony offense. 


b. Any misdemeanor offense of violence as defined in Section 2901.01 of 
the Ohio Revised Code. 


c. Any drug offense. 


d. Violation of a Temporary Protection Order (TPO). 


2. Process Concealed Carry Licenses separately from other seized property.  
Attach a copy of the Form 527, Arrest and Investigation Report, or the Form 
314, Notice to Appear, to the Form 330, Property Receipt. 


a. If the license is required as evidence for court proceedings, mark the 
license as needed for “Court”. 


b. If the license is subject to confiscation but not required as evidence for 
court proceedings, mark the license as “Confiscated”. 


1) Upon receipt of a Concealed Carry License, CPU will make the 
necessary notification of the license seizure to the issuing agency.  
Confiscated licenses will be immediately mailed back to the 
issuing agency.  Licenses held for court will be mailed back to the 
issuing agency upon conclusion of any criminal proceedings. 


c. All seized Concealed Carry Licenses should be submitted to CPU.  
Licenses should not be retained in the Form 527E, Case Investigation 
Jacket, or in personal case jackets if a Form 527E is not required. 
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d. Found Concealed Carry Licenses will be processed as found property 
per CPU’s current SOP. 


T. Safes, Bicycles, and Large Evidence 


1. Take the property directly to the CPU during normal business hours. 


U. Fraudulent Checks 


1. Fraudulent checks are maintained in secure case jackets by the assigned 
Financial Crimes Squad or district investigator and are not delivered to CPU. 


2. Enter checks received into the Check Complaint Book maintained by the 
Financial Crimes Squad.  Entries will consist of the: 


a. Complainant's name and address 


b. Suspect's name 


c. Charge 


d. Assigned investigator 


e. Amount of the check 


f. Date received 


3. Checks remain a part of the file and will not be disposed of after the court 
action. 


V. Fraudulent Prescriptions 


1. Fraudulent prescriptions are maintained in secure case jackets by assigned 
Special Investigations Section investigators and are not delivered to CPU. 


2. Provide pharmacies with a Form 328, Prescription Receipt Form, (pharmacy 
- top copy, case jacket - bottom copy) for prescriptions kept as evidence. 


3. Prescriptions remain a part of the file and are not disposed of after the court 
action. 


W. Evidence suspected of containing bed bugs 


1. Collect and package the evidence in accordance to the Investigations 
Manual and the Forensics Manual.  Completely seal all openings with 
packing tape (evidence tape may not thoroughly hold).  Proper collection and 
packaging techniques will properly contain bed bugs to prevent escape. 


2. Process the evidence outdoors when possible. 


3. Line work area with plastic sheeting. 


4. Upon completion, carefully fold the plastic and dispose of by placing and 
tightly sealing in a plastic bag/garbage bag.  Place this bag in another tightly 
sealed plastic bag/garbage bag for disposal.
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5. Clearly indicate on the outside of the property envelope/bag that the 
evidence may contain bed bugs. 


X. Status of Property Items 


1. When property is being held as evidence, the CPU clerk will initiate a 
disposition order.  The clerk will forward the orders to the responsible 
officer’s commander. 


2. The district/section/unit commander will ensure the responsible officer 
completes the disposition order and returns it to CPU within 14 days. 


a. Officers requesting evidence be held for a longer period of time must 
provide a written explanation as to why the evidence needs to continue 
to be held. 


b. When officers indicate property may be released, CPU will complete a 
Form 274 to notify the owner via USPS their property is available for 
pickup. 


3. Officers should consult and be aware of the statute of limitations for offenses 
as outlined in the Ohio Revised Code 2901.13, Statute of Limitations for 
Criminal Offenses, when completing disposition orders. 


a. Limitation for prosecution of a felony is six years. 


1) The following felony offenses have no statute of limitations: 


a) 2903.01, Aggravated Murder 


b) 2903.02, Murder 


2) The following have an extended statute of limitations of twenty 
years (unless otherwise noted): 


a) 2903.03, Voluntary Manslaughter 


b) 2903.04, Involuntary Manslaughter 


c) 2905.01, Kidnapping 


d) 2907.02, Rape – 25 years 


e) 2907.03, Sexual Battery – 25 years 


f) 2907.04, Unlawful Sexual Conduct with a Minor 


g) 2907.05, Gross Sexual Imposition 


h) 2907.21, Compelling Prostitution 


i) 2909.02, Aggravated Arson 


j) 2909.23, Making Terroristic Threat 


k) 2911.01, Aggravated Robbery 
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l) 2911.02, Robbery 


m) 2911.11, Aggravated Burglary 


n) 2911.12, Burglary 


o) 2903.11, Felonious Assault (If victim is a peace officer) 


p) 2903.12, Aggravated Assault (If victim is a peace officer) 


q) 2903.13, Assault (If a felony or violation of former Section 
2907.12 as it defined sexual penetration) 


r) 2923.01, Conspiracy (conspiracy to commit any of the 
above) 


b. Limitation for prosecution of a misdemeanor is two years. 


c. Limitation for prosecution of a minor misdemeanor is six months. 


4. Retention of biological evidence: 


a. Biological evidence must be retained for the following crimes: 


1) 2903.01, Aggravated Murder 


2) 2903.02, Murder 


3) 2903.03, Voluntary Manslaughter 


4) 2903.04, Involuntary Manslaughter (Felony of the first or second 
degree) 


5) 2903.06, Aggravated Vehicular Homicide, Vehicular Homicide, 
Vehicular Manslaughter (Felony of the first or second degree) 


6) 2907.02, Rape 


7) 2907.03, Sexual Battery 


8) 2907.05(A)(4) or (B), Gross Sexual Imposition 


9) Attempt to commit a violation of 2907.02, Rape 


b. Biological evidence will be retained for the period of time the offense or 
act remains unsolved for the following offenses: 


1) 2903.01, Aggravated Murder 


2) 2903.02, Murder 


c. Biological evidence will be retained for thirty years for the following 
offenses if the offense or act remains unsolved: 


1) 2903.03, Voluntary Manslaughter 


2) 2903.04, Involuntary Manslaughter (Felony of the first or second 
degree) 
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3) 2903.06, Aggravated Vehicular Homicide, Vehicular Homicide, 
Vehicular Manslaughter (Felony of the first or second degree) 


4) 2907.02, Rape 


5) 2907.03, Sexual Battery 


6) 2907.05(A) (4) or (B), Gross Sexual Imposition 


7) Attempt to commit a violation of 2907.02, Rape 


d. Biological evidence will be retained in cases where a person is 
convicted or pleads guilty of one of the offenses listed in X.4.a. of this 
procedure for 30 years or until the expiration of the latest period of time 
that the person is: 


1) Incarcerated 


2) Under community control sanction 


3) Under any order of disposition for the offense 


4) Under judicial or supervised release for the offense 


5) On probation or parole for the offense 


6) Under post-release control for the offense 


7) Involved in civil litigation or subject to registration 


e. Biological evidence can be disposed of prior to the expiration of listed 
time periods under two circumstances: 


1) When an offender is found guilty of one of the offenses listed in 
X.4.a. of this procedure: 


a) A written notice of intent to dispose of the biological 
evidence must be provided to the following by certified mail: 


1] The offender 


2] The attorney of record for the offender 


3] The Ohio public defender 


4] The county prosecutor 


5] The Ohio Attorney General 


b) When there is no response received after one year, the 
biological evidence may be disposed of. 


c) The biological evidence will be retained if any of the listed 
parties requests its retention.
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2) When an offender pleads guilty or no contest to one of the 
offenses listed in Section X.4.a. of this procedure, biological 
evidence can be destroyed five years after the plea and any 
appeals from the plea have been exhausted, unless the offender 
requests retention and a court finds good cause to retain the 
evidence. 


Y. Reassignment of Responsible Officer 


1. Once an investigator is assigned a case, any previous evidence submitted to 
CPU belonging to the case must be transferred into the newly assigned 
investigator’s name. 


a. The newly assigned investigator will contact CPU and provide the 
property ACE number(s) in order to have the property reassigned.  If 
the ACE number is unknown, CPU can query by the suspect name or 
submitting officer’s name. 


b. Whenever a submitting officer or initial investigating officer receives a 
disposition order from CPU regarding evidence previously assigned to 
them, they must document the newly assigned investigator’s name on 
the disposition order and return it to CPU. 


2. When Personnel Management is given notice an officer is leaving the 
Cincinnati Police Department, they will advise CPU. 


a. CPU will query all evidence assigned to the departing officer and send 
disposition orders to the officer’s unit commander or their designee, 
who will ensure the officer completes the disposition orders. 


1) The officer’s immediate supervisor will coordinate the status of 
evidence responses with the officer and approve the disposition 
orders. 


a) If the evidence needs to continue to be held, the officer will, 
if possible, identify a new responsible officer for the evidence 
and return the disposition order with the new responsible 
officer clearly marked. 


b) If an officer is terminated or leaves prior to the arrival of the 
disposition orders, the unit commander or their designee will 
determine a new responsible officer for evidence that still 
needs to be held in connection with reportable offenses. 
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15.115 CORRECTIVE / DISCIPLINARY PROCESS AND 
DOCUMENTATION 


Reference: 


Procedure 14.200, Information Technology 
Procedure 16.111, Employee Tracking Solution 
Manual of Rules and Regulations and Disciplinary Process – Section 9  
FOP/City Labor Agreement 
AFSCME/City Labor Agreement 
CODE/City Labor Agreement 
Cleveland Board of Education vs. Loudermill, 470 US 532 (1985) 
Ohio Revised Code 2716.05, Service of Order and Notices on Garnishee  
Public Employees Assistance Program 


Definitions: 


Evaluation Supplement Log (ESL) – An entry in the Employee Tracking Solution 
(ETS) which documents personnel work performance, corrective measures, discipline 
and interventions to enhance employee effectiveness.  These entries are used as 
supporting documentation for employee evaluation. 


Written Reprimand – A formal disciplinary action documented on a Form 66-S, Notice 
of Official Reprimand.  The Form 66-S summarizes the reason(s) for reprimand and 
remains in an employee’s personnel service record for three (3) years.  Service of a 
reprimand is documented via ESL entry into ETS. 


Disciplinary Hearing – Part of the Federal due process requirement provided to a 
public sector employee allowing them the opportunity to hear and respond to 
administrative charges being brought against them.  Also referred to as a “Department 
Level Hearing” (DLH). 


Administrative Insight Process – An interview held with a Department employee to 
review their involvement in an incident or action which was contrary to established 
procedures or rules.  The process includes discussion of corrective action(s) to be 
completed by the employee.  Administrative Insights are documented via ESL entry into 
ETS. 


Garnishment – A stoppage of a specified sum from an individual's wages to satisfy a 
creditor, as a result of a judgment obtained against an employee in a court of record. 


Purpose: 


Provide a means of accountability, clear performance expectations and timely 
disciplinary notification to employees.  Increase employee awareness as to the causes 
of an incident to prevent similar situations in the future. 


Provide guidelines to document positive employee work performance, training, and 
corrective action.  Improve the development and evaluation of personnel. 


Policy: 
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The Employee Tracking Solution (ETS) will maintain an ESL on all sworn and non-
sworn employees.  Employee interventions and the intervention progress will be 
documented and tracked via ETS.  When the intervention includes a referral to an 
outside agency (e.g., Public Employees Assistance Program (PEAP), police 
psychologist), only the name of the agency will be listed.  The reason for the referral will 
be outlined in the employee’s medical jacket maintained at Personnel Management. 


The City of Cincinnati pays for PEAP services provided to city employees.  Employees 
may call PEAP for telephone consultation or set up a private meeting.  The services 
provided by PEAP include assessment of current financial crisis, review of past due and 
current bills, and discussion of options available to resolve immediate and long-term 
problems. 


The Police Department will notify an employee of a wage garnishment judgement.  
Employees with financial problems are encouraged to deal responsibly with their 
personal finances and seek help on a voluntary basis through PEAP.  An assignment 
transfer is appropriate when the employee’s current assignment provides an easy 
opportunity for the employee to be financially compromised because of garnished 
wages.  State law requires the City Treasurer’s Office to withhold up to 25% of an 
employee’s disposable income (gross pay minus deductions required by law) to satisfy 
a creditor. 


Information: 


Any of the following are considered an intervention and will be documented in the 
employee’s ESL: 


• Review 
• Counseling 
• Training 
• Referral to outside services (e.g., PEAP, police psychologist) 
• Monitoring plan – documented action plan with set reporting intervals 
• Reassignment 
• Discipline 
• Other or any combination of the above 


Procedure: 


A. ESL Entries 


1. Every ESL entry will be entered into ETS by a supervisor. 


2. When initiating an ESL entry, include a brief description of the subject matter 
in the title. 


a. In the Activity Summary, include a detailed description of the incident or 
action generating the ESL entry. 


1) Include reference information (e.g., CAD number, tag number, 
names) if applicable. 


2) Include the date and time the incident or action occurred. 
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b. When describing the supervisory action taken, a one or two word entry 
is acceptable (e.g., commended, officer advised, reviewed, counseled).  
If the action is documenting an intervention plan, a brief description of 
the plan or the name of the outside agency must be noted. 


c. If an incident or a series of incidents result in other action taken at a 
later date, note the specific action taken in the Further Disposition area 
(e.g., official commendation, written reprimand, etc.) 


3. The supervisor should workflow the ESL to the employee when they are 
ready to review it with them.  The review must take place as soon as 
possible from the date of entry. 


a. A supervisor will request the employee log in to ETS and review the 
ESL. 


1) The review will take place in the presence of the supervisor who 
prepared the ESL.  If a different supervisor is going to review the 
ESL with the employee, the ESL must first be workflowed to the 
reviewing supervisor. 


2) Supervisors who initiate an ESL entry or review an ESL entry with 
an employee will enter their initials and badge number. 


b. The employee will be asked to enter their initials and badge number    
(if applicable) to acknowledge receipt of the ESL entry. 


1) If the employee refuses to initial a disciplinary or corrective entry, 
another supervisor must witness the refusal.  Note the witnessing 
supervisor’s name in the Action Taken area. 


2) The reviewing supervisor must type the word “refused” in the 
Employee Initial field indicating the employee refused to initial the 
ESL, regardless of the nature. 


3) Employees are not permitted to write a rebuttal or comments on 
the ESL form.  Employees may submit an explanation or rebuttal 
on a Form 17. 


a) The reviewing supervisor will route the Form 17 through the 
chain of command. 


b) The Police Chief or their designee will review the information 
contained in the Form 17 and determine follow up action. 
These include but are not limited to: 


1] Removal of ESL Entry. 


2] Concurrence of ESL Entry with no further action. 


3] Additional investigation or follow up to support entry. 


c) The Form 17 with comments will be returned to the 
employee via the chain of command. 
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1] The employee’s immediate supervisor will ensure the 
Form 17 is scanned into the ETS case file. 


4. Any report submitted that indicates an ESL entry was made (e.g., Form 17, 
90SP, 91SP) must be attached in the case folder. 


a. The ESL will be attached to the original ETS case, if appropriate, by 
“Add ESL”. 


b. If a hard copy of the ESL is needed for a document outside of ETS, the 
ESL will be printed and attached. 


5. District/section/unit commanders will finalize all ESL entries. 


a. The relief or unit officer in charge will check entries regularly for 
accuracy. 


b. First line supervisors will review the ESL in conjunction with the monthly 
worksheet review. 


6. ESL entries may be accessed and reviewed by: 


a. Employees – employees may review their ESL via ETS at any time. 


b. District/section/unit commanders and supervisors to whom the 
employee is assigned. 


c. Personnel Management. 


d. Internal Investigations Unit (IIU). 


e. Inspections Unit. 


f. Assistant Police Chief. 


g. Police Chief and/or designee. 


B. Administrative Insight Process 


1. When Department employees act contrary to established procedures or 
rules, or do not fulfill the police mission to the best of their ability, the IIU 
commander will: 


a. Advise the Police Chief of the circumstances. 


b. Notify the employee's bureau commander when the Police Chief 
determines an Administrative Insight is the proper course of action. 


2. The bureau commander will: 


a. Have the district/section/unit commander and the employee appear for 
an Administrative Insight interview, or 


b. Have the district/section/unit commander conduct an Administrative 
Insight interview with the employee's immediate supervisor and the 
employee. 
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3. The Administrative Insight interviewer will: 


a. Review the circumstances of the incident. 


b. Recommend positive methods the employee can use in the future to 
prevent a recurrence. 


1) Document on a Form 17 and in the employee’s ESL. 


a) Forward the Form 17 to the bureau commander. 


4. After the interview, the bureau commander will: 


a. Send the Form 17 to the Police Chief indicating the action taken. 


b. Send copies to Personnel Management for inclusion in the employee’s 
Personnel Jacket. 


5. Additional Guidelines 


a. An Administrative Insight may be combined with other disciplinary 
actions. 


b. An Administrative Insight may be removed from an employee’s 
personnel service record three years after the date of the incident with 
the approval of the Police Chief, provided no other disciplinary action, 
charge of misconduct, suspension or demotion has occurred during the 
three year period. 


1) Submit a brief Form 17 through the chain of command for the 
Police Chief’s consideration. 


2) If approved, the Chief’s Office will notify Personnel Management 
to remove the Administrative Insight from the personnel service 
record. 


C. Garnishment Notice 


1. IIU is responsible for tracking garnishments.  When the Police Department 
receives notice from the City Treasurer, the IIU Commander will forward the 
garnishment papers along with a cover Form 17 through the chain of 
command.  The bureau commander will forward the garnishment papers to 
the affected employee's district/section/unit commander. 


a. The employee's district/section/unit commander will ensure prompt 
service of the garnishment papers on the employee. 


b. The serving supervisor will indicate service on the cover Form 17 and 
return the form to IIU through channels. 
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14.125 INSTALLATION OF NEIGHBORHOOD BLOCK 
WATCH SIGNS 
 


Reference: 
 


City Ordinance #417-1983 - Block Watch Signs 
 


Purpose: 
 


Establish a policy for neighborhood community groups desiring to participate in 
the Cincinnati Police Department’s Block Watch Program. 
 
Outline procedures to be followed by neighborhood liaison officers and 
neighborhood community groups requesting permission to display Neighborhood 
Block Watch Signs, and for the processing of these requests. 


 
Coordinate the activities of the Police Department, and Traffic and Road 
Operations Division. 


 
Procedure: 


 
A. Neighborhood Block Watch Sign(s) Application: 


 
1. When a neighborhood community group desires to display a 


Neighborhood Block Watch Sign(s) announcing their participation in 
the Block Watch Program, a representative of the group will: 


 
a. Obtain an application from the district neighborhood liaison 


officer. 
 


b. Complete and return the application to the district neighborhood 
liaison officer along with a certified check/money order, payable 
to the City of Cincinnati, in the amount of $30.00 for each sign 
requested. 
 


2. Upon receipt of the completed application and appropriate certified 
check/money order, the neighborhood liaison officer will investigate to 
determine if the requesting neighborhood community group meets the 
following criteria: 
 
a. Fifty percent of the neighborhood community group residents 


should be Block Watch members. 
 


1) If 50 percent neighborhood community group participation 
is not met, the affected district's neighborhood liaison 
officer will provide this information along with a 
recommendation to the district commander. 


 
Note: The Police Department has established 50 


percent neighborhood community group 
participation as the desirable goal for acceptance 
in the Block Watch Program.   
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The neighborhood liaison officer may request an 
exception to the goal from the district commander. 


 
b. The neighborhood community group should be capable of 


demonstrating the organization's vitality, ability, and willingness 
to maintain continued interest in the Block Watch Program. 


 
3. After determining the neighborhood community group has met the 


above criteria, the neighborhood liaison officer will forward the 
application, certified check/money order, and their recommendation to 
the district commander. 
 


4. The district commander will make the final decision as to the approval 
or disapproval of the application and will either: 


 
a. Forward the approved application and certified check/money 


order to the Chief’s Office, or 
 


b. Return the disapproved application and certified check/money 
order to the neighborhood liaison officer for return to the 
neighborhood community group. 
 


5. The Chief’s Office will forward the approved application and certified 
check/money order to the Traffic and Road Operations Division. 


 
6. The district neighborhood liaison officer will: 


 
a. Notify the neighborhood community group of the 


approval/disapproval of their request. 
 


1) If disapproved, return the certified check/money order to 
the neighborhood community group. 


 
b. Contact the Traffic and Road Operations Division and arrange 


for the proper location(s) and installation of the Block Watch 
sign(s). 


 
c. Inform the neighborhood community group that the replacement 


expense of the Block Watch sign(s) will be their responsibility. 
 


7. Upon receipt of the approved application, the Traffic and Road 
Operations Division will: 


 
a. Assign a project number for the work requested. 


 
b. Deposit the certified check or money order with the City 


Treasurer. 
 


c. Issue work orders to Traffic Aids for the installation of the sign(s). 
 


 
 
 
8. Traffic Aids will: 
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a. Install the sign(s) and process billing against the appropriate job 


order number for payment. 
 


b. Notify the Traffic and Road Operations Division when the work is 
completed. 
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14.200 INFORMATION TECHNOLOGY 
 
Reference: 


 
Ohio Revised Code 2913.04(B) - Unauthorized Use of Computer Property 
Manual of Rules and Regulations, Section 2.05 
City Personnel Policies and Procedures, Chapter 9.1, Internet Access and 


Electronic Mail Policy 
City Information Security Manual 
Human Resources Policies and Procedures, Chapter 9 
Information Technology Management Section Help Area on Department Intranet 
 
Definitions: 


 
Internet - The World Wide Web. 


 
Intranet - The protected network of city owned computers. 


 
Software - Computer programs such as Windows, Microsoft Office, Microsoft 
Exchange, etc. 


 
Hardware - Computers, monitors, printers, etc.  All peripheral devices are 
hardware. 


 
Computer User Liaison (CUL) - Persons designated by a district/section/unit 
commander to act as the first line of assistance. 


 
Helpdesk -   


• Information Technology Management Section (ITMS) Helpdesk for 
hardware support. 


• Software trainer for software support. 
• RCC Helpdesk for e-mail support. 


 
Rebooting - Shutting down and restarting the computer.  


 
Purpose: 


 
Ensure the security and integrity of the Police Department’s computer systems. 


 
Ensure that computer systems are properly obtained, utilized, and maintained. 


 
Policy: 


 
No person shall attempt to gain access to or use any program, computer, or 
network for which they are not authorized.  No person will modify, move, or 
delete any file or document unless authorized to do so.  All software will be 
installed by or under the direction of ITMS. 


 
Personnel are accountable to the provisions of all user agreements when 
accessing software applications and programs on Department computers. 
All computers and information systems, including email, Internet capabilities, and 
computer programs are for official business only.  Police Department computers 
may not be used for games or Internet music/videos. 
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Members will not use unlicensed software on Police Department computers.  
Violations can be a fifth degree felony under Ohio Revised Code. 
 
Information: 


 
The Information Technology Management Section (ITMS) is responsible for the 
purchase, installation, maintenance, and administration of information technology 
used by the Department except for a limited amount of equipment dedicated to 
Police Communications Section. 


 
Members have no expectation of privacy regarding the use of Police Department 
computers, files stored on Police Department computers, or email. 


 
Procedure: 


 
A. Procuring Information Technology (IT): 


 
1. ITMS personnel will research all IT requests.  ITMS must be involved 


in all phases of IT procurement, including vendor management, 
demonstrations, planning, etc. 


 
a. ITMS will receive, inventory, install, and maintain all IT, licenses, 


maintenance contracts, and user agreements for the 
Department. 


 
b. Purchase requests for all additional IT must be documented and 


supported on a Form 17IT. 
 


1) Submit the Form 17IT through the chain of command. 
 


a) Email or FAX a copy to ITMS. 
 


b) The affected bureau commander will forward 
approved requests to ITMS. 
 


2) ITMS will: 
 


a) Make recommendations on the Form 17IT as to the 
propriety of the IT requested. 


 
b) Complete the Form 630. 


 
c) Submit Forms 17IT and 630 to the ITMS Commander 


who will forward the request through the chain of 
command to the Resource Bureau Commander. 
 


3) The Resource Bureau Commander will either: 
 


a) Approve the request and forward to Finance Section. 
 
b) Disapprove the request and return the annotated 


Form 17IT to the affected bureau commander and the 
Form 630 to ITMS. 
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B. Trouble Shooting and Maintenance: 
 


1. If the user cannot solve the problem by rebooting, the user should 
contact the on-duty district/section/unit Computer User Liaison (CUL). 


 
a. If a CUL is not available, call the ITMS Helpdesk. 


 
1) After normal business hours, absent exigent 


circumstances, leave a description of the problem on the 
ITMS Helpdesk voice mail. 


 
2) If exigent circumstances exist, contact Police 


Communications Section who will contact the ITMS 
Commander or designee.  If necessary, the recall of ITMS 
personnel will be authorized.  
 


b. If the system in question is a CLEAR-owned Regional Crime 
Information Center (RCIC) terminal, contact the ITMS Help Desk 
during normal business hours.  After normal business hours, 
contact the Regional Computer Center (RCC) Help Desk.  


 
2. Users are responsible to store all files on the allocated server space.   


 
a. Files should not be stored on local hard drives or floppy disks.  


Floppy disks are unreliable and should not be considered a 
dependable source of back-up. 
 


C. Use of Computers: 
 


1. Do not use or install any hardware or software on Department 
computers. 


 
2. The standard Department desktop is the only authorized desktop 


format. 
 


3. Knowledge of unauthorized access to any computer, system, or 
network must be immediately reported to a supervisor. 


 
4. Users must “log in” in order to use any computer. 


 
a. When not actively using the computer for any length of time, log 


off. 
 


b. Do not turn off the computer. 
c. Reboot computers daily. 


 
5. Only data created with Police Department software may be stored on 


Department servers. 
 


a. Files, documents, spreadsheets, etc., of outside origin must be 
scanned for viruses before use on a Department computer. 


 
6. Supervisors will report personnel changes affecting computer use to 


ITMS, including people no longer needing access to a computer. 


Rev. 01/31/06, Replaces 04/01/02 3







14.200 


D. Passwords: 
 


1. Users are assigned secure passwords when their accounts are 
created. 


 
a. Passwords should be at least eight characters in length and 


should include letters and numbers. 
 


b. Passwords are not retained by ITMS.  ITMS can issue a new 
password if necessary. 


 
c. Passwords should be changed on a regular basis. 
 
d. Supervisors can require that subordinate personnel provide them 


with their password. 
 
e. Department personnel are required to provide their passwords to 


ITMS personnel upon request, as may be necessary for the 
performance of official duties. 


 
2. Electronic Mail (Email) logon: 


 
a. Users should change their RCC assigned password at their first 


logon. 
 


b. RCC requires the change of email passwords every 90 days. 
 


c. New email passwords must be unique and at least eight 
characters in length. 


 
d. For email problems contact the RCC Help Desk. 
 
e. Supervisors can require subordinate personnel provide them 


with their email password. 
 


3. Personnel will not share or disclose passwords except at the direction 
of a supervisor. 


 
E. Electronic Mail (Email): 


 
1. Abide by the City of Cincinnati Electronic Mail Policy. 


 
2. Use for official business only. 


 
3. Most email messages are public record. 


 
a. Generally, access to email pursuant to a Public Records 


Request (see P.M. 18.120 and ORC 149.32) will occur with the 
employee’s knowledge, in their presence, and with their 
cooperation. 


 
b. Access without the employee’s knowledge should be 


coordinated with ITMS and RCC. 
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4. Users are required to maintain email accounts that do not exceed 
allowed storage limits.  This includes deleted messages in the inbox, 
sent items folder, and deleted items folder. 
 


F. Internet: 
 


1. Abide by the City of Cincinnati Internet Policy. 
 


2. Use for official business only. 
 


3. Users must be aware that downloading programs and email 
attachments can spread viruses. 


 
G. Use of Personal IT Appliances or Devices with Department-owned 


Equipment: 
 


1. The Department does not permit the attachment of any personally 
owned IT appliances of any type (cameras, audio recorders, printers, 
etc.) to Department-owned equipment, unless approved by the ITMS 
Commander. 


 
2. Users must submit a Form 17IT and any licensing documents through 


the chain of command to the ITMS Commander.  Describe the use, 
nature, and purpose of any personal IT devices requiring attachment 
to Department equipment. 


 
3. The ITMS Commander will evaluate the request and recommend 


approval or disapproval, based on the particular IT appliance and how 
it may affect the function and security of Department equipment, 
operations, and security.  ITMS will forward its recommendation to the 
Information Management Bureau Commander for review and 
approval. 


 
4. Upon approval, the user will contact ITMS and arrange for the 


installation of hardware and software.  Users will be notified of 
disapproval via the chain of command. 


 
a. ITMS will participate in all initial installation and permanent 


removal of personal IT appliances connected to Department 
equipment. 


 
b. After installation, ITMS will not perform any maintenance or 


support for personal IT devices.  Any maintenance, support, or 
repair of such devices is the responsibility of the user/owner. 


 
c. Persons requesting connection of personal IT devices to 


Department equipment could be financially responsible for repair 
of damage caused to Department equipment by personal IT 
devices. 


 
6. If a personal IT device negatively affects the operation or security of 


Department equipment, immediately or subsequently, ITMS will 
recommend and request permission of the district/section/unit 
commander to remove offending device(s). 
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7. Use of personal IT devices connected to Department equipment is 


limited to official business only.  Additionally, such use is subject to all 
policies, rules, and regulations of the Police Department and the City 
of Cincinnati. 
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14.205 SOCIAL MEDIA 
 
Reference: 
 
City of Cincinnati Administrative Rule No. 59 – Social Media 
City of Cincinnati Brand Identity Guidelines 
Investigations Manual 
City of Cincinnati Human Resources Policies and Procedures - Chapter 9 
Procedure 14.210, Real Time Crime Center Information Requests 
 
Definitions:  
 
Blog - A self-published diary or commentary on a particular topic that may allow 
visitors to post responses, reactions, or comments.  The term is short for “Web 
log.” 
 
Page - The specific portion of a social media website where content is displayed, 
and managed by an individual or individuals with administrator rights. 
 
Post - Content an individual shares on a social media site or the act of publishing 
content on a site. 
 
Profile - Information that a user provides about himself/herself on a social 
networking site. 
 
Social Media - A category of Internet-based resources that integrate user-
generated content and user participation.  This includes, but is not limited to, 
social networking sites (Facebook, MySpace), microblogging sites (Twitter, 
Nixle), photo and video sharing sites (Flickr, YouTube), wikis (Wikipedia), blogs, 
and news sites (Digg, Reddit). 
 
Social Networks - Online platforms where users can create profiles, share 
information, and socialize with others using a range of technologies. 
 
Speech - Expression or communication of thoughts or opinions in spoken words, 
in writing, by expressive conduct, symbolism, photographs, videotape, or related 
forms of communication. 
 
Wiki - Web page(s) that can be edited collaboratively. 
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Purpose: 
 
The Department endorses the secure use of social media to enhance 
communication, collaboration, and information exchange; streamline processes; 
and foster productivity.  This procedure establishes this Department’s position on 
the utility and management of social media and provides guidance on its 
management, administration, and oversight.  This procedure is not meant to 
address one particular form of social media; rather social media in general, as 
advances in technology will occur and new tools will emerge. 
 
Policy: 
 
The Police Chief and the City’s Public Information Officer must approve the 
creation of any social media presence that represents the City or Department.  
All accounts must be registered with the City Manager’s Office and the Enterprise 
Technology Solutions Department.  Unless approved by the City’s Public 
Information Officer, the Department will have only one identity per social media 
site (ex. one Facebook page and one Twitter account).  Page administrators 
must use their work email address and adhere to the City’s password policies. 
 
Personnel assigned to the Community Liaison Office and the Public Information 
Office are responsible for the content management and posting of information on 
the Department Social Media Page. 
 
Department social media pages must adhere to the City of Cincinnati Brand 
Identity Guidelines. 
 
The City of Cincinnati’s website – http://www.cincinnati-oh.gov/ - should be the 
City’s primary source of online information to the public. 
 
Social media posts should, whenever possible, provide links back to the 
Department’s page on the City’s website for information, contact forms, or other 
assets available on the City’s website. 
 
Information: 
 
Social media provides a new and potentially valuable means of assisting the 
Department and its personnel in meeting community outreach, problem-solving, 
investigative, crime prevention, and related objectives.  The Department also 
recognizes the role that these tools play in the personal lives of some 
Department personnel.  The personal use of social media can have bearing on 
Department personnel in their official capacity.  As such, this policy provides 
information of a precautionary nature as well as prohibitions on the use of social 
media by Department personnel. 
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Procedure: 
 
A. Department Sites and Page Requirements 


 
1. All Department social media sites or pages shall be administered by 


the Community Liaison Office or the Public Information Office. 
 
2. Social media pages shall clearly indicate they are maintained by the 


Department and shall have Department contact information 
prominently displayed. 
 
a. The Information or Description portion of the page will contain 


the following statements: 
 
1) “This site is not continuously monitored.  Call 911 for 


emergencies.” 
 
2) “This site and all comments contained within are subject to 


the Ohio Public Records Act (Ohio Revised Code 143.43).”  
 
3. Social media content shall adhere to applicable laws, regulations, and 


policies, including all information technology and records management 
policies. 
 
a. Content is subject to the Ohio Public Records Act (Ohio Revised 


Code 149.43).  Relevant records retention schedules apply to 
social media content. 


 
b. Content must be managed, stored, and retrieved to comply with 


open records laws and e-discovery laws and policies. 
 
4. Where possible, social media pages should state that the opinions 


expressed by visitors to the page(s) do not reflect the opinions of the 
Department. 
 
a. Pages shall clearly indicate that any content posted or submitted 


for posting is subject to public disclosure. 
 
5. Citizens shall be allowed to comment on posts in the broadest manner 


possible, even when critical of City/Department performance. 
 
a. A link to the City’s website will be provided to notify visitors of the 


standards which must be met when posting comments on 
Department pages. 
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1) Department reserves the right to remove comments and 
posts containing the following: 
 
a) Comments not directly related to the topic being 


discussed 
b) Profane language 
 
c) Sexually suggestive language 
 
d) Personal attacks 
 
e) Comments supporting or opposing a political issue or 


candidate 
 
f) Comments that promote discrimination in the basis of 


race, color, sex, religion, age, national or ethnic origin, 
HIV status, marital status, sexual orientation, regional 
Appalachian ancestry or disability 


 
g) Commercial advertising 
 
h) Comments encouraging illegal activity 
 
i) Comments violating a citizen’s privacy 
 
j) Comments violating the intellectual property rights of 


another party 
 
2) When offending comments are deleted, the time, date, 


content, and poster’s username must be recorded. 
 
a) Repeat offenders will be banned from commenting on 


Department pages. 
 
b. Questions posted by the media on Department social media 


pages will be directed to the City’s Public Information Officer in 
the City Manager’s Office. 


 
B. Content Management:  Department Postings 


 
1. Department personnel representing the Department via social media 


outlets shall do the following: 
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a. Identify and conduct themselves at all times as representatives 


of the Department and adhere to all Department standards of 
conduct and observe conventionally accepted protocols and 
proper decorum. 
 
1) Keep posts timely 


 
b. Keep posts directly related to the business of the Department. 
 
c. Posts will be factual absent personal opinion. 


 
1) Personnel shall not make statements about the guilt or 


innocence of any suspect or arrestee, or comments 
concerning pending prosecutions, nor post, transmit, or 
otherwise disseminate confidential information, including 
photographs or videos, related to Department training, 
activities, or work-related assignments without approval. 
 
a) Photographs must adhere to the City of Cincinnati 


Brand Identity Guidelines. 
 
d. Personnel will not conduct political activities or private business. 


 
1) The use of Department computers by Department 


personnel to access social media is prohibited without 
authorization. 


 
2) Department personnel use of personally owned devices to 


manage the Department’s social media activities or in the 
course of official duties is prohibited without prior approval. 


 
3) Personnel shall observe and abide by all copyright, 


trademark, and service mark restrictions in posting 
materials to electronic media. 


 
C. Creation of Social Media Entries 


 
1. Department personnel shall notify the Community Liaison Office 


Commander with relevant stories/information involving Department 
activities and events.  The notification should include: 
 
a. Activity Description 
 
b. Date/Time 
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c. Involved Department District/Section/Unit 
 
d. External Participants 
 
e. Goal/Summary of Activity 
 
f. Photographs or Video Links 
 
g. Contact Person 


 
2. The Community Liaison Office Commander will review the information 


and ensure posting on the Social Media Sites within seventy-two 
hours of notification. 


 
3. The Community Liaison office Commander will monitor the 


Department Social media Sites and comments and provide notification 
to the Office of the Police Chief of community response and comment 
where applicable. 


 
D. Covert Use of Social Media 


 
1. Only personnel authorized by their section/bureau commander may 


post on social media sites in a covert capacity. 
 
2. Personnel acting in a covert capacity on social media sites will only 


use computers/devices designated for such use. 
 
a. Personnel will not conduct covert investigations on social media 


sites from privately owned devices. 
 
3. Federal and state laws restrict the covert use of social media by law 


enforcement. 
 
a. Personnel will not take on the identity or use the personal 


information or likeness/photograph of another without that 
person’s consent. 


 
b. Officers not familiar with the restrictions placed on law 


enforcement regarding the covert use of social media should 
contact RTCC personnel, the City Solicitor’s Office, or the 
Hamilton County Prosecutor’s Office. 
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E. Personal Use of Social Media 


 
1. Precautions and Prohibitions - Barring state law or binding 


employment contracts to the contrary, Department personnel shall 
abide by the following when using social media. 
 
a. Department personnel are free to express themselves as private 


citizens on social media sites to the degree that their speech 
does not impair working relationships in the Department for 
which confidentiality is important; does not impede the 
performance of duties, impair discipline and harmony among 
coworkers, or negatively affect the public perception of the 
Department. 


 
b. As public employees, Department personnel are cautioned that 


speech on- or off-duty, made pursuant to their official duties, that 
owes its existence to the employee’s professional duties and 
responsibilities, is not protected speech under the First 
Amendment and may form the basis for discipline if deemed 
detrimental to the Department.  Department personnel should 
assume that their speech and related activity on social media 
sites will reflect upon their office and this Department. 


 
c. Department personnel shall not post, transmit, or otherwise 


disseminate any information, including photos, documents, etc., 
to which they have access as a result of their employment 
without written permission from the chief or his/her designee. 


 
d. For safety and security reasons, Department personnel are 


cautioned not to disclose their employment with the Department 
nor shall they post information pertaining to any other member of 
the Department without his/her permission.  As such, 
Department personnel are cautioned not to do the following: 
 
1) Display Department logos, uniforms, or similar identifying 


items on personal web pages. 
 
2) Post personal photographs or provide similar means of 


personal recognition that may cause them to be identified 
as a police officer of this Department.  Officers who are, or 
who may reasonably be expected to work in undercover 
operations, are cautioned not post any form of visual or 
personal identification. 
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e. When using social media, Department personnel should be mindful 
that their speech becomes part of the worldwide electronic domain.  
Therefore, Department personnel should be mindful of the standards 
imposed by the Department’s code of conduct prior to engaging in 
any social media, which could be construed as reflecting poorly on 
Department personnel or the Department.  In particular, Department 
personnel should be aware of the standards created by the 
Department code of conduct with regard to the following: 
 
1) Speech containing obscene or sexually explicit language, 


images, or acts and statements or other forms of speech 
that ridicule, malign, disparage, or otherwise express bias 
against any race, any religion, or any protected class of 
individuals. 


 
2) Speech involving themselves or other Department 


personnel reflecting behavior that would reasonably be 
considered reckless or irresponsible. 


 
f. Engaging in prohibited speech noted herein, may provide 


grounds for undermining or impeaching an officer’s testimony in 
criminal proceedings.  Department personnel thus sanctioned 
are subject to discipline up to and including termination of office 
as specified in the collective bargaining agreement. 


 
g. Department personnel may not divulge information gained by 


reason of their authority; make any statements, speeches, 
appearances, and endorsements; or publish materials that could 
reasonably be considered to represent the views or positions of 
this Department without approval. 


 
h. Department personnel should be aware that they may be subject 


to civil litigation for  
 
1) Publishing or posting false information that harms the 


reputation of another person, group, or organization 
(defamation) 


 
2) Publishing or posting private facts and personal information 


about someone without their permission that has not been 
previously revealed to the public, is not of legitimate public 
concern, and would be offensive to a reasonable person 


 
3) Using someone else’s name, likeness, or other personal 


attributes without that person’s permission for an 
exploitative purpose 
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4) Publishing the creative work of another, trademarks, or 


certain confidential business information without the 
permission of the owner 


 
i. Department personnel should be aware that privacy settings and 


social media sites are constantly in flux, and they should never 
assume that personal information posted on such sites is 
protected. 


 
j. Department personnel should expect that any information 


created, transmitted, downloaded, exchanged, or discussed in a 
public online forum may be accessed by the Department at any 
time without prior notice. 


 
F. Reporting violations 


 
1. Any employee becoming aware of or having knowledge of a posting or 


of any website or web page in violation of the provision of this policy 
shall notify his/her supervisor. 
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14.210 REAL TIME CRIME CENTER INFORMATION REQUESTS 
 
References: 
 
Procedure 12.537, Mobile Video/Digital Video Recording Equipment  
Procedure 12.700, Search Warrants/Consent to Search  
Procedure 12.701, Electronic Search Warrants  
Procedure 12.809, Court orders for Telephone Records 
Procedure 14.205, Social Media 
Investigations Manual 
Title 28, Part 23 of the Code of Federal Regulations (28 CFR Part 23) 
Ohio Revised Code 2913.49: Identity fraud 
City of Cincinnati Administrative Rule No. 59 – Social Media 
City of Cincinnati Human Resources Policies and Procedures - Chapter 9 
Form 606: Mobile Video/Audio Recording Records Request 
 
Definitions: 
 
Data Mining - the practice of searching through large amounts of computerized 
data to find useful patterns or trends. 
 
Social Media - A category of Internet-based resources that integrate user-
generated content and user participation.  This includes, but is not limited to, 
social networking sites, microblogging sites, photo and video sharing sites, wikis, 
blogs, and news sites. 
 
Purpose: 
 
To insure a standard product is returned for requests received by Real Time 
Crime Center (RTCC) intelligence analysts and that necessary documentation is 
completed for each step. 
 
Policy: 
 
No Department member will engage in covert data mining without the consent of 
his/her commander.  This includes using covert accounts on social media (See 
Procedure 14.205).  There are federal and state laws which restrict the covert 
use of social media by law enforcement.  Officers not familiar with the restrictions 
placed on law enforcement regarding the covert use of social media should 
contact RTCC personnel, the City Solicitor’s Office, or the Hamilton County 
Prosecutor’s Office. 
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Information: 
 
The potential to mine data through technology grows exponentially every year.  
This procedure is intended to define a process for obtaining criminal intelligence 
during the investigation of crimes and the identification of individuals who may be 
involved in crime by utilizing this technology.  RTCC personnel are available to 
assist Department personnel in its use.  RTCC has the ability to search 
numerous databases simultaneously and can find a vast amount of intelligence 
with very limited information.  It is recommended that personnel contact RTCC to 
determine if RTCC may be able to assist in their investigations. 
 
PROCEDURE: 
 
A. Making Requests for Products 
 


1. All requests must be in writing (email to RTCC@cincinnati-oh.gov is 
sufficient).  This may be done following an initial phone call, but no 
products will be generated without a written request.   


 
a. Requests for assistance with large scale investigations involving 


several districts/sections/units require an email directed to the 
RTCC commander from the commanding officer who is 
coordinating the investigation.   


 
2. Requests should be as detailed as possible and contain: 


 
a. Type of investigation (e.g. drug complaint, criminal investigation, 


missing person, etc.) 
 
b. Specific nature of request (e.g. identification of a subject, 


locating a subject, phone information, etc.) 
 


c. The context of the investigation and any known information that 
may assist in completing the request  


 
d. Estimate of importance for return of product. 
 


1) On occasion, there may be an urgent need for the 
information to be returned as soon as possible.  Personnel 
should be cognizant of the fact that some of these requests 
take considerable time depending on the depth of the 
request and that personnel assigned to RTCC are involved 
in many investigations at one time.  Most turn around time 
on requests is several hours to two days. 
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3. Requests for information from the Citywide Neighborhood Public 
Safety (CNPS) camera project 


 
a. RTCC personnel will review video for up to a one hour time 


frame for any offense requested.  Requests for review of video 
over one hour will be copied to DVD(s) and given to the 
requestor for their review. 


 
1) A Form 606, Digital Audio/Video Records Request, is 


required for all copies of video 
 
. 
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14.215 PHOTOGRAPHING, VIDEO AND AUDIO RECORDING 
                 OF DEPARTMENT PERSONNEL BY MEMBERS OF 
                 THE PUBLIC 
 
 
Reference: 
 
Procedure 12.700, Search Warrants/Consent to Search 
Procedure 12.701, Electronic Search Warrants 
Glik v. Cunniffe, 655 F.3d 78 (2011)  
Reichle v. Howards, 132 S. Ct. 2088 (U.S. 2012) 
Illinois v. McArthur 531 U.S. 326, 334 (2001) 
United States v. Scott, 987 A.2d 1180, 1191(D.C. 2010) 
State v. Smith, 124 Ohio St. 3d 163, 169 (2009) 
ORC 149.43 – Public Records  
ORC 2911.21 – Criminal Trespass 
ORC 2917.01 – Inciting to Violence 
ORC 2917.11 – Disorderly Conduct 
ORC 2917.13 – Misconduct at Emergency 
 
Definitions: 
 
Public Settings – Includes but is not limited to: parks, sidewalks, streets and 
locations of public gatherings or protests. 
 
Record(ing) -- The act of taking photographs, video recording, or audio recording.  
 
Probable Cause – Where the known facts and circumstances are such that a 
reasonable person in the same situation would believe evidence of a crime will be 
found. 
 
Purpose: 
 


To acknowledge and protect the Constitutional and legal rights of citizens to 
photograph, videotape and make audio recordings, including recordings of Cincinnati 
Police Department personnel.   
  


Policy: 
 
The Department recognizes that members of the general public have a First 
Amendment right to photograph, video record and/or audio record in any public 
setting or on private property, in any common area of a public or private facility 
where a person is permitted to be.  This right includes the recording of Department 
personnel while they are conducting official business or while acting in an official 
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capacity, unless such recordings unlawfully interfere with police activity. Officers 
should assume that a member of the general public is likely to be observing and 
possibly recording their activities at all times. 
 
Information: 
 
Recording of people, places, buildings, structures, and events is a lawful activity 
and shall not be restricted by Department personnel.  Recording in places where a 
person is permitted to be is not by itself suspicious conduct. 
 
In areas open to the public, members of the general public enjoy the same rights      
given to members of the news media.  No person is required to have or to display 
“press” credentials in order to exercise the right to record events, including police 
activity. 
 
The warrantless seizure of material protected by the First Amendment (photos, 
videos, etc.) will be strictly scrutinized by a court.  In ordinary circumstances, the 
seizure of cameras or recording devices without a warrant will not be considered  
reasonable. 
 
Procedure: 
 
A. Responding to Citizen Recording Incidents 


 
1.  When an officer observes a citizen taking photographs or video/audio 


recording, the officer shall not: 
 
a.  Order the citizen to cease recording; 


 
b.  Demand the citizen’s identification; 


 
c.  Demand that the citizen provide a reason for recording; 


 
d.      Detain a citizen solely for recording or for investigation of a recording; 


 
e.  Intentionally block or obstruct recording devices;  


 
f.  In any way threaten, intimidate or otherwise discourage an individual    
       from recording.  


 
2. Department personnel shall not erase or delete, or request or order any 


person to erase or delete any recorded images or sounds from any camera 
or other recording device that is in possession of any person, or that has 
been seized or voluntarily turned over. 
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3. Department personnel shall not tell people that recording police officers or 
police activity is not allowed, requires a permit, or requires an officer’s 
consent.  


 
B. Recording Incidents Causing Interference or Imposing a Safety Risk 
 


1. Engaging in photography, video or other recording does not grant a citizen 
the right to interfere with police activity. 


 
a.     If a citizen is recording from a position that threatens public safety, 


imposes a risk to the safety of an officer, or interferes with an officer’s 
ability to perform their duties, an officer shall direct the citizen to 
move to a position that will not interfere or where the safety risk is 
lessened.   


 
1) Officers shall not order the person to stop recording. 


 
2. A person’s recording of police activity from a safe distance, without any 


action to obstruct the activity or to threaten the safety of an officer, does 
not constitute interference as set forth in paragraph B.1.a. above. 


 
3. Citizens have the right to express criticism of police activity being 


observed.  The expression does not constitute interference as set forth in  
paragraph B.1.a. above, as long as: 


 
a. The expression does not jeopardize the safety of any City personnel, 


suspect, or bystander; AND 
 


b. The expression does not incite others to violate the law. 
  


C.    Recording Incidents on Private Property 
 


1. Being on private property where an individual is not otherwise permitted to 
be, does not automatically give a citizen the right to engage in recording. 


 
2. If an individual engages in recording activity on private property without 


permission of the property owner or management, the management or 
property owner may request the individual leave the premises.   


 
a. If the individual refuses to leave the premises after they have been 


requested to do so they may be in violation of ORC Section 2911.23, 
Criminal Trespass. 
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D. Handling of Evidence on a Camera or Recording Device 
 
1. Citizens have a high expectation of privacy to the contents of cellular 


phones and other recording devices.  An officer must have the consent of 
the owner, or must obtain a search warrant before conducting any type of 
search upon the contents of such devices.   


 
2. If an officer has probable cause to believe a camera or other recording 


device contains images or sounds that are evidence of a crime, the officer 
shall immediately request a supervisor respond.  A supervisor must be 
present at the scene before an officer takes any action involving a person’s 
use of a recording device.  This includes a request for voluntary consent to 
search, or seizure of a camera or recording device.  Upon arrival of the 
supervisor, the officer may request the person either: 


 
a. Voluntarily provide the electronic device or recording medium (e.g., 


the memory chip) to the officer. 
 
b. Where possible and practical, and in the presence of the officer, 


voluntarily transmit the images or sound via electronic mail to the 
officer’s official Department electronic mail account. 


 
c. Allow the officer to take possession of the recording device or 


medium and process it as evidence with the owner(s) consent.   
 


1) Consent must be given voluntarily.  
 
2) The officer shall not, implicitly or explicitly, coerce consent to 


take possession of any recording device or information it may 
contain.  


 
d. Allow the officer to use a Department-issued recording device (e.g., 


digital camera, recorder or MVR) to copy the initial sound, image, or 
video recording to process as evidence. 


   
1) Personal electronic devices may be used by Department 


personnel only as a last resort.  These devices may be 
considered public record under ORC Section 149.43 and 
subject to discovery. 


  
2) Officers who use a personal recording device to record pictures, 


audio and video evidence while on duty will not delete or alter 
the recording in any way. 
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3. If the person voluntarily provides the device or recording medium, the 
officer shall: 


 
a. Complete a Form a 601, Consent to Search Without a Warrant, in 


accordance with Procedure 12.700, Search Warrants/Consent to 
Search. 
 


b. Complete a Form 330, Property Receipt, obtain a signature from the 
person who provided the property and issue a copy of the Form 330 
to them.     
 


c. Exercise due care and caution while handling the person’s property 
or electronic device(s). 


 
e. Not attempt to view, download, or otherwise access any material 


contained on the device, absent exigent circumstances.  
 
f. Transport the device to the Criminal Investigations Section (CIS) 


Criminalistics Squad or Regional Electronics Computer Investigations 
(RECI). 
 
1) All forensic examinations of audio devices, cell phones, 


Blackberries and other similar devices shall be conducted by 
Criminalistics Squad.   


 
2) All forensic examinations of stored electronic computer data or 


hard drive based mediums are conducted by RECI.  
 


g. Obtain a search warrant pursuant to Procedure 12.701, Electronic 
Search Warrants. 


 
4. If the individual refuses to voluntarily provide the device or recording 


medium, or to electronically transmit the recording or allow a copy to be 
made, and the officer has probable cause to believe the evidence of a 
crime will be lost absent an immediate seizure of the recording device: 


 
a. The on-scene supervisor will notify a command officer or Night 


Inspector who will assess the situation and determine whether 
exigent circumstances exist to permit the seizure of the device 
without a warrant.  


 
1) Cameras or recording devices will not be seized without a warrant 


unless a command officer or Night Inspector determines one of 
the following circumstances exist: 
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a) Officers have probable cause to believe an immediate 


search of the seized material is necessary to prevent 
death or serious injury. 


 
1] Depending on the type of device, the officer will 


immediately respond to Criminalistics Squad or 
RECI, who will access the device and retrieve the 
evidence. 


 
b) Officers have probable cause to believe critical evidence 


of a crime is contained on/in the recording device and: 
 
1] Officers have explained the circumstances and have 


been unsuccessful in gaining the voluntary consent 
of the person in possession of the recording device. 
AND 


 
2] The seizure of the recording device is for no longer 


than reasonably necessary for the officer, acting with 
diligence, to obtain a warrant to seize the evidence 
contained within it.  


 
c) Some other recognized exception to the search warrant 


requirement is present. 
 


1] Any such seizure must be a temporary restraint 
intended only to preserve evidence until a warrant 
can be obtained.  


 
a] Photographs, videos, or recordings that have 


been seized as evidence and are not directly 
related to the exigent circumstance will not be 
viewed until a search warrant has been 
obtained. 


 
b. The City Solicitor’s Office may be contacted for further instructions at 


352-3334 during normal business hours.   
 


1) After normal business hours the Emergency Communications 
Center (ECC) Supervisor at 263-8119 can provide a phone 
number to contact Solicitor’s Office personnel. 
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5. Viewing/Listening to Evidence on a Recording Device 
 


a. Absent exigent circumstances, officers must obtain a search warrant 
in accordance with Procedure 12.701, Electronic Search Warrants 
before viewing any photographs, videos, or listening to any 
recordings on a camera or memory chip that has been seized as 
evidence.   


 
b.  Officers who view or listen to a recording on a citizen’s recording 


device, or conduct a forensic examination of the same, shall 
undertake reasonable efforts to ensure only materials that constitute 
potential evidence are accessed.  Officers will refrain from examining 
any materials not relevant to the investigation.   
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15.100 CITIZEN COMPLAINTS AND REPORTS OF FAVORABLE 
POLICE CONDUCT 


References: 


Manual of Rules and Regulations 
Procedure 12.545, Use of Force 


Definitions: 


Citizen complaint - an allegation from any source of any action or inaction by 
Department personnel the individual considers being contrary to law, proper procedure, 
good order; or in some manner prejudicial to the individual, the Police Department or to 
the community.  In situations involving only the individual alleging innocence to a charge 
placed by a police officer, advise the complainant to seek judicial redress through 
established court procedures. 


Original documents – photographs, MVR/DVR recordings, and any documents that 
are handwritten or contain an original signature. 


Policy: 


The Professional Standards Section (PSS) is to be notified for incidents involving 
criminal allegations against or suspected criminal conduct by sworn Department 
members.  PSS should be notified in addition to the Duty Officer, the affected district or 
section commander, and the Night Inspector, when applicable.  PSS will request 
appropriate resources, as needed, from those sections or units that are subject experts 
in specific areas. 


Law and Department procedure require district personnel to take immediate action in 
domestic violence cases based on probable cause.  In instances involving the arrest of 
a Department member for a domestic violence offense, PSS must be promptly notified 
to respond and coordinate the investigation. 


This policy does not change or otherwise affect Procedure 12.550, Discharge of 
Firearms by Police Personnel. 


During an investigation, all relevant police activity including each use of force, not just 
the type of force complained about, will be investigated.  The investigation will also 
evaluate any searches or seizures that occurred during the incident. 


The Department will not close an investigation simply because the complaint is 
withdrawn or the alleged victim is unwilling or unable to provide medical records or 
proof of injury; the Department will continue its investigation as necessary to determine 
whether the original allegation can be resolved.  In each investigation, the fact that a 
complainant pled guilty or was found guilty of an offense will not be considered as 
evidence whether an officer did or did not use a type of force, nor will it justify 
discontinuing an investigation. 







15.100 


Revised 05/14/15, Replaces 03/13/14 2 


Department members will not file charges against a complainant for a violation of Ohio 
Revised Code (ORC) §2921.13, Falsification.  In the event a charge of Falsification, 
ORC §2921.13, is a consideration, the charge must be filed by a PSS supervisor, only 
after undergoing prosecutorial review. 


A Department employee seeing or having knowledge of a police action involving 
misconduct will immediately initiate a citizen complaint on behalf of the alleging party. 


If a citizen objects to an officer’s conduct, that officer will inform the citizen of their right 
to make a complaint.  The officer will provide the citizen a Form 648CCI, Citizen 
Complaint Information brochure and a Form 648, Citizen Complaint.  Officers will not 
discourage any person from making a complaint. 


The complainant’s willingness to participate in, and the outcome of, a Citizen Complaint 
Resolution Process (CCRP) meeting will have no bearing on the investigation or the 
adjudication of that complaint. 


If the complainant declines to attend the CCRP meeting, the investigating supervisor is 
required to notify the complainant of the facts of the investigation and the disposition.  
The report submitted should include information indicating the complainant was notified 
or that a sincere effort was made but was unsuccessful. 


Preferably police supervisors will accept citizen complaints.  If a supervisor is 
unavailable, the receiving employee will follow this procedure and notify a supervisor as 
soon as possible.  It is the accepting supervisor’s responsibility to review the complaint. 
The district/section/unit commander will order additional investigation when appropriate 
and make the final determination of how the complaint is routed. 


Upon receipt, each complaint will be assigned a unique tracking number and will be 
resolved in writing.  All citizen complaints received by the Department will be maintained 
in a secure location.  This includes the original Form 648, other information provided by 
the complainant, and all investigative documentation. 


The complainant will be kept informed periodically regarding the status of the 
investigation.  Upon completion of the investigation, the complainant will be notified of 
its outcome, including an appropriate statement regarding whether any non-disciplinary 
corrective action or disciplinary action was taken. 


Any officer who used force or chemical spray during the incident, or whose conduct led 
to the injury of a prisoner, or who authorized the conduct that led to these reportable 
incidents is prohibited from investigating the incident. 


Any officer or supervisor involved in a situation resulting in an official complaint will not 
be present during any interview with the complainants or witnesses. 


Any supervisor identified as a party to an official complaint will not act as the complaint 
investigator. 
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Any citizen wishing to report police conduct which is favorable in nature should be 
encouraged to share the details of their positive experience.  The citizen should be 
offered a Form 648FPC, Citizen Report of Favorable Police Conduct, to complete and 
return by U.S. Mail (no postage required) or drop off at any Cincinnati Police 
Department facility at their convenience. 


Information: 


Allegations of the following nature will be handled through CCRP: 


• Discourtesy/unprofessional attitude. 
• Lack of proper service. 
• Improper procedure, e.g., offense investigation, use of discretion, official law 


enforcement practices, and Police Department procedures. 


The following types of allegations will be handled by the PSS and/or the judicial system, 
not CCRP: 


• Criminal conduct. 
• Sexual misconduct. 
• Serious misconduct, e.g., severe nature or pattern of procedural violations, 


lack of service, etc. 
• Excessive use of force as defined in Procedure 12.545, Use of Force. 
• Unnecessary pointing of firearms at persons. 
• Improper searches and seizures. 
• Discrimination. 


If a citizen responds to the Hamilton County Clerk of Courts Office demanding a 
warrant for a police officer, the Chief Deputy of the Municipal Court, Traffic/Criminal 
Division will be notified.  Upon notification, the Chief Deputy will contact the Police 
Department. 


Procedure: 


A. Form 648, Citizen Complaint 


1. A Form 648 shall be completed when a citizen brings to a Department 
employee's attention an action, situation, or condition as described in the 
Information section of this procedure. 


a. The Form 648 is available in a pre-printed, tri-fold format for a citizen to 
complete and return at their convenience.  This version of the Form 
648 is printed with the proper mailing address and no postage due. 


1) When providing a citizen with the Form 648 to complete and 
return by mail, also provide the citizen with a pre-printed Form 
648CCI, Citizen Complaint Information brochure. 


2) Inventory of the pre-printed Form 648 and Form 648CCI are 
available from Supply Unit. 
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b. In addition to the pre-printed, tri-fold format, Form 648 and Form 
648CCI are available electronically on the H: drive in the CPDFORMS 
folder of Department computers. 


1) If utilizing the electronic Form 648, ensure page two of the form is 
retained and completed by Department personnel in accordance 
with Section E. of this procedure.  This portion of the form is for 
Department use only. 


B. Accepting a Citizen Complaint Lodged in Person 


1. Give the complainant a Form 648 to complete.  Provide a Form 648CCI and 
instructions on completing the form and have the complainant sign the front 
side of the form in their own handwriting. 


a. The reverse side (page two) of the electronic Form 648, in the 
CPDFORMS folder, is for Department use only. 


2. If more space is needed, use an additional blank Form 648. 


3. Upon request, help the complainant complete the Form 648. 


a. If the complainant is given help to complete the form, include a brief 
statement as to why help was given in the “Details” section. 


b. Request the Form 648 be signed by the following: complainant, 
representative of the complainant, or any person assisting the 
complainant. 


1) Witness the signature. 


c. Police Department personnel helping a complainant prepare the form, 
must sign in both the "Receiving" and the "Assisting Person" blocks. 


4. The accepting employee will review the completed form for content and 
legibility. 


a. If a word is not legible, ask the complainant what the word is.  Print the 
proper word directly above the complainant's handwritten word. 


b. Third party complaints will be handled in the same manner as any other 
complaint. 


5. The receiving employee will ensure all pertinent dates and times are 
included in the form. 


a. Attach legible copies of all arrest slips pertaining to the incident. 


6. If a complainant refuses to write the complaint in his own handwriting, 
process the complaint as a telephone complaint.  Refer to Section D. of this 
procedure. 


7. If a complainant is deaf or hearing impaired, mark the complaint as “TRS” 
(Telecommunication Relay Service). 







15.100 


Revised 05/14/15, Replaces 03/13/14 5 


8. If a complainant has limited English proficiency, mark the complaint as “LEP.” 


9. The receiving employee will place their name and badge number in the 
space provided on the Form 648.  Provide the complainant with a copy of 
page one (1) only, which will serve as the complainant's receipt. 


a. Complainants do not receive a copy of the completed page two. 


b. The receiving employee’s written observations should not be on the 
copy given to the complainant. 


10. After accepting a Form 648 that has been personally filled out and/or signed, 
the information must be entered onto a Form 648 in the Employee Tracking 
Solution (ETS) system. 


a. When transferring the information from the original Form 648 into ETS, 
record the information exactly as it was written, including misspellings, 
profanity, punctuation, etc. 


b. Scan the handwritten original document into the computer and attach to 
the appropriate ETS folder. 


c. Route the original Form 648 to the district/section/unit commander with 
any other original documents, photographs, recorded interviews or 
statements and copies of applicable MVR/DVR recordings. 


C. Accepting a Citizen Complaint by Mail, Email, or Fax 


1. Submit citizen complaints received through the mail or via fax to a 
supervisor.  The supervisor will: 


a. Enter the Form 648 into ETS. 


b. Scan the letter or fax into the computer system and attach to the 
appropriate ETS case folder. 


c. Place the original letter or fax in a sealed envelope and process as in 
Section G. 


d. Complaints received in the form of email messages will be printed out, 
scanned into the computer and attached to the appropriate ETS case 
folder, and then processed as in Section G. 


D. Accepting a Citizen Complaint by Telephone or Telecommunication Relay Service 
(TRS). 


1. Refer telephone complaints to a supervisor.  If a supervisor is unavailable, 
the receiving employee will follow this procedure and notify a supervisor as 
soon as possible. 


a. Make an effort to persuade the complainant to appear in person at a 
police facility to file the complaint. 


b. Enter pertinent information on a Form 648.  Obtain all the facts 
necessary to complete the form. 
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c. Get the complainant's name, address, and telephone number.  Advise 
the citizen this information is essential to investigate the complaint. 


1) Advise a complainant who insists on remaining anonymous this 
may hamper a proper investigation and disposition of the 
complaint. 


d. Print the words "Telephone Complaint" in the box for the complainant's 
signature. If the call is received through TRS, mark the complaint as 
“TRS.” 


e. If the caller has limited English proficiency, mark the complaint as 
“LEP.” 


f. Follow the procedure in Section G. for processing the complaint. 


2. TRS complaints received by the Emergency Communications Center (ECC) 
will be handled according to their standard operating procedure. 


a. The affected district/section/unit supervisor, upon notification from ECC, 
will follow the procedure in Section D.1. and Section G. 


E. Completing "For Department Use Only" Section of the Form 648 


1. Outline the allegations, identify principals and witnesses and provide 
information developed as a result of any preliminary investigation. 


a. Include addresses and phone numbers of all principals and witnesses. 


2. Enter a description of the complainant's apparent physical condition and 
demeanor. 


a. State your reason for believing a complainant was under the influence 
of an intoxicant and/or drug (do not express opinions regarding their 
mental competency or veracity). 


3. Describe any other traits or conditions displayed by the complainant, which 
may have a bearing on the allegation and/or investigation of the complaint. 


4. Specifically note any visible marks or injuries about the complainant. 


a. Take photographs when the complaint involves any injury, claimed 
injury, or damaged clothing, etc., whether visible or not. 


1) Clearly label the photographs with the complainant's name, date, 
time taken, and photographer's name and badge number.  Attach 
photographs to the Form 648 for review by the district/section/unit 
commander. 


5. Do not include written observations on the copy given to the complainant. 


6. The receiving employee will ensure all information on the form is as 
complete as possible. 
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F. If while investigating a use of force an individual alleges excessive force, then the 
investigating supervisor will complete a Form 648 in ETS.  The supervisor will 
investigate the complaint thoroughly while all participants are present. 


1. Complete a Form 17 summarizing the investigation.  Attach the Forms 17 
and 648 to the Investigation Report case folder for the use of force in ETS.  
Workflow the Form 17, Form 18F, Supervisor’s Use of Force Investigation 
Report, Form 648 and any attachments through the chain of command for 
review. 


a. When submitting the documents, “Add Notification” for the following 
units: 


1) Professional Standards Section. 


2) Patrol Administration Section. 


3) Inspections Unit. 


2. If more than the necessary amount of force appears to have been used, or 
the injuries are inconsistent with the reported force, contact the PSS 
Commander and the officer’s district/section/unit commander. 


3. The affected bureau commander shall workflow the above forms to PSS for 
investigative review and final approval by the Police Chief. 


G. Processing the Completed Citizen Complaint Form 


1. Workflow the Form 648 to the affected district/section/unit commander by 
0800 hours on the next day.  Forward all original documents, photographs, 
recorded interviews, and copies of applicable MVR/DVR recordings for 
review. 


a. Complaints eligible for CCRP: 


1) Affected district/section/units retain original Form 648 complaint 
and all pertinent documentation. 


2) When submitting the complaint for assignment, “Add Notification” 
to PSS of the Form 648 for tracking purposes. 


b. Complaints not eligible for CCRP: 


1) Workflow the Form 648 with all pertinent documentation to PSS. 


H. Assignment, Logging, and Investigation of Citizen Complaints 


1. The supervisor assigned the complaint will resolve complaints eligible under 
CCRP.  Any problems or needs identified will be relayed in writing in the form 
of a recommendation to the Police Chief. 


2. Non-CCRP complaints will be forwarded to PSS and resolved per PSS 
Standard Operating Procedure (SOP). 
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3. For complaints marked as “TRS,” the investigating supervisor will need to 
utilize the TRS by dialing 711 to contact the complainant. 


4. For complaints marked as “LEP,” refer to procedure 18.103, if necessary. 


I. Citizen’s Complaint Resolution Process 


1. The investigating supervisor will thoroughly investigate all allegations. All 
pertinent information sources will be examined, including but not limited to:  
the complainant, witnesses, involved officers and witness officers, 
worksheets, MDC information, offense reports, relevant law, policy and 
procedure, etc.  Investigators will not ask officers or other witnesses leading 
questions that improperly suggest legal justification for the officer’s conduct 
when such questions are contrary to appropriate law enforcement 
techniques. 


a. Forward information to the district/section/unit commander for referral 
to PSS if the investigation reveals the complaint is not suitable for a 
resolution meeting. 


2. The investigating supervisor will take appropriate action based on the 
investigation of the complaint. 


a. The investigating supervisor will make a determination whether or not 
the member’s conduct was consistent with Department policy, 
procedure, and practice.  The supervisor will document the finding in 
the Form 648B, Resolution Disposition, in ETS. 


b. Verbal counseling or counseling via the Evaluation Supplement Log 
(ESL) if the member’s conduct does not meet Department standards as 
determined by the investigation.  Add the ESL to the original ETS case 
folder. 


c. Hold a complaint resolution meeting with the complainant and the 
Department member. 


d. For a complaint resolution meeting with a deaf, hearing impaired or 
limited English proficient complainant, Global to Local Language 
Solutions (G2Local) can be utilized for a qualified interpreter, if 
necessary. Refer to procedure 18.103. 


3. Resolution Meeting:  A resolution meeting will be conducted according to the 
following guidelines: 


a. Only the complainant, the involved Department member, and the 
investigating supervisor/facilitator will attend the resolution meeting.  No 
one else will be present.  This allows for the best interaction between 
the two participants.  In cases where there are multiple complainants 
and multiple officers, meetings will be held for each if necessary.  In 
most cases, a primary complainant will be identified and the case 
resolved with one meeting. 
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b. The resolution meeting will not be recorded.  The resolution meeting 
will be a sincere effort by all parties to discuss and resolve the problem. 


c. Resolution meetings will be conducted by the next highest ranking 
officer than the officer involved in the complaint. 


d. All parties involved in the resolution meeting will sign a Form 648A, 
Acknowledgment of Participation in Resolution Meeting.  The document 
will not refer to any discussion, action, agreement, or other aspect of 
the resolution meeting.  The Form 648A is to be scanned into the 
computer and attached to the appropriate ETS case folder.  The 
original Form 648A will then be routed through channels with any other 
original documents. 


e. The investigating supervisor will advise the complainant of the 
disposition of the complaint. 


f The supervisor will concisely summarize the resolution meeting on a 
Form 648B, Resolution Disposition. 


g. Failure by a complainant to attend the first scheduled resolution 
meeting will be excused.  If a complainant fails to attend a second 
scheduled resolution meeting, the complaint/problem will be deemed to 
have been resolved by the supervisor’s inquiry and the file will indicate 
same. 


1) If the complainant does not attend either of the CCRP meetings, 
the investigating supervisor will notify the complainant of the facts 
of the investigation and advise them of the disposition of the 
complaint either in person, by mail, or by email. 


2) The reviewing supervisor of the investigating supervisor will 
attempt to contact the complainant to verify: 


a) The investigating supervisor gave them the opportunity to 
attend a CCRP meeting; AND 


b) The investigating supervisor notified them of the facts of the 
investigation and the complaint disposition. 


1] The reviewing supervisor will document this information 
in the disposition narrative of the report. 


3) If the reviewing supervisor is unable to make contact with the 
complainant, the disposition narrative should include information 
indicating a sincere effort was made but was unsuccessful, e.g., 
complainant could not be located, refused to discuss/listen. 


4. Record Keeping 


a. The investigating supervisor will complete a report of the investigation 
and its findings using the appropriate forms. 







15.100 


Revised 05/14/15, Replaces 03/13/14 10 


b. The investigating supervisor will workflow all CCRP complaint 
investigation reports via the chain-of-command to their respective 
bureau commander for review and approval.  All original documents are 
to be routed by hand through the chain of command. 


c. The affected bureau commander will make a final determination of the 
appropriate complaint closure classification according to Section 9.07 
of the Manual of Rules and Regulations and Disciplinary Process for 
the Cincinnati Police Department. 


d. The affected bureau commander will workflow a copy of the CCRP 
complaint investigation reports to the PSS Commander for an 
administrative review and finalizing.  PSS will note the date closed in 
the “Resolution Disposition” tab in the Citizen Complaint form in ETS. 


e. CCRP eligible complaints will be evaluated by district/section/unit 
commanders for underlying problems.  Any problems or needs will be 
relayed in writing in the form of a recommendation to the Police Chief. 


f. PSS will notify: 


1) Technology and Systems Section (TSS) of all complaints closed 
“Unfounded” or “Exonerated” for appropriate adjustment within 
ETS. 


2) Training Unit of all closed CCRP complaints.  Training Unit will 
determine suitability of utilizing facts from the incident as a 
training tool for future use. 


J. Form 648FPC, Citizen Report of Favorable Police Conduct 


1. An adequate inventory of the Form 648FPC shall be maintained by each 
district/section/unit. 


a. The Form 648FPC is pre-printed in a tri-fold format with the proper 
mailing address affixed and no postage due. 


b. Sufficient quantities of the Form 648FPC shall be kept on-hand in all 
uniform police vehicles, and readily available at each police facility 
open to the public. 


2. Citizens who convey details of a positive interaction or experience with 
Department personnel should be provided with a Form 648FPC, and 
encouraged to complete and return the form. 


a. Completed Form 648FPCs received by U.S. Mail will be forwarded by 
the City Hall Mail Room to Police Personnel Section for review and 
entry into ETS. 


b. Completed Form 648FPCs received in person from a citizen shall be 
placed into an interdepartmental mail envelope and forwarded to Police 
Personnel Section for review and entry into ETS. 
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3. Form 648FPCs, once reviewed and processed by Personnel Section, shall 
be sent through the affected command, to the district/section/unit 
commander of the officer receiving the report of favorable conduct. 


4. The district/section/unit commander will instruct the immediate supervisor to 
make an entry in ETS recognizing the affected officer for their work.  The 
document must then be scanned into the computer and attached to the 
appropriate ETS folder. 


a. Complete an ESL entry and add the ESL to the original ETS case 
folder. 


b. Provide the affected officer with a copy (original, if available) of the 
Form 648FPC. 
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15.105 EQUAL EMPLOYMENT OPPORTUNITY (EEO) COMPLAINT 
PROCESS 


 
Reference: 
 
Procedure 15.106, Sexual Harassment 
Procedure 19.107, Family Medical Leave Act (FMLA) 
Manual of Rules and Regulations – 1.04, 1.06 D, 1.13, 1.23C 
City Manager’s Administrative Regulation #25 
City Manager’s Administrative Regulation #55 
Title VII of the Civil Rights Act of 1964, As Amended 
Equal Employment Opportunity (EEO) Commission Guidelines (1980) 
The Americans with Disabilities Act of 1990 
The Family and Medical Leave Act of 1993 
The Age Discrimination in Employment Act of 1967 
Ohio Revised Code Chapter 4112, Civil Rights Commission 
Cincinnati Municipal Code 308-79, Protected Employee Actions 
 
Purpose: 
 
Allow all Department employees to work in an environment free from any type of 
discrimination in the work place. 
 
Establish an Equal Employment Opportunity (EEO) complaint process for reporting 
complaints of any unlawful discriminatory practice. 
 
Policy: 
 
The establishment and maintenance of good communication between the immediate 
supervisor and employee is one of the most important responsibilities of management.  
Each supervisor is expected to operate with an “open mind” and “open door” to 
employees who seek assistance in resolving complaints and problems.  Each 
supervisor is delegated the responsibility for ensuring that every effort is made to 
provide a reasonable and timely answer or solution to employee complaints and 
problems which may arise on matters related to the terms and conditions of their 
employment. 
 
Any form of discrimination is against the law and is a prohibited personnel practice.  
Employees who violate this policy are subject to the disciplinary process. 
 
Supervisors notified of an Equal Employment Opportunity (EEO) complaint originating 
within the Department will prepare a Form 17 to the Chief. 
 
Supervisors investigating an EEO complaint that has been filed through the Human 
Resources Department (HR) will complete the “Department Response to Employee 
Relations/EEO Complaint” form. 
   
Information: 
 
Completing the Department Response to Employee Relations/EEO Complaint form 
allows supervisors to document facts and organize thoughts for an accurate response to 
an EEO complaint.  Maintaining records of EEO complaints assists HR and the Law 
Department in identifying facts associated with the complaint. 
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Personnel Section is the Department liaison with HR.  Personnel Section is responsible 
for maintaining a file of all EEO complaints.  District/section/unit supervisors must insure 
copies of EEO complaints originating within the Department are forwarded to Personnel 
Section. 
 
The Police Chief’s Office will forward to Personnel Section copies of all EEO complaints 
filed through HR on behalf of, or involving, Department members.  The Police Chief will 
determine the district/section/unit responsible for the investigation of an EEO complaint.  
Complaints of sexual harassment will be investigated by the Internal Investigations 
Section. 
 
Procedure: 


 
A. Reporting EEO Complaints 


 
1. Employees with complaints of any unlawful discriminatory practice may 


report their complaint to: 
 


a. Any supervisor. 
 
1) Notification to a Department supervisor can be done orally or in 


writing. 
 


b. Any EEO counselor. 
 
c. The City’s EEO Office (Human Resources Department) 


Two Centennial Plaza 
805 Central Avenue, Suite 200 
Cincinnati, Ohio 45202 
Telephone number: 352-2400 


 
d. The Ohio State Civil Rights Commission 


7162 Reading Road, Suite 1001  
Cincinnati, Ohio 45237 
Telephone number: 852-3344 


 
e. The Federal Equal Employment Opportunity Commission 


John W. Peck Federal Building 
 550 Main Street, Suite 10019 


Cincinnati, Ohio 45202 
Telephone number: 684-2851 
 


B. Supervisor Responsibilities 
 


1. Each supervisor is responsible for preventing acts of sexual harassment and 
acts which create an intimidating, hostile, or offensive working environment 
by: 


 
a. Monitoring the work environment on a daily basis. 
 
b. Counseling all employees on the types of behavior prohibited and the 


Department’s procedure for reporting and resolving EEO complaints. 
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c. Stopping any observed acts which may be considered sexual 
harassment, offensive or derogatory remarks and/or hostility or 
aversion toward an individual because of his or her race, color, religion, 
gender, sexual orientation, national origin, age, disability, marital status, 
HIV status, or Appalachian regional ancestry, or that of his or her 
relatives, friends, or associates, and taking appropriate steps to 
intervene, whether or not the involved employees are within their line of 
supervision. 


 
2. When a supervisor is notified of any EEO complaint originating within the 


Department, the supervisor will prepare a Form 17 to the Chief. 
 


a. The Form 17 should include the names of all persons involved, time 
and location where the alleged incident(s) occurred, the nature of the 
complaint, and any action taken. 


 
b. The supervisor will place the Form 17 in a sealed envelope.  Do not 


route through the chain of command. 
 
c. The Form 17 will be sent directly to the Police Chief for determination of 


an investigation. 
    


1) A copy of the Form 17 will be placed in a sealed envelope and 
forwarded to Personnel Section. 


 
C. Notification of EEO Complaint Received from within the Department 
 


1. Department employees responsible for investigating an EEO complaint, other 
than Sexual Harassment, will make every reasonable effort to resolve the 
complaint. 


 
a. Sexual Harassment complaints are investigated by Internal 


Investigations Section (IIS). 
 


2. Complaints not resolved at the department level will be forwarded to the 
Human Resources Department along with an explanation as to why it is 
believed the complaint was not resolved.  


 
D. Internal Investigations Section (IIS) Responsibilities in Sexual Harassment 


Complaints 
 


1. IIS will investigate a complaint of sexual harassment pursuant to their 
standard operating procedures (SOP) and Procedure 15.106, Sexual 
Harassment, Sections C. and D. 


  
E. Notification of an EEO Complaint Received from the Human Resources 


Department  
 


1. HR will notify the Chief of a pending EEO Complaint and the Chief will 
determine how the complaint is investigated. 


 
    


a. As in any workforce environment where people work closely together, 
interpersonal issues arise that should be resolved as early as possible.  
When an employee has a complaint that centers on interpersonal 
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relations issues, the Chief may direct the complaint be resolved through 
a mediation process. 


 
F. Interpersonal Relations Issues Mediation Process 
 


1. Upon receipt of a referral of complaint by the Police Chief, complaints centered 
on interpersonal relations will be resolved through a mediation process 
facilitated by Police Personnel Section. 


 
a. Personnel Section will contact the affected district/section/unit 


commander. 
 


1) District/Section/Unit Commanders will identify the complainants 
and respondents in the complaint as well as clarify all issues 
regarding the complaint. 


 
b. District/Section/Unit Commanders will identify a mutually acceptable 


third party mediator of rank equal to or higher than those involved.  If no 
mediator can be identified, contact Police Personnel Section for 
assistance. 


 
1) Police Personnel Section will train mediators on active listening 


skills and opening communication channels in the work 
environment. 


 
c. The assigned Mediator will meet with the Complainant and offer the 


opportunity to discuss the issues related to the complaint.  The meeting 
should also focus on possible resolutions.  Notes should be taken during 
the meeting but the meeting will not be electronically recorded. 


 
d. The assigned Mediator will meet with the Respondent and offer the 


opportunity to discuss the issues related to the complaint.  The meeting 
should also focus on possible resolutions.  Notes should be taken during 
the meeting but the meeting will not be electronically recorded. 


 
e. After meeting with the Complainant and the Respondent, the assigned 


Mediator must decide if a mediation meeting between the parties will be 
beneficial and/or will develop a resolution.  If so, the mediation meeting 
should be conducted. 


 
1) The affected District/Section/Unit Commander shall review the 


Mediator’s recommendation and decide on the implementation 
of the meeting. 


 
f. The assigned Mediator will prepare a brief summary of the complaint 


resolution or lack of resolution on a Form 17 and submit it through the 
chain of command.  Upon approval by the Chief, a copy shall be 
forwarded to Police Personnel Section for tracking. 


 
g. Police Personnel Section will advise HR that the complaint has been 


closed.   
 


G. Personnel Section Responsibilities 
 


1. Serve as the Department liaison with HR. 
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2. Forward a copy of the EEO complaint to the appropriate district/section/unit 


for investigation by a supervisor. 
 
3. Ensure the copy of the EEO complaint and the Department Response to 


Employee Relations/EEO Complaint form are forwarded to HR. 
 
4. Maintain a file of all EEO complaints. 
 
5. Notify the Police Chief’s Office of the status of all EEO complaints. 


 
H. Offensive/Derogatory Remarks by a Service Provider 
 


1. Services provided through a service provider under contract with the City are 
to remain free of any form of offensive or derogatory remarks, hostility or 
aversion toward an individual because of his or her race, color, religion, 
gender, sexual orientation, national origin, age, disability, marital status, HIV 
status, or Appalachian regional ancestry, or that of his or her relatives, 
friends, or associates.  Personnel who believe they have been subjected to 
offensive or derogatory remarks or have knowledge of conduct constituting 
the above, have a responsibility to notify any resource listed in Section A.1.a. 
through A.1.e. 


 
I. Retaliation 
 


1. There will be no retaliation against any employee for filing any complaint of 
unlawful discriminatory or otherwise prohibited behavior, an EEO sexual 
harassment complaint, or for assisting, testifying, or participating in the 
investigation of such complaint. 


 
J. False and Malicious Claims 
 


1. EEO complaints determined to be false and malicious will be treated in the 
same manner as other forms of serious misconduct. 
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15.106 SEXUAL HARASSMENT 
 
Reference: 


 
Procedure 15.105, Equal Employment Opportunity (EEO) Complaint Process 
Manual of Rules and Regulations - 1.06 D, 1.13 
City Manager’s Administrative Regulation #25 
Cincinnati Municipal Code 308-79, Protected Employee Actions 
Ohio Revised Code Chapter 4112, Civil Rights Commission 
Title VII of the Civil Rights Act of 1964, As Amended 
Equal Employment Opportunity (EEO) Commission Guidelines (1980) 
 
Definitions: 


 
Sexual harassment is defined as: 


 
Unwelcome sexual advances, requests for sexual favors, and/or other verbal or 
physical conduct of a sexual nature when: 


 
• Submission to such conduct is made either explicitly or implicitly a 


condition of an individual’s employment. 
 


• Submission to or rejection of such conduct by an individual is used as the 
basis for employment decisions affecting the individual. 


 
• Such conduct has the purpose or effect of unreasonably interfering with 


an individual’s work performance or creating an intimidating, hostile, or 
offensive working environment. 


 
Specific behaviors that are prohibited include, but are not limited to: 


 
• Offensive sexual flirtation, advances, or propositions. 


 
• Verbal abuse of a sexual nature. 


 
• Graphic verbal commentaries about an individual’s body. 


 
• Offensive comments, jokes, or suggestions about another employee’s 


gender or physical attributes. 
 


• Lewd or obscene jokes or gestures. 
 


• Leering, pinching, patting, and/or swearing, particularly when sexual 
terms are used. 


 
• The posting of sexually offensive and/or explicit posters, photographs, 


jokes, calendars, cartoons or related material at the work place. 
 


• Questions or discussions about one’s personal sex life. 
 


• Open display and/or discussion of sexual relations between employees 
(either sworn or non-sworn). 
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• Social invitations accompanied by discussion of terms or conditions of 
employment or a performance evaluation. 


 
• Requests or instructions that clothing be worn for sexual effect. 


 
• Suggestive body language. 
 
• Display of sexually suggestive objects. 
 


Purpose: 
 


Allow all Department employees to work in an environment free from unsolicited and 
unwelcome conduct of a sexual nature. 
 
Establish an Equal Employment Opportunity (EEO) complaint reporting process for 
sexual harassment complaints. 
 
Policy: 
 
Sexual harassment is against the law and is a prohibited personnel practice. 
It is the responsibility of every employee to prevent a climate in the workplace that 
promotes, condones, tolerates, or ignores any form of harassment, including sexual 
harassment.  Sexual harassment is a form of employee misconduct which undermines 
the integrity of the employment relationship.  Complaints of sexual harassment shall be 
examined impartially and resolved promptly.  Employees who violate this policy are 
subject to the disciplinary process. 
 
A non-employee who subjects an employee to any form of sexual harassment in the 
workplace will be informed of the harassment policy by the employee’s supervisor or 
manager.  Other action may be taken as appropriate. 
 
Supervisors notified of an EEO complaint originating within the Department will prepare 
a Form 17 to the Chief. 
 
Complaints of sexual harassment will be investigated by the Internal Investigations 
Section.  Internal Investigations Section supervisors investigating a sexual harassment 
complaint that has been filed through the Human Resources Department (HR) will 
complete the “Department Response to Employee Relations/EEO Complaint” form. 
 
Information: 
 
Completing the Department Response to Employee Relations/EEO Complaint form 
allows supervisors to document facts and organize thoughts for an accurate response to 
an EEO complaint.  Maintaining records of EEO complaints assists HR and the Law 
Department in identifying facts associated with the complaint. 
 
Personnel Section is the Department liaison with HR.  Personnel Section is responsible 
for maintaining a file of all EEO complaints.  District/section/unit supervisors must insure 
copies of EEO complaints originating within the Department are forwarded to Personnel 
Section. 
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The Police Chief’s Office will forward to Personnel Section copies of EEO complaints 
filed through HR on behalf of or involving Department members.  The Police Chief will 
determine the district/section/unit responsible for the investigation of an EEO complaint.  
Complaints of sexual harassment will be investigated by the Internal Investigations 
Section. 
 
Procedure: 


 
A. Reporting Sexual Harassment 


 
1. Department employees encountering sexual harassment are encouraged to 


inform the person their actions are unwelcome and offensive.  However, 
employees are not obligated to do so. 


 
2. Department employees who feel they have been a victim of sexual 


harassment or have knowledge of conduct constituting sexual harassment 
may report a complaint to: 


 
a. Any supervisor. 


 
1) Notification to a Department supervisor can be done orally or in 


writing. 
 


b. Any EEO counselor. 
 


c. The City’s EEO Office (Human Resources Department) 
Two Centennial Plaza 
805 Central Avenue, Suite 200 
Cincinnati, OH 45202 
Telephone number: 352-2400 


 
d. The Ohio State Civil Rights Commission 


7162 Reading Road, Suite 1001 
Cincinnati, OH  45237 
Telephone number: 852-3344 
 


e. The Federal Equal Employment Opportunity Commission 
John W. Peck Federal Building 
550 Main Street, Suite 10019 
Cincinnati, OH 45202 
Telephone number: 684-2851 
 


B. Supervisor Responsibilities: 
 


1. Each supervisor is responsible for preventing acts of sexual harassment by: 
 


a. Monitoring the work environment on a daily basis. 
 


b. Counseling all employees on the types of behavior prohibited and the 
Department’s procedure for reporting and resolving complaints of 
sexual harassment. 
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c. Stopping any observed acts that may be considered sexual harassment 
and taking appropriate steps to intervene, whether or not the involved 
employees are within their line of supervision. 


 
2. When a Department supervisor is notified of a sexual harassment complaint 


originating within the Department, the supervisor will prepare a Form 17 to 
the Chief. 


 
a. The Form 17 should include the names of all persons involved, time 


and location where the alleged incident(s) occurred, the nature of the 
harassment complaint, and any action taken. 


 
b. The supervisor will place the Form 17 in a sealed envelope.  Do not 


route through the chain of command.  
 


c. The Form 17 will be sent directly to the Police Chief for determination of 
an investigation. 


 
1) A copy of the Form 17 will be placed in a sealed envelope and 


forwarded to Personnel Section. 
 


C. Internal Investigations Section (IIS) Responsibilities 
 


1. IIS will conduct an investigation of the sexual harassment complaint, 
pursuant to their standard operating procedures (SOP).  All complaints of 
sexual harassment will be investigated promptly, fairly, and completely.  
Each case will be handled as discreetly as possible. 


 
2. IIS will immediately report all sexual harassment complaints to HR.  All 


documents and/or evidence relating to the sexual harassment complaint 
must be forwarded to HR and Personnel Section. 


 
a. Upon completion of the investigation, a copy of the IIS report must be 


submitted to HR and Personnel Section. 
 


3. Complete the Department Response to Employee Relations/EEO Complaint 
form. 
 


D. Notification of Sexual Harassment Complaints Received from the Human 
Resources Department 


 
1. Upon notification of a sexual harassment complaint received by HR, IIS will 


conduct an investigation and complete the Department Response to 
Employee Relations/EEO Complaint form.  Forward a copy of the IIS report 
along with the Department Response to Employee Relations/EEO Complaint 
form to Personnel Section via interdepartmental mail. 


  
a. Completing the Department Response to Employee Relations/EEO 


Complaint form is required only when the complaint has been filed 
 through HR. 
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E. Personnel Section Responsibilities 
 
 1. Serve as the Department liaison with HR. 
 


2. Receive and forward a copy of the EEO complaint to the appropriate 
district/section/unit for investigation by a supervisor. 


 
3. Ensure the copy of the EEO complaint and the Department Response to 


Employee Relations/EEO Complaint form are forwarded to HR. 
 


4. Maintain a file of all EEO complaints. 
 
5. Notify the Police Chief’s Office of the status of all EEO complaints. 


 
F. Harassment by a Service Provider 
 


1. Services provided through a service provider under contract with the City are 
to remain free of any form of sexual harassment.  Personnel who believe 
they have been subjected to sexual harassment or have knowledge of 
conduct constituting sexual harassment have a responsibility to notify any 
resource listed in Section A.1.a. through A.1.e. 


 
G. Retaliation 
 


1. There will be no retaliation against any employee for filing a sexual 
harassment complaint, or for assisting, testifying, or participating in the 
investigation of such a complaint. 


 
H. False and Malicious Claims 
 


1. Complaints determined to be false and malicious will be treated in the same 
manner as other forms of serious misconduct. 
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15.110 ALCOHOL AND DRUG TESTING OF DEPARTMENT 
PERSONNEL 


Reference: 


Administrative Regulation #52 (07/07) 
Manual of Rules and Regulations:  1.01, 1.02, 2.26 A/B, 6.01, 6.02 A/B, 6.03, 


6.04, 6.05, 11.03 
Public Employees Assistance Program (PEAP) 
U.S. Department of Justice, Drug Enforcement Administration: Office of Diversion 


Control (http://www.deadiversion.usdoj.gov/schedules/) 


Definitions: 


Abuse - the misuse of. 


Alcohol - ethyl alcohol or ethanol. 


Drugs - any substance taken into the body other than alcohol, which may impair one's 
mental faculties and/or physical performance. 


Substance - alcohol or drug. 


Purpose: 


To set uniform guidelines for handling instances where Department personnel are 
suspected of substance abuse. 


To protect the City's interests as well as constitutional rights of individual employees 
while providing the citizens of the community a safe environment. 


Specifically, the policy is designed to: 


• Develop a fair and equitable method for administering a random alcohol and drug-
testing program. 


• Protect the public, coworkers, and the involved employee from alcohol/drug 
related accidents. 


• Prevent losses in time, productivity, and unnecessary expenses that may result 
from employees performing their duties under the influence of alcohol/drugs. 


• Limit the potential for lawsuits against the City as a result of careless or negligent 
acts by alcohol/drug involved employees. 


• Discourage the use of illicit drugs. 


Policy: 


The Cincinnati Police Department encourages any member who believes they have a 
substance abuse problem to seek help through the Public Employees Assistance 
Program (PEAP) or the police psychologist. 


Department employees with a substance abuse problem who voluntarily come forward 
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prior to notification they have been selected for random alcohol and drug testing will not 
be subject to the disciplinary process.  However, other administrative action may be 
necessary, e.g., detailing the officer to a non-field assignment, suspension of police 
powers, etc.  The officer will be returned to duty after successfully completing an 
alcohol or drug rehabilitation program.  The rehabilitation program may include follow-
up alcohol and drug testing. 


Incidents involving the use, possession, preparation for sale, or trafficking in illicit, 
controlled substances will be prosecuted according to state law.  The Police 
Department will not invoke the administrative process (Rule 2.26) in criminal 
investigations.  The investigating supervisor will give the employee the Miranda warning 
and follow the rules of evidence. 


Procedure: 


A. On-Duty 


1. In cases of suspected substance abuse, notify the shift officer in charge 
(OIC) of the district of occurrence. 


2. If the member's unit of assignment is different from the district of occurrence 
or the incident occurs outside the City limits, notify a supervisor from the 
member's unit.  The suspected member's immediate supervisor will respond 
and participate in the investigation. 


3. The investigating supervisor(s) will conduct a preliminary investigation.  At 
least one supervisor of higher rank than the suspected employee will be 
involved in the investigation.  They will determine if there is reasonable 
suspicion of substance abuse and to what extent the member is impaired. 


a. Supervisors will examine bottles, flasks, or other containers they 
suspect may hold alcohol or drugs. 


b. A second supervisor must confirm the reasonable suspicion of 
substance abuse. 


4. If the investigating supervisor(s) determines there is reasonable suspicion of 
substance abuse: 


a. Remove any firearm from the employee's possession. 


b. Do not allow a member suspected of substance abuse to operate a 
motor vehicle. 


c. Notify the member's district/section/unit commander. 


1) If on-duty, the commander will respond and participate in the 
investigation. 


2) If off-duty, the commander may request the on-duty command 
officer to coordinate the investigation.  The district/section/unit 
commander will respond when there is no on-duty command 
officer available to participate in the investigation. 
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d. Notify the on-duty command officer. 


1) The on-duty command officer will respond and, in the absence of 
the district/section/unit commander, participate in the investigation. 


e. Contact a member of Internal Investigations Unit (IIU) using the 
Emergency Communications Section (ECS) recall list. 


1) IIU will respond, conduct the investigation and coordinate the drug 
and/or alcohol testing. 


2) Investigating unit supervisor(s) will assist IIU in the testing and 
investigative process if requested. 


5. Testing for substance abuse 


a. During regular business hours, an IIU investigator will transport the 
member to the testing facility. 


1) CONCENTRA Medical Center, located at 4623 Wesley Avenue, 
Suite C, Cincinnati, Ohio 45212, will administer drug and/or alcohol 
tests, Monday through Friday, from 0800 hours to 1700 hours. 


b. Contact CONCENTRA at (859) 486-8757 or (513) 807-8879 to arrange 
a drug and/or alcohol test after regular business hours. CONCENTRA 
Medical Center located at 1825 Airport Exchange Blvd., Erlanger, KY 
has extended hours of operation Monday through Friday, 0700 hours to 
2100 hours and Saturdays, 0900 hours to 1500 hours. 


1) A CONCENTRA staff member will meet the notifying supervisor 
and Department member at CONCENTRA Medical Center. 


c. The medical laboratory will obtain and analyze a urine specimen and 
send the results to the Employee Health Services (EHS) physician.  All 
records pertaining to the test will remain confidential and restricted.  
Only authorized personnel will have access to the test results. 


1) If the test is positive, the member may select a City approved alternative 
laboratory and have the sample retested at their own expense. 


a) The officer will coordinate with IIU to schedule a retest of the 
sample. 


b) For chain of custody purposes, the City’s medical provider 
will transfer the specimen directly to the alternative 
laboratory with appropriate entries made on an Evidence 
Submission Form. 


6. If, upon conclusion of the testing and investigation process, the 
district/section/unit commander or on-duty command officer concludes a 
member is impaired due to substance abuse he/she will: 


a. Direct the member to submit a Form 17 stating all pertinent information 
about the incident. 
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b. Relieve the member of duty in accordance with Sections 11.01, 11.02, 
and 11.03 of the Manual of Rules and Regulations. 


7. Duties of the investigating supervisor 


a. The investigating supervisor will provide transportation home or to a 
health care facility for a member relieved of duty.  Do not permit the 
member to operate a motor vehicle. 


b. Make a blotter entry at the member’s unit of assignment showing the 
time the member was relieved of duty. 


c. Secure the member’s badge, wreath, firearm, TASER, body worn 
camera (BWC), school access card and official identification in the 
district/section/unit’s property room. 


d. IIU, the investigating supervisor(s), and district/section/unit commander 
or on-duty command officer will prepare and submit all required reports 
containing all pertinent information about the incident.  Include the 
determination of reasonable suspicion and the physical/mental 
condition of the member at the time of the infraction.  Distribute copies 
to the following: 


1) Police Chief 


2) Member’s bureau commander 


3) Member’s district/section/unit commander 


4) Investigating supervisor’s unit 


5) IIU 


8. Duties of the command officer: 


a. The on-duty command officer will notify the Police Chief before the 
member’s next tour of duty.  The command officer will recommend the 
return to duty or the suspension of the member.  On weekends or 
holidays the command officer will notify the Administrative Duty Officer 
and make his recommendations. 


b. The Police Chief or acting Police Chief will hold a hearing before the 
member’s next tour of duty. 


1) IIU will notify the member to attend the hearing. 


2) The Police Chief will determine whether to suspend the member 
pending a disciplinary hearing or return the member to duty. 


B. Off-Duty 


1. Substance abuse by an off-duty Department member acting in the capacity 
of or with the authority as a police officer is subject to testing. 


a. Investigating supervisor(s) determining reasonable suspicion of 
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substance abuse which, in their opinion, caused, contributed to, or 
aggravated an action of misconduct will: 


1) Notify the appropriate command personnel and IIU following the 
same procedure as in Sections A.4.c., A.4.d., and A.4.e. 


2) If the command officer agrees, the employee will immediately be 
ordered to paid, on-duty status. 


3) Follow the on-duty procedure as in Section A. 


2. If the incident is not related to the capacity of or authority as a police officer, 
handle the instance of substance abuse according to state law. 


a. Notify the shift OIC of the district of occurrence. 


1) The shift OIC will notify the unit commander of the district of 
occurrence and the on-duty command officer. 


b. Process off-duty Operating a Vehicle Under the Influence (OVI) 
offenses according to state law. 


c. Handle incidents involving the possession, preparation for sale, or 
trafficking of illicit controlled substances according to state law. 


C. Random Alcohol and Drug Testing for Sworn Personnel 


1. The Police Department designed a random drug urinalysis-screening 
program to detect the use of dangerous, harmful, and detrimental 
substances, hallucinogens, and marijuana. 


a. Sworn personnel should not use prescription medication of a family 
member or coworker.  It could result in a positive test. 


2. CONCENTRA will conduct a nine panel urine drug screen for the drugs listed 
below.  Testing for additional drugs may also be done. 


a. Cannabinoids (Marijuana, Metabolite) 


b. Benzoylecgonine (Cocaine, Metabolite) 


c. Opiates (Codeine, Morphine, Hydrocodone, Hydromorphone, 
Oxycodone) 


d. Amphetamines (Amphetamine, Methamphetamine) 


e. Phencyclidine 


f. Barbiturates (Phenobarbital, Secobarbital, Pentobarbital, Butalbital, 
Amobarbital) 


g. Benzodiazepines (Oxazepam, Nordiazepam, Alpha OH-Alprazolam, 
Temazepam) 


h. Propoxyphene 


i. Methadone 
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j. Ecstasy 


3. Deep lung air will be tested for Blood Alcohol Concentration (BAC). 


4. All sworn personnel are subject to random alcohol and drug testing. 


5. An independent computerized probability sampling process known as 
“Simple Random Selection with Replacement” will select sworn Department 
personnel for random alcohol and drug testing.  The program ensures each 
sworn employee has an equal probability of selection each time the 
Department initiates a random test. 


a. Twenty percent of personnel chosen from the random sampling will 
also be chosen for alcohol testing. 


6. The Police Chief determines the frequency of testing. 


7. All sworn personnel will submit to urinalysis drug testing prior to being 
assigned or detailed to, and upon leaving, any high risk specialized 
assignment.  Sworn members assigned to high risk specialized assignments 
will be tested more frequently.  This includes the Police Chief, all assistant 
chiefs and captains, as well as sworn personnel assigned to the following: 


a. Narcotics Unit 


b. Vice Squad 


c. Court Property Unit 


d. All District Violent Crimes Squads 


1) The supervisor of an officer entering or leaving a district Violent 
Crimes Squad will notify Inspections Unit of the drug test by fax 
and include where the officer is transferred/detailed from and 
transferred/detailed to.  This will include the officer’s name, badge 
number, and the effective transfer/detail dates to and from the 
Violent Crimes Squad. 


e. Internal Investigations Unit 


f. Inspections Unit 


g. Fugitive Apprehension Squad 


h. Investigative Support Squad 


i. SWAT & Tactical Coordination Unit  


j. Canine Officers 


k. Gang Enforcement Squad 


l. Probationary Police Officers (PPOs) 


8. Inspections Unit will notify shift or unit supervisors when the computer 
selects any of their personnel for testing. 
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a. Officers utilizing sick time following the notification of alcohol and drug 
testing will be tested on the date returning to work. 


b. Officers attending training must respond for testing unless training is 
conducted outside of Hamilton County, Ohio, or Boone County, 
Kentucky. 


9. A supervisor will notify on-duty sworn personnel, randomly selected for 
alcohol and drug screening, in writing by placing notification in the blotter. 


a. The Inspections Unit Commander will provide personnel selected for 
alcohol and drug screening with a Form 96, Random Drug Testing 
Notification. 


1) Inspections Unit retains the original copy of the Form 96. 


2) The officer will retain a copy of the Form 96. 


b. Off-duty sworn personnel will not be ordered to on-duty status for the 
purpose of random alcohol and drug testing. 


10. Officers will comply with the instructions received from screening personnel 
at the collection site. 


a. The officer must present their driver’s license and Department ID card 
to confirm their identity. 


b. The bathroom facility of the testing area is private and secure. 


1) Testing personnel will search the facility before and after the 
sworn member provides the urine sample to ensure it is free of 
any foreign substances. 


2) The testing person will place color dye in the toilet bowl water. 


11. The officer being tested will remain at the collection site in full view of 
laboratory personnel, except while providing the sample, until an acceptable 
urine sample is produced by the employee (maximum of three hours). 


a. If the officer is unable to urinate (shy bladder) for the random drug test, the 
laboratory technician will allow the officer to consume up to 40 ounces of 
liquid.  If the officer leaves without urinating before the three-hour limit, the 
officer will be deemed as having refused to take the test.  The refusal will 
be seen as a positive drug test and appropriate action taken. 


b. Officers unable to urinate within the three-hour time limit will be 
immediately taken to EHS and examined by a physician to determine if 
a health reason exists which prevents the individual from urinating.  If 
the physician determines there is a health reason for not urinating, the 
test will be classified as indeterminate.  The officer must have the 
problem medically corrected and submit to another drug test.  If the 
physician determines no health reason exists to prevent the officer from 
urinating, the officer is deemed to have refused to take the test and 
appropriate action will be taken. 
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1) If this occurs during other than normal work hours, the officer will 
be directed to see the EHS physician the next business day, prior 
to returning to duty. 


c. Officers unable to provide an adequate breath sample (shy lung) will be 
immediately taken to EHS and examined by a physician to determine if 
a health reason exists which prevents the individual from providing an 
adequate breath sample.  If the physician determines that no physical 
condition exists that would have prevented the employee from 
providing a specimen, the employee shall be deemed to have refused 
to take the test and appropriate action will be taken. 


1) If this occurs during other than normal work hours, the officer will 
be directed to see the EHS physician the next business day, prior 
to returning to duty. 


12. Method of Testing for Alcohol 


a. Deep lung air will be tested for Blood Alcohol Concentration (BAC). 


b. Any officer giving a completed breath test that is considered to be a 
positive test will be retested in 15 minutes.  The result of the second 
test is final. 


1) A completed breath test result below .02 BAC will be considered a 
negative test. 


2) A completed breath test result .02 BAC to .039 BAC will be 
considered a negative test.  However, the officer will be returned 
to their district/section/unit of assignment and placed on desk duty 
for the remainder of their shift. 


a) The officer will not be permitted to drive and will be 
transported to their district/section/unit by another officer. 


b) The officer will not be subject to disciplinary action. 


3) A completed breath test result of .04 BAC to .079 BAC will be 
considered a positive test.  After alcohol and drug testing, the 
employee will be transported home and placed in a SWP status or 
SWOP for the remainder of the shift. 


a) The on-duty command officer will notify the Police Chief 
before the employee’s next tour of duty.  The command 
officer will recommend the return to duty or the suspension 
of the employee.  On weekends or holidays the command 
officer will notify the Administrative Duty Officer and make 
his/her recommendations. 


b) The Police Chief or acting Police Chief will hold a hearing 
before the member’s next tour of duty. 


1] IIU will notify the employee to attend the hearing. 
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2] The Police Chief will determine whether to suspend the 
member pending a disciplinary hearing or return the 
member to duty. 


4) A completed breath test of .08 or above will be considered a 
positive test.  The officer will immediately be relieved of his/her 
official identification, badge, wreath, Department firearm, 
ammunition, BWC, school access card and TASER.  After 
drug/alcohol testing, the employee will be transported home and 
placed in a SWP status or SWOP for the remainder of the shift. 


a) The on-duty command officer will notify the Police Chief 
before the member’s next tour of duty.  The command 
officer will recommend the return to duty or the suspension 
of the member.  On weekends or holidays the command 
officer will notify the Administrative Duty Officer and make 
his recommendations. 


b) The Police Chief or acting Police Chief will hold a hearing 
before the member’s next tour of duty. 


1] IIU will notify the member to attend the hearing. 


2] The Police Chief will determine whether to suspend the 
member pending a disciplinary hearing or return the 
member to duty. 


c) Prior to returning to duty, an officer with a positive breath 
test of .04 BAC or above, shall submit to an alcohol test.  
The officer may return to duty once a negative alcohol test 
has been obtained. 


13. Method of Testing for Drugs 


a. The urine sample will be split into two portions for testing purposes. 


b. The initial drug test will be an Enzyme Multiple Immunoassay Testing 
(EMIT) procedure performed on one of the specimen portions.  This is 
a Substance Abuse Mental Health Services Administration (SAMHSA) 
certified method of testing. 


1) The second portion will be held for additional testing as outlined in 
Section C.15. 


c. If the initial drug screen test indicated a positive result, the laboratory 
will ensure a confirmation test is completed.  The confirmation test will 
be a Gas Chromatography/Mass Spectrometry (GC/MS) procedure.  
This is also a SAMHSA certified method of testing. 


d. The Medical Review Officer (MRO) will contact the officer regarding the 
confirmed positive prescription drug test.  The officer will have the 
opportunity to provide the MRO with a current prescription drug 
container, prescribed to the officer, and the identity of the 
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prescribing/dispensing physician or health care provider for 
confirmation.  No other City employee or agent will be informed of the 
confirmed positive test until the verification is held. 


1) The MRO will contact the testing laboratory in an effort to verify 
that the prescription drug presented by the officer matches the 
drug identified in the confirmed positive drug screen test. 


2) If the prescription drug and the drug identified in the confirmed 
positive drug screen test match, the drug screen test will be 
considered a negative drug screen test result. 


e. All records relating to the negative drug screen test will become part of the 
officer’s medical record and remain confidential and restricted at EHS. 


f. The testing laboratory will forward all test results only to the EHS 
physician in an envelope marked “Personal and Confidential”. 


g. The EHS physician will determine the duty status of the officer using 
the prescription drug. 


14. Positive Drug Screen Test Result 


a. The drug screen test will be considered a positive drug screen test 
result if: 


1) The prescription drug and the drug identified in the confirmed 
positive drug screen test do not match, OR 


2) The officer is unable or refuses to provide the MRO with a current 
prescription or prescription drug container, prescribed to the 
officer, and the identity of the prescribing/dispensing physician or 
health care provider for confirmation, OR 


3) The drug identified in the confirmed positive drug screen test is 
included on the U.S. Department of Justice DEA list of controlled 
substances. 


b. EHS will immediately notify the Inspections Unit commander and IIU 
commander on all confirmed and verified positive drug screen results.  
Inspections Unit, via chain of command, will notify the Police Chief or 
acting Police Chief. 


c. IIU personnel will attempt to make contact with the officer to conduct a 
preliminary, fact finding investigation. 


1) If the officer is on duty when the preliminary investigation is conducted, 
IIU personnel will determine if there is reasonable suspicion of 
substance abuse and to what extent the member is impaired. 


a) If IIU determines the officer is impaired, Sections A.5.a. and 
A.5.b. of this procedure will be followed. 


d. The Police Chief or acting Police Chief will determine the duty status of 
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the officer based upon the results of the IIU preliminary investigation. 


1) If the Police Chief or acting Police Chief determines the officer’s 
police powers will be suspended, IIU personnel will notify the 
officer of the change in duty status and retrieve department 
property as required by the suspension process. 


2) Whether on or off duty, the officer will be instructed to respond to 
the IIU office to be interviewed upon reporting for their next tour of 
duty. 


e. After the IIU interview conducted during their next tour of duty, the 
officer will be ordered to immediately respond to CONCENTRA to have 
an additional drug test conducted, then return to their unit of 
assignment. 


f. When the results of the subsequent drug test are received, the Police 
Chief or acting Police Chief will determine if the officer will be restored 
to full duty status. 


1) IIU will complete the investigation and provide its findings to the 
Police Chief for his review and disciplinary action. 


g. In addition to any discipline received, the officer will be subject to more 
frequent drug screen testing. 


1) The hearing officer will recommend the frequency and duration of 
the additional drug screen testing. 


2) The Inspections Unit Commander will determine the schedule of 
additional testing as outlined by the Inspections Unit SOP. 


15. A sworn member whose drug screen test result is confirmed and verified 
positive may demand the second portion of the split urine specimen be 
tested by a SAMHSA certified laboratory of the officer’s choosing. 


a. The officer must submit a written demand for a second test to the 
SAMHSA certified laboratory which processed the random drug screen 
sample and issued the positive test result within ten working days 
following the date on which the officer received notification of the 
positive test. 


b. The SAMHSA certified laboratory that issued the positive test result will 
send the second portion of the split urine sample to the SAMHSA 
certified laboratory chosen by the employee for the second drug screen 
test within 72 hours after receiving the written demand. 


c. Appropriate chain of custody procedures, mutually approved by the City 
and the FOP, will be closely followed in all cases. 


d. The officer will pay the re-testing expenses related to the second drug 
screen test.  If the drug screen test from the laboratory chosen by the 
employee is negative, the City will fully reimburse the officer for the cost 







15.110 


Revised 09/15/16, Replaces 12/03/15 12 


of the second drug screen test. 


16. Civilian Employees 


a. Civilian employees are not covered by this random drug testing policy. 


b. Civilian employees are subject to the Substance Abuse Policy 
approved by the City Manager. 
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15.112 USE OF CHEMICAL SUBSTANCES 
 
Reference: 
 
Manual of Rules and Regulations – 6.01, 6.02, 6.03, 6.04 
Ohio Revised Code Section 2923.15 Using a Weapon While Intoxicated 
Standards Manual – 26.1.5 
State v. Croston, 2008 Ohio 5562, 11 
 


Definitions: 
 
Under the influence – For an individual to be considered "under the influence" 
under Ohio law, there must be an impairment or adverse impact on that individual 
affecting that individual's actions, reactions, conduct, movements or mental 
processes, or impairs his/her reactions, "under the circumstances then existing, so 
as to deprive him/her of that clearness of the intellect and control of himself/herself 
which he/she would otherwise possess."  Under Ohio law the mere taking of a drug 
of abuse is not sufficient to establish that an individual is under the influence. 


 
Policy: 
 
It is the policy of the Cincinnati Police Department that the use of chemical 
substances while on duty is not permitted.  This includes the consumption of 
alcoholic beverages as well as the use of any illegal drug.  It is recognized that 
certain assignments, usually of a covert nature (i.e., vice detail, etc.), require that an 
officer be permitted to consume alcoholic beverages while on duty in order to carry 
out a particular case investigation.  In no case, however, should an officer ingest an 
illegal drug while on or off duty. 
 
Procedure: 
 
A. Alcohol Consumption by On-Duty Personnel 


 
1. When an officer plans to conduct an investigation in which the 


consumption of alcohol will be necessary, the officer’s immediate 
supervisor will be notified. 


 
a. Notification may be preset, reported at roll call, or via telephone. 


 
1) Use of the police radio for this notification is not advised. 


 
b. If such notification is not possible due to circumstances beyond the 


control of the investigator (e.g., officer's informant and/or major case 
may be jeopardized), the investigator is to notify a supervisor as 
soon as possible after such action is taken. 
 


2. It is the responsibility of the officer involved in an investigation in which 
alcohol is being consumed to do so in strict moderation. 


 
a. Officers are expected to exercise sound judgment at all times. 


 
b. Consumption of alcohol will be avoided whenever possible. 
c. If it becomes necessary, an officer should order a drink consistent 
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with his undercover role that contains the least concentration of 
alcohol (i.e., low alcohol beer, regular common brand beer, highly 
diluted mixed drinks, etc.). 


 
1) If at all possible, officers will consume no more than one drink 


per hour. 
 


2) No more than three drinks should be consumed in an eight 
hour tour of duty. 


 
3) Whenever possible, every effort should be made to dispose of 


drinks in a surreptitious manner (i.e., flush in toilet, leave drink 
unconsumed, etc.). 


 
3. Officers will indicate on their Daily Activity Record (Form 436A) those 


investigations and locations in which the purchase and/or consumption of 
alcohol was necessary. 


 
a. This would generally be the same information listed on the officer's 


individual expense record. 
 


4. If the investigator or other officer notes the ability, judgment, conduct, 
demeanor, or physical state of any officer has been adversely affected as 
a result of alcohol, that officer will notify a supervisor at once. 


 
a. The supervisor will then take the necessary action required. 


 
1) This may include action such as assigning time off or 


placement in a non-critical assignment area for the remainder 
of the tour of duty. 


 
a) An impaired officer should never be permitted to operate 


a vehicle or possess a firearm. 
 


b) The officer's safety and well-being should be a main 
factor in making this determination. 


 
b. Each officer will be held accountable for his actions. 


 
B. Illegal Drug Consumption/Ingestion by Police Personnel 
 


1. Police personnel will not consume an illegal drug to facilitate a successful 
investigation, or for any other reason. 


 
a. Options to consider when presented drugs are: 


 
1) Conduct an immediate arrest, even though longer term 


investigations may be sacrificed. 
 


2) Make an excuse to leave and continue the investigation at a 
later time. 


 
3) Take the drug "to go." 
4) Accidentally spill the drug. 
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5) Simply abandon that particular investigation, even if it means 


that undercover identity is compromised. 
 


2. Under certain circumstances, simulated use of drugs may be acceptable. 
 
a. If simulation occurs, the officer must notify his supervisor as soon as 


possible and document the need for simulation on his Form 436A, 
including all relevant details. 


 
3. If an officer is accidentally or forcibly caused to ingest or absorb drugs, he 


must notify his supervisor, who will order a medical examination and 
treatment. 


 
a. The supervisor will complete a Form 91SP (Supervisory 


Investigation of Employee Injury). 
 


4. Supervisors will remain alert for signs that an employee may be 
developing a tendency toward chemical substance dependence/abuse. 


 
a. If any signs are indicated, intervention and assistance should be 


provided to the employee. 
 


C. Prescribed Medication 
 


1. When sworn personnel are prescribed medication by a physician or 
dentist, they will request the status of the medication as either a 
controlled or a non-controlled substance and its effects on the officer.  
 
a. If prescribed a controlled substance medication and are ingesting 


the substance, sworn personnel will: 
 
1) If unable to report for duty, call in and notify a supervisor. 


(Follow Procedure 19.105) 
 


2) If able to report for duty, immediately notify a supervisor.  If the 
supervisor determines he/she is "under the influence" as 
defined by Ohio law, the supervisor will place him/her on light 
duty status until released by the Employee Health Services 
(EHS) physician. 


 
3) Sworn personnel will at no time possess a firearm while under 


the influence of a controlled substance. (Reference O.R.C. 
2923.15, Using a Weapon While Intoxicated) 


 
a) There is no exception to the prohibition – law 


enforcement officers must not be under the influence of 
alcohol or controlled substance at the time they carry or 
use any firearm or dangerous ordnance. 


 
b. This information will be kept confidential by the Police Department 


and maintained in the employee’s medical file. 
 


2. It is not necessary to report the use of over-the-counter or non-controlled 







15.112 


Revised 11/17/09, Replaces 12/17/02 4  


prescription medications. 





		Ohio Revised Code Section 2923.15 Using a Weapon While Intoxicated

		Standards Manual – 26.1.5
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15.125 ARREST OR COURT ACTION AGAINST 
DEPARTMENT MEMBERS/SUSPENSION OF POLICE 
POWERS 


 
Reference: 
 
Manual of Rules and Regulations, 2.17, 9.28, 12.01 
Procedure 12.020, Uniforms, Related Equipment, and Personal Grooming 
 
Purpose: 
 
Ensure the rights of all Police Department members. 
 
Prevent unnecessary financial loss to the member and the City. 
 
Ensure the Department and the City Solicitor's Office receives proper and timely 
notification of court actions, arrests, or citations involving Department members. 
 
Ensure legal representation, in appropriate cases. 
 
Ensure affected Sections are notified when a police officer’s powers are 
suspended. 
 
Policy: 
 
Members will immediately report to their commanding officer any arrests or court 
actions instituted against them arising from the scope of their employment, or 
other legal actions that may affect their employment. 
 
When a member of the Department is subject to a physical arrest for any offense 
occurring within the jurisdiction of the City of Cincinnati, the investigating 
supervisor must notify the Police Chief prior to transportation of the arrestee to a 
detention facility.  In the absence of the Police Chief, an Assistant Police Chief 
must be notified. 
 
Procedure: 
 
A. Civil Actions Against Department Members 


 
1. Police Department members receiving notification of a civil court 


action instituted against them, except in matters arising outside the 
scope of their employment will: 
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a. Notify the Police Chief on a Form 17CS, via the chain of 


command, prior to the end of the member’s current tour of duty.  
A copy of the lawsuit and all other pertinent documents must be 
attached to the Form 17CS.  Forward a copy of the Form 17CS 
and the original lawsuit with all attachments to the City Solicitor’s 
Office and a copy of all documents to Planning Section via 
Interdepartmental Mail. 
 
1) If the member is off duty he must submit the form no later 


than his next tour of duty. 
 
2) If the member is on extended leave he will immediately 


notify his immediate supervisor. 
 
a) The supervisor will obtain copies of court documents 


and complete and route the Form 17CS as required 
in Section A.1.a. to the Police Chief, the City Solicitor 
and Planning Section. 


 
3) Members will keep a copy of the lawsuit and all 


attachments. 
 
4) Members will consult with the City Solicitor’s Office prior to 


signing any legal documents. 
 
a) Members may sign a certified mail receipt 


acknowledging acceptance of the lawsuit. 
 
b. Include in the Form 17CS: 


 
1) A request for legal representation. 


 
a) This does not preclude members from seeking private 


legal counsel of their choice. 
 
2) The name(s) of the plaintiff(s). 
 
3) The case number. 
 
4) The ETS (Employee Tracking Solution) tracking number 


from the precipitating incident, if applicable. 
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5) The court in which the suit was filed (e.g. Hamilton County 


Common Pleas Court, U.S. District Court). 
 
6) The date of service the suit was accepted. 
 
7) A phone number, working hours, district/section/unit of 


assignment and shift commander, through which the City 
Solicitor may contact you. 


 
B. Criminal/Traffic Violations by Department Members 


 
1. All members will immediately notify their district/section/unit 


commander if they are: 
 
a. Physically arrested for any violation. 
 
b. Cited for a criminal violation or a minor misdemeanor violation, 


excluding minor traffic violations. 
 
c. Notified of or receive any operator’s license suspension from the 


Bureau of Motor Vehicles. 
 
2. The member will provide written notification on a Form 17 and forward 


it to the Police Chief, via the chain of command, the same day as 
received or upon return to duty. 
 
a. The member will attach copies of all related documents. 


 
C. Administrative Responsibilities in Civil Cases 


 
1. The district/section/unit commander, or his designee, will hand deliver 


the original Form 17CS and a copy of the lawsuit with all attachments 
to the Police Chief’s Office the same day as received. 


 
2. The Police Chief will forward the Form 17CS and attachments to 


Planning Section the same day as received. 
 
3. Planning Section will: 


 
a. Ensure the City Solicitor’s Office has received notification of the 


lawsuit. 
 
b. Generate an “Add Civil Suit” case in ETS if precipitating incident 


has been entered into the ETS system. 
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1) If no initiating incident has been entered into ETS, create a 


new case folder in ETS for a civil lawsuit. 
 
c. Maintain a file copy. 


 
D. Administrative Responsibilities in Criminal/Traffic Cases 


 
1. The district/section/unit commander will immediately notify the 


affected Assistant Police Chief who will determine the necessity of 
notifying other administrative personnel, including the Professional 
Standards Section, if necessary. 


 
E. Legal Inquiries/Court Documents Directed to Department Members 


 
1. Any Department member contacted by an attorney requesting 


comments, statements, or a deposition; or subject to any civil matter 
directly or indirectly related to their employment; or subject to any civil 
matter arising outside the scope of their employment will: 
 
a. Provide notification as outlined in Section A. before any 


statement is given when: 
 
1) The matter may influence the member’s daily job 


performance, or 
 
2) The matter may require the Department’s or City Solicitor’s 


Office involvement in any form, or 
 
3) The matter may adversely affect the member’s standing 


within the Department, or 
 
4) Considered in total, the civil matter, or the consequences 


thereof, may be detrimental to, or have an impact upon, the 
Department, City, or any City employee. 


 
2. Department members will not accept or sign for a certified letter, 


return receipt requested, from the Postal Service, addressed to 
another Department member. 
 
a. The Postal Service employee will leave a notice that a certified 


letter is being held at the Post Office. 
 
b. Forward the Postal Service notice to the member. 
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1) Make a blotter entry indicating the notice was forwarded. 


 
c. If the member is on extended leave, his immediate supervisor 


will attempt to contact him, making a blotter entry indicating the 
results. 


 
d. The only exception to Section E.2. is:  A member will accept a 


certified letter, return receipt requested, addressed to the Police 
Chief or the Cincinnati Police Department (if no individual 
addressee is listed). 
 
1) The accepting member will contact a supervisor who will 


immediately have the letter hand delivered to the Police 
Chief’s Office or the affected district/section/unit. 


 
3. Department members may accept legal service documents addressed 


to them personally. 
 
a. Failure to accept legal service documents may result in the 


member’s home address being disclosed in order for service to 
be completed. 


 
F. Notification Process of Suspension of Police Powers 


 
1. Only the Police Chief or Acting Police Chief has the authority to order 


the suspension of a Department member’s police powers. 
 
a. Any supervisor is able to temporarily relieve a member from duty 


based on grounds of unfit for duty or misconduct.  The Police 
Chief or Acting Police Chief will then determine whether or not to 
suspend the member’s powers. 


 
b. Once the suspension is ordered, any supervisor can execute the 


order to suspend a Department member’s police powers. 
 
2. Personnel Management Unit will maintain a current database of all 


suspended Department personnel. 
 
a. Upon the suspension of a Department member’s police powers, 


the following information should be immediately forwarded to 
Personnel Management Unit: 
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1) Name and current assignment of officer whose powers are 


suspended 
 
2) Any change in officer’s assignment or duties 
 
3) Beginning date of suspension 


 
b. Personnel Management Unit must be notified upon restoration of 


Department member’s police powers. 
 
c. Personnel Management Unit is responsible for making the 


necessary notifications regarding the suspension of a 
Department member’s police powers. 
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12.030 VEHICLES:  ASSIGNMENT, USE, AND MAINTENANCE 


Reference: 


Administrative Regulation No. 51 
Procedure 12.031, Automatic License Plate Recognition (ALPR) 
Procedure 12.033, Mountain Bikes and Segways: Assignment, Use, and Maintenance 


Definitions: 


Take-home – The police vehicle may be used to commute to and from work, including 
responding to or from meetings, court, and recall situations. 


On-call – The police vehicle may be used for all transportation needs.  On-call status is 
granted to officers who must respond directly to a point of recall without first responding 
back to their residence to pick up the police vehicle. 


Information: 


Each vehicle must be inspected at the beginning of each shift.  The purpose of the 
inspection is to ensure the vehicle is properly equipped, properly maintained, free of 
weapons and contraband, and has not been tampered with since last use. 


All unmarked vehicles will be issued “Police Parking” placards to attach to the rear view 
mirror.  The use of these placards is limited to officers on official duty.  All other 
previously used placards are obsolete and may no longer be used, with the exception of 
lot-specific placards (e.g., CIS). 


Procedure: 


A. Assignment of Vehicles 


1. After consultation with the assistant police chiefs, the Fleet Manager will 
assign motor vehicle equipment to Department units. 


2. Forward a request for additional equipment on a Form 17, with supportive 
data, through the appropriate chain of command. 


a. After reviewing the request, the affected assistant police chief will make 
a recommendation and forward it to Fleet Management. 


b. The Fleet Manager will review the request, make a recommendation, 
and forward the report to the Police Chief for a final determination. 


3. The Fleet Manager will provide a vehicle jacket containing all necessary 
information for each vehicle assigned to a police unit. 


a. Retain the jacket in the unit file.  When the vehicle is removed from 
service, return the jacket to Fleet Management. 


b. If there are any special regulations about operating the vehicle, forward 
a copy of these regulations to the officer in charge (OIC) of the assigned 
unit.  The operating unit will strictly adhere to these regulations. 
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B. Semiannual Rotation of Vehicles 


1. Fleet Management will send a list of the vehicles scheduled for rotation to the 
affected units 30 days before the designated rotation date. 


2. Rotating unit's responsibilities 


a. Each unit receiving a list designating a vehicle(s) from their unit for 
rotation will: 


1) Inspect the vehicle(s) two weeks before the designated rotation 
date. 


2) Perform any maintenance due, or that will become due within 500 
miles of the inspection date. 


3) Correct any defects found before rotation of the vehicle. 


a) Ensure the vehicle has a FULL tank of fuel. 


b) Ensure the vehicle has been thoroughly cleaned and taken 
through the car wash. 


4) Complete a Form 427, Vehicle Inspection Report.  The unit 
supervisor will approve and sign the Form 427. 


5) After approval, place the Form 427 in the vehicle jacket for 
rotation. 


3. Receiving unit's responsibilities 


a. Each unit receiving vehicles through rotation will: 


1) Inspect the vehicle and review the vehicle jacket. 


2) Ensure the Form 427 is complete and accurate. 


3) Notify the supervisor approving the Form 427 of any 
discrepancies. 


4) Ensure the rotating unit corrects any problem/discrepancy before 
accepting the vehicle. 


C. Use of Vehicles 


1. All Department vehicles are used for the transaction of police business only.  
Only Department members or authorized service personnel will operate the 
vehicles. 


2. Department personnel will not take Department vehicles home on a regular 
basis without the Police Chief's approval.  Only the Police Chief may grant 
take-home or on-call status, except as listed in C.2.b. 


a. Submit a Form 17 to the Police Chief for approval. 
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b. If necessary, a district/section commander may authorize sworn 
personnel to take Department vehicles home overnight on a non-
regular basis for the efficient completion of police-related duties. 


3. The Police Chief and assistant chiefs are considered on-call and may use 
their city vehicles for all transportation needs. 


4. Other Department personnel assigned take-home vehicles will use the 
following guidelines: 


a. Officers identified as on-call may use their vehicles for all transportation 
needs while in on-call status. 


b. Officers not in an on-call status will use their take-home vehicle for the 
following purposes only: 


1) For inspection during other than normal tours of duty. 


2) When attending a public gathering where a possible need for 
police service may arise, and/or good public relations may be 
promoted by their presence. 


3) When attending meetings or groups where police matters are a 
primary concern. 


5. Other Department employees such as canine officers, special investigators, 
motorcycle officers, etc. assigned a take-home vehicle, will use the vehicle 
only for the following purposes: 


a. Regular assignments. 


b. Orders of superior officers. 


c. Attendance at an official judicial hearing. 


6. With the exception of the Police Chief and assistant chiefs, Department 
personnel assigned a take-home or on-call vehicle will record on a Form 429, 
Take-Home Vehicle Report, each time the vehicle is used for city business 
before or after normal work hours.  Include a description of the city 
business and whether it was conducted as “overtime” or “recall”, if applicable.  


a. Within one week after the end of each quarter, Department personnel 
will electronically submit the completed Form 429 directly to Fleet 
Management and forward a copy through their chain of command.  Do 
not forward hard copies to Fleet Management. 


b. Whenever an officer is transferred to or from an approved take-home/on-
call vehicle assignment, supervisors must submit changes directly to 
Fleet Management.  Officers will not be considered approved for the 
vehicle until the change is submitted to Fleet Management. 


c. When take-home or on-call equipment is changed/exchanged during a 
quarter, the officer must complete a separate Form 429 for each vehicle 
to submit to Fleet Management.   
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7. Fleet Management will maintain a master list of positions authorized take-
home or on-call.  No changes to the list will be made without the direct 
written authorization of the Police Chief.  The master list will be submitted 
semiannually in January and July through the Support Bureau for review and 
updating by the Police Chief. 


8. It is the responsibility of each officer assigned to a position to know if that 
position has a take-home or on-call vehicle status.  Officers with approval 
must submit a completed Form 429 directly to Fleet Management upon 
transfer out of an assignment with take-home/on-call approval. 


9. Personnel will return personally assigned vehicles to the unit of assignment 
when an absence will exceed seven days. 


10. No Department personnel will operate motor vehicle equipment without a 
valid driver's license. 


a. Each January, district/section/unit commanders will ensure the driving 
record status is checked on all sworn and civilian employees under their 
command who operate a City or private vehicle on City time. 


1) The required driving record check must be conducted on the 
BMV website, http://BMV.OHIO.GOV.  LEADS will not be used. 


a) All sergeants must have an account with the BMV in order to 
have external access to the BMV website.  To set up an 
account, a letter must be faxed to 614-995-7946 on 
Department letterhead requesting external access to the 
site.  The letter will indicate the requesting sergeant’s full 
name, email address, and contact number. 


b. District/section/unit commanders will submit a completed Form 432, 
Annual Employee Driver’s License Verification Report, to Personnel 
Management by January 31st each year containing the following 
operator's license information: 


1) Name of employee. 


2) Operators license number, type, state. 


3) Expiration date of the license. 


4) Date of verification and current status. 


5) Restrictions. 


c. The district/section/unit commander will retain a file copy. 


11. Department employees will operate all Department automotive equipment 
according to state laws, local ordinances and the Manual of Rules and 
Regulations and Disciplinary Process for the Cincinnati Police Department. 


  



http://bmv.ohio.gov/
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D. Motorized Vehicle Inspections 


1. Department employees will make daily inspections of their assigned police 
vehicle before and after their tour of duty.  The operator will carefully check 
the following: 


a. Cleanliness:  the vehicle will be clean inside and outside. 


b. Tires:  properly inflated; be alert for damage or unusual wear. 


c. Body:  dents or damage.  Make any necessary reports of damage. 


d. Lights:  all working properly.  Keep lenses clean 


e. Oil: maintain proper level.  Personnel must check their assigned 
vehicle’s oil level within two hours of the start of their shift.  Be alert for 
dripping oil.  Check to see if overdue for preventive maintenance. 


f. Siren/Emergency Lights:  check that they are working properly. 


g. Spot Lights/Auxiliary Lights:  check that they are working properly. 


h. Mobile Video Recorder (MVR):  check if all parts, including the wireless 
microphones (2 per vehicle), are present and free from damage.  
Record the serial # where indicated. 


i. Mobile Data Computer (MDC):  check if working properly and all parts, 
including the antenna, are free of damage.  Record the serial # where 
indicated. 


j. Shotgun and Ammunition/Shotgun Box:  check for condition of shotgun, 
shotgun box and supply of ammunition.  Record the serial # where 
indicated. 


k. Traffic Cones:  check for condition and supply. 


l. Flares:  maintain a minimum of 12. 


m. Any other factor that affects the safe, efficient, and economical 
operation of the vehicle should be carefully noted and corrected. 


2. Department employees who become aware of a bed bug infestation in a city 
vehicle will notify a supervisor. 


a. The supervisor will:  


1) Confirm the existence of bed bugs 


2) Take the vehicle out of service 


3) Notify the administrative assistant 


4) Complete a Cincinnati Health Department Incident Report and fax 
to Health Department (found in the “Forms” section of the City 
Intranet) 


b. The administrative assistant will: 
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1) Contact Finance Management Section who will provide contact 
information for the vendor contracted with the city for eradicating 
bed bugs. (See Procedure 17.110, Requisition and Inventory 
Control:  Equipment, Supplies and Service) 


2) Once the vehicle has been treated, the vehicle will remain out of 
service for 48 hours. 


3. On the 4th Sunday of each calendar month the first shift OIC is responsible for 
completing a Form 427 on each vehicle.  Each district/section/unit will designate 
one supervisor to coordinate the Preventative Maintenance (PM-A & B) program 
for the affected district/section/unit.  This supervisor will ensure that all 
necessary vehicle maintenance is completed on schedule. 


a. The supervisor will initial all Forms 427 and prepare Form 427A, 
Maintenance Inspection Sheet, verifying that all necessary maintenance 
has been completed or is scheduled for completion. 


b. The unit commander, or in his absence the acting unit commander, will 
initial these reports showing approval.  Keep the Forms 427 and 427A 
on file at the unit of assignment. 


c. If the inspecting employee discovers needed repairs or service, 
complete a Form 425, Motor Vehicle Repair Report. 


4. The following items will be inspected during the monthly inspection and will 
be documented on the Form 427. 


a. Cleanliness:  the vehicle will be clean inside and outside. 


1) Unauthorized bumper stickers or other markings will not be on the 
vehicle. 


b. Tires:  properly inflated; be alert for damage or unusual wear. 


c. Body:  dents or damage.  Make any necessary reports of damage. 


d. Lights:  all working properly.  Keep lenses clean. 


e. Glass:  check windows for cracks.  Maintain clear visibility. 


f. Oil:  maintain proper level.  Be alert for dripping oil.  Check to see if 
overdue for preventive maintenance. 


g. Cooling System:  maintain proper coolant level. 


h. Brakes:  check the emergency brake to be sure it holds the vehicle. 


i. Transmission:  maintain proper fluid level. Check level when engine is 
running and transmission is in park. 


j. Steering:  check to see if it is too tight or too loose.  Check fluid level. 


k. Battery:  no maintenance required. 
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l. Windshield Wipers:  check for proper working order.  Check washer 
fluid level. 


m. Dashboard Instruments:  check all dashboard instruments.  Check that 
all lights work. 


n. Seats & Seatbelts:  check to see if they are operational and will adjust 
easily, and verify all seatbelts are functioning properly. 


o. Siren/Emergency Lights:  check that they are working properly. 


p. Spot Lights/Auxiliary Lights:  check that they are working properly. 


q. Radio, LEERN:  check to see if present and working properly. 


r. Mobile Video Recorder (MVR):  check if all parts, including the wireless 
microphones (2 per vehicle), are present and free from damage.  
Record the serial # where indicated. 


s. Mobile Data Computer (MDC):  check if working properly and all parts, 
including the antenna, are free of damage.  Record the serial # where 
indicated. 


t. Automatic License Plate Recognition (ALPR):  check all three mounted 
cameras on the light bar for damage.  Inspect the Thumb Drive and 
USB cable for damage. 


u. Radar Equipment:  check if present and working properly.  Record the 
serial # where indicated. 


v. Shotgun and Ammunition/Shotgun Box:  check for condition of shotgun, 
shotgun box and supply of ammunition.  Record the serial # where 
indicated. 


w. Pepper Ball Gun:  check for condition and supply of ammunition.  
Record the serial # where indicated. 


x. Chemical Irritant. 


y. Riot Shields:  check for presence of and condition. 


z. Protective Equipment: “Safeskin” Nitrile Exam Gloves and Hand 
Cleaning Gel:  maintain an adequate supply of both. 


aa. First Aid Kit, (5) Decontamination Wipes and Respiratory Bag Valve 
Mask:  check for presence, condition and adequate supply. 


bb. Medical Pack (med pack) containing a tourniquet and gauze. 


cc. Spit Sock Hood. 


dd. Scout Car Equipment:  check for presence and condition of          
stretcher, leather wrist and ankle restraints. 


ee. Fire Extinguisher:  check that it is carrying proper pressure.  Check that 
fire extinguisher is mounted upright. 
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ff. Traffic Cones:  check for condition and supply. 


gg. Flares:  maintain a minimum of 12. 


hh. Citizen Complaint Forms 648:  maintain an adequate supply of all. 


ii. Citizen Complaint Information Brochures:  maintain an adequate supply 
of all. 


jj. Report of Favorable Police Conduct Forms:  maintain an adequate 
supply of all. 


kk. FRA Form:  a copy of the City of Cincinnati financial responsibility letter. 


ll. QOT:  perform a query of outstanding tags, note any located. 


mm. QW:  perform a query of wanted persons, note any wants.  


nn. Bed Bug Spray:  stored in vehicle door pocket area, when available; to 
be used for application to personnel and equipment immediately after 
exposure to bed bugs. 


1) Bed Bug Spray solution is 99% rubbing alcohol, and 
therefore flammable.  Caution must be exercised when using the 
spray.  Do not use Bed Bug Spray in the proximity of an open 
ignition source. 


2) Personnel should avoid exposure to the face and eyes. 


3) Bed Bug Spray is effective only as a contact killer, not as a 
preventative pesticide.  Once evaporated/dried, the spray offers 
no protection. 


oo. Remarks:  Any other factor that affects the safe, efficient, and 
economical operation of the vehicle should be carefully noted. 


5. Mileage Report 


a. On the 4th Sunday of each calendar month, the first shift OIC or 
designee will complete a Form 426, Mileage Report, for all vehicular 
equipment assigned to the unit. 


b. Complete the Form 426 as follows: 


1) State the correct dates for the beginning and ending period. 


2) Arrange in numerical order according to equipment numbers. 


3) Indicate all equipment assigned to the unit which is at Fleet Services. 


a) Place equipment number in proper sequence on the report 
with the previous mileage reading.  State alongside "In 
Garage.” This must be a 5-digit number, (e.g., 00289). 


4) List all equipment borrowed from another unit. 
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a) Record the equipment number and the present mileage 
reading in proper sequence on the report. 


b) State from where the equipment is on loan. 


5) List serial numbers of the Mobile Video Recorder (MVR), Mobile 
Data Computer (MDC), shotgun and parking placard if assigned to 
the equipment. 


6) Total the mileage for the month. 


c. The unit commander will review this report for completeness and 
accuracy and forward it to Fleet Management through the Department’s 
electronic mail system.  Do not send a hard copy. 


E. Shotguns 


1. All marked patrol vehicles are equipped with a 12-gauge shotgun. 


2. The shotgun, with four rounds in the magazine and six extra shells, is 
mounted in the front of the vehicle. 


3. Each shift will ensure the shotgun and ammunition are in the vehicle. 


a. When the vehicle is left at the garage, remove the shotgun. 


4. When the shotgun needs repair, contact the Target Range and Firearms 
Training Squad. 


F. Police Parking Placards 


1. Each placard will be numbered and assigned to a specific unmarked vehicle. 


a. Use of the placards in other vehicles is prohibited. 


b. Reproducing/copying of the placards is prohibited. 


2. If a vehicle is transferred to another unit within the department the placard 
remains with the vehicle. 


3. When an unmarked vehicle is removed from the fleet, the placard will be 
reassigned to the replacement vehicle.   


a. The receiving unit will notify Fleet Management of the change so the 
placard can be assigned to the new vehicle. 


b. If an unmarked vehicle is removed from the fleet without a replacement, 
the placard will be returned to Fleet Management.  


4. When a new unmarked vehicle is assigned, the receiving unit will contact 
Fleet Management to request a placard for the vehicle. 


5. The placard number will be checked during monthly vehicle inspection and 
the serial number recorded on the Form 426 and Form 427. 


G. Care, Maintenance, and Repair of Motorized Vehicles 
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1. The police operator and his supervisor are responsible to see that necessary 
service, maintenance, and repairs are coordinated through the designated 
district/section/unit Preventative Maintenance supervisor and completed. 


a. Schedule police vehicles for maintenance as follows: 


Beat & Scout Cars - 3,000 miles or 3 months, whichever comes first, 
PM-A oil change 
9,000 miles or 9 months, whichever comes first, 
PM-B; necessary repairs with oil change 


Passenger Cars, Vans, & Trucks - 6,000 miles or 6 months, whichever 
comes first, for PM-A 
18,000 miles or 18 months, 
whichever comes first, PM-B 


Motorcycles - 2,000 miles or 2 months, whichever comes first, PM-A 
6,000 miles or 6 months, whichever comes first, PM-B 


Synthetic Oil Equipped Cars – 3,000 miles oil to be checked 
6,000 miles oil change 
(AMSOIL identified on oil filler cap) 


b. Scheduling of service will be done at any police district at least 24 hours 
in advance of PM-A or PM-B service. 


1) PM-As will normally take thirty minutes.  PM-Bs will normally take 
four hours to complete. 


2. The operator of the vehicle on the first shift is responsible for having the police 
vehicle washed and thoroughly cleaned inside and outside when needed. 


a. During inclement weather, this will be done as often as conditions 
warrant and service demands permit. 


b. The unit Preventative Maintenance supervisor will schedule vehicles for 
maintenance.  Only one of the unit’s vehicles will be out of service at 
any one time whenever practical. 


H. Preventative Maintenance Supervisor 


1. Each bureau/section/district is responsible for appointing a Preventative 
Maintenance supervisor. 


2. The Preventative Maintenance supervisor will: 


a. Oversee the safe, efficient, and economical operation of the motor fleet. 


b. Be responsible for administering the motor vehicle inspection and 
preventive maintenance program for the unit using Forms 427 and 
427A, and any other necessary forms. 


c. Complete a thorough investigation of all police vehicle accidents 
involving personnel of the unit. 
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d. Carefully analyze and evaluate all accidents involving unit personnel 
and make appropriate recommendations.  The primary objective is 
identifying the accident-prone and negligent driver. 


e. Review and evaluate the accident experience, vehicle inspection 
reports, and driver evaluation examinations.  Based on this analysis, 
execute the Department program in the following areas: 


1) Care of motor vehicles and equipment. 


2) Safe operation of vehicles and equipment. 


3) Preventive maintenance at the unit level. 


4) Motor vehicle inspection program. 


I. Garage Facilities 


1. Fleet Services, Central Parkway and Bates, provides 24-hour service. 


a. All services, including PM-As and PM-Bs and all related repairs can be 
scheduled at any police district mechanic location. 


b. PM-As can be scheduled at Fleet Services main facility at 352-3682 
with 24 hours’ notice. 


c. Mechanics are on duty at all other times to make minor emergency 
repairs and road calls. 


2. The auxiliary garages at each district will make most repairs and provide 
preventive maintenance to the motor fleet. 


a. These auxiliary garages are open Monday through Friday, except 
holidays, during the following hours: 


1) District One 0800 to 1630 Hours 


2) District Two 0600 to 1430 Hours 


3) District Three 0600 to 1430 Hours 


4) District Four 0600 to 1430 Hours 


5) District Five 0600 to 1430 Hours 


3. During inclement weather or other emergency occasions, mechanics 
respond to these auxiliary garage locations for service. 


4. When delivering a vehicle to Fleet Services or one of the auxiliary garages 
for repair or service, the operator will verbally advise the garage supervisor 
or person in charge, of the needed repair. 


a. If advised an extensive delay will be necessary to complete the work, 
the officer will: 
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1) Provide Fleet Services personnel with an appropriate contact 
name and telephone number before making arrangements to 
leave the vehicle for repair. 


2) Make arrangements to be picked up.  Transfer all equipment from 
the disabled vehicle to the appropriate district or unit area. 


a) Notify the unit of assignment of this transaction and make an 
appropriate blotter entry. 


5. Police vehicles are repaired at Fleet Services or auxiliary garages only. 


a. Department leased vehicles are repaired at the lease vehicle 
contractor’s designated site. 


6. Promptly report recurring deficiencies in the operation or servicing of motor 
vehicles on a Form 17 to the Police Chief. 


J. Push Bumpers 


1. When repositioning a disabled vehicle utilizing the push bumpers officers will: 


a. Visually inspect the disabled vehicle and police vehicle to determine the 
point of contact. 


b. Position the police vehicle to allow the push bumpers to make contact 
with the disabled vehicle’s bumpers. 


c. Inform the operator of the disabled vehicle to: 


1) Unlock the steering wheel. 


2) Place the vehicle transmission in neutral. 


3) Maintain control of the vehicle (if the vehicle is unable to start, the 
disabled vehicle will only have manual brakes and manual steering). 


d. When both vehicles are ready for repositioning, slowly accelerate the 
police vehicle enough to begin moving the disabled vehicle (5 miles per 
hour is the maximum speed). 


e. If damage occurs to either vehicle during this process, complete a 
General Conditions Report in RMS and forward to Fleet Management.  
The incident will not be considered a vehicular accident. 
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K. Skid Chains 


1. If appropriate, maintain a set of skid chains for each marked vehicle at the 
district garage. 


2. Do not install skid chains on: 


a. Any leased vehicles 


b. Vehicles equipped with front wheel drive 


c. Any Dodge Charger, Ford Interceptor or Chevrolet Caprice 


3. Do not operate vehicles with skid chains having broken links.  If unable to 
make a satisfactory repair to the chain, the operator will have the vehicle 
towed to the garage. 


4. Operate vehicles equipped with skid chains at moderate speed (maximum 35 
M.P.H.) to prevent damage from the chains. 


5. The storing of salt, sand, or a mixture thereof in city vehicles, for use on 
slippery streets, is prohibited. 
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10.000 PROCEDURE MANUAL AND OTHER BINDING WRITTEN 
DIRECTIVES 


Purpose: 


To provide an official guide outlining the way to do many of the routine operations which 
confront the Cincinnati Police Department. 


To provide efficient methods and high standards for procedures, rules, regulations, 
policies and directives recognized as official policy and applied on a department-wide 
basis. 


Policy: 


The Cincinnati Police Department Procedure Manual, as well as all other Police 
Department procedures, rules, regulations, policies, and directives are used to maintain 
compliance with Federal, State and Local laws and ordinances, Labor Agreements, 
Civil Service Rules and Regulations, Administrative Rules and Regulations, and 
Personnel Policies and Procedures. 


The nature of police service is such that it is impossible to develop a procedure, plan, or 
other binding directive for every situation that might arise.  Therefore, 
district/section/unit commanders have the duty of thoroughly reviewing the activities of 
subordinates, as they must assume the ultimate responsibility for defects and 
weaknesses in police work. 


Procedure: 


A. Department Binding Directives include: 


1. The Procedure Manual, Manual of Rules and Regulations and Disciplinary 
Process for the Cincinnati Police Department, Staff Notes, Job Descriptions, 
Bureau/District/Section/Unit Standard Operating Procedure’s (SOP), 
Department Operations Manuals and all Department approved instructional 
materials, unless specified otherwise, including Ohio Police Officer Training 
Academy lesson plans, Forms 17 approved by the Police Chief; Forms 17 or 
other memos authored by bureau, section, or unit commanders are 
considered binding upon all personnel permanently or temporarily assigned 
to their command. 


a. Staff Note items are binding for one year from the date of publication, 
unless added to other Department binding directives. 


2. Procedures and other binding Department directives will be issued by 
authority of the Police Chief through the Department Staff Notes.  The Police 
Chief may cancel, revise, amend, or add to any procedure or other binding 
directive whenever he deems necessary. 
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3. Officers may request changes in procedures or other binding directives by 
submitting a Form 17 through their chain of command to the Police Chief, 
stating reasons why such change is necessary or desirable.  After thorough 
research, necessary changes will be made for the Chief's approval.  All 
revisions will then appear in the Department Staff Notes. 


4. All personnel will thoroughly acquaint themselves with the Procedure 
Manual, other binding directives, and all changes.  When a change occurs, 
supervisors will advise all members of their command to familiarize 
themselves with the change.  


a. After all personnel are advised; file the procedure or other binding 
directive in the appropriate manual. 


1) Use the decimal serial number as a guide for the Procedure 
Manual.  The Table of Contents and the Index will also be 
properly marked according to instructions accompanying new or 
amended procedures. 


B. Other Binding Directives include: 


1. Federal, State and Local laws and ordinances, Labor Agreement by and 
between Queen City Lodge #69 Fraternal Order of Police and the City of 
Cincinnati, Labor-Management Agreement by and between the City of 
Cincinnati and Ohio Council 8 and Locals 190, 223, 240, 250, 1543 and 
3119 American Federation of State, County, and Municipal Employees AFL-
CIO, Civil Service Rules and Regulations, City of Cincinnati Administrative 
Rules and Regulations, City of Cincinnati Personnel Policies and Procedures 
and written or verbal orders issued by a superior officer. 


C. Forms: 


1. Initiate/revise forms for Department use using the same process as 
procedures and other binding directives.  With the Police Chief's approval, 
new/revised forms will appear in the Department Staff Notes. 
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10.010 DISTRIBUTION OF POLICIES, PROCEDURES AND 
OTHER DIRECTIVES 


 
Reference: 


 
Procedure 10.000 – Procedure Manual and other Binding Written Directives 
 
Purpose: 
 
To promptly provide all Department members with current revisions and additions 
to binding directives so that professional excellence is maintained when 
performing various tasks and enforcement of laws and ordinances. 


 
Policy: 


 
The Department will distribute all policies, procedures and other directives to all 
personnel within the Department through weekly Staff Notes.  Updated policies, 
procedures and directives are also available to all Department personnel on the 
Department intranet. 
 
Procedure: 
 
A. Bureau Commanders will: 


 
1. Distribute Staff Notes to all district and section commanders under 


their command every Tuesday at the Department staff meeting. 
 


B. District/Section Commanders will: 
 


1. Ensure that all personnel under their command are made aware of 
any new or revised policies, procedures or other directives contained 
in the weekly Staff Notes. 


 
a. Ensure that a check-off list is completed weekly indicating that 


personnel under their command were made aware of new or 
revised policies, procedures or other directives contained in the 
Staff Notes. 


 
b. Maintain a file of completed check-off lists attached to the 


respective copy of the Staff Notes. 
 


1) Retain the check-off lists for the current year plus three 
previous years. 


 
c. On November 1st of each year, forward a sample copy of a 


check-off list, which was completed during that year, to the 
Accreditation manager for insertion into CALEA files. 
 


2. Maintain a District/Section Standard Operating Procedure (SOP)  
 


a. An SOP is a document containing instructions on how personnel 
within a district/section perform certain tasks. 
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1) Ensures routine jobs are performed uniformly and in 
compliance with Department policy and procedure. 


 
2) Covers the unique operation of a specific district/section. 


 
3) Should not be a replication of the Procedure Manual. 


 
b. One SOP book will be maintained for each district/section which 


will contain a separate section for each unit within that particular 
district/section. 


 
1) There will be a separate SOP for any specialized unit within 


a district/section that has different operations than the 
general personnel assigned to the district/section. 


 
2) The SOP books will be crafted using the blank SOP 


templates located in the CPDFORMS folder on the 
Department’s “H” drive and contain the following: 


 
a) Cover page. 


 
b) Table of Contents 


 
c) Effective date 


 
d) Revised date 


 
e) Reviewed date 


 
3) SOP’s will be written in an outline form. 
 
4) The SOP’s will be written using the following numbering 


system. 
 


a) Any SOP that refers to the operations for anyone 
assigned to the district/section would be listed under 
section 1.00. 


 
b) Additional SOP’s under this section would be 


numbered sequentially, increasing .05 increments.  
Example:  1.00, 1.05, 1.10, etc. 


 
c) Each separate unit SOP under a district/section will be 


numbered separately beginning with different whole 
number.  Example:  Inspections Section would begin 
with 1.00 for the entire section.  Court Control 2.00, 
2.05, etc.  Detail Coordination 3.00, 3.05, etc. 


 
5) District/Section Commanders will review their respective 


SOP’s at least once every year. 
 


a) District/Section SOP’s will be reviewed whenever 
there is a new district/section Commander. 
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C. Department Personnel will: 
 


1. Complete a check-off list indicating that they were made aware of 
changes to policies, procedures or other directives contained in the 
Staff Notes. 


 
2. Thoroughly acquaint themselves with new or revised policies, 


procedures or other directives contained in the Staff Notes. 
 





		To promptly provide all Department members with current revisions and additions to binding directives so that professional excellence is maintained when performing various tasks and enforcement of laws and ordinances.
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16.100 CASH MONEY:  ACCOUNTING AND SECURITY 
 


Purpose: 
 


Provide a system of cash money accountability and security. 
 


Establish a procedure for the acceptance of cash money by the Cincinnati Police 
Department and the deposit of cash money to the control of the City Finance 
Department. 


 
Establish a procedure for purchases paid from the petty cash account. 


 
Procedure: 


 
A. Money received by the Cincinnati Police Department for Services, and Sale 


of Forms: 
 


1. Impound Unit personnel will collect and control monies received for 
impound and storage fees. 


 
a. Impound Unit personnel will deposit these funds, including 


accounting records and receipts, at the City Treasurer's Office by 
0900 hours each morning. 


 
1) Monies collected on Friday and weekends will be held in a 


secure location and deposited on Monday. 
 


b. Make deposit slips in duplicate.  Retain one copy at the Impound 
Unit. 
 


2. Records Section collects money between 0800 and 1700 hours. 
 


a. Accumulated money, receipts, and deposit slips will be placed in 
a bank pouch, locked, and taken to the City Treasurer’s Office 
for daily deposit. 


 
1) Retain one copy of the deposit slip. 


 
2) Send the cash receipt schedule to the City Finance 


Department. 
 
b. A Records Section supervisor, or designee, will make the 


deposit. 
 


B. Petty Cash Account: 
 


1. The petty cash account is maintained by the Finance Management 
Section. 


 
2. Petty cash disbursements will not exceed $25.00 without the approval 


of the Finance Management Section. 
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3. Reimbursements to petty cash funds are made on a Form 18S, Petty 
Cash Reimbursement Voucher, showing each disbursement, and 
accompanied by receipts. 
 


C. Petty Cash Purchases: 
 


1. Purchases using petty cash funds are allowable under the following 
situations: 


 
a. The item needed is not stocked or covered by a contract. 


 
1) Contact the Supply Unit prior to purchase to determine if a 


contract exists and how to proceed with the purchase. 
 


b. Emergencies - When the results of an operation would be in 
jeopardy if the purchase was not made.  A brief written 
explanation of this need must be attached to the receipt. 
 


2. The district/section/unit commander must sign the receipt.  Also 
include on the receipt the name of the person from the Supply Unit 
authorizing the purchase.  Hand carry the receipt to Finance 
Management Section for reimbursement. 
 
a. Tax on purchases will not be reimbursed.  A tax exempt number 


can be obtained from the Supply Unit. 
 


b. Finance Management Section personnel may reject payment if 
procedure is not followed. 


 
D. Petty Cash Audit: 


 
1. Finance Management Section will conduct a quarterly audit of petty 


cash funds.  The four auditing periods are: 
 


a. January 1 through March 31. 
 


b. April 1 through June 30. 
 


c. July 1 through September 30. 
 


d. October 1 through December 31. 
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11.000 FORMS APPROVED FOR DEPARTMENT USE 


Form  Procedure 
Number Form Title References 


1-S Requisition for Materials, Supplies and Services 17.100 


OTEA-1 Office and Technical Equipment Request Form 17.100 


AE-2 Alarm Unit Letter - Notification of 3 false alarms 17.100 


CinCom 1 Radio Dispatch Card 17.100 


CinCom 2 Auto Theft Card (buff) 17.100 


CinCom 2 Stolen License Plate Card (green) 17.100 


CinCom 2 Unauthorized Use of Motor Vehicle (pink) 17.100 


CinCom 2 Lost License Plate Card (blue) 17.100 


CinCom 3 Additional Information Card (orange) 17.100 


CinCom 4 Wrecker Dispatch Card (buff) 17.100 


CS-8 Certificate of Military Training Pay 


IS-1 Intelligence Section Daily Activity Report 17.100 


IS-2 Intelligence Report 17.100 


IS-3 Inquiry Form 17.100 


IS-4 Intelligence Data Card (yellow) 17.100 


IV1 Infant Vitality Referral None 


OH-1 Ohio Traffic Crash Report 12.035 
  12.145 
  12.225 
  12.265 
  12.900 
  13.105 
  17.100 
  18.120 


OH-2 Ohio Traffic Crash - Diagram/Narrative  None 


OH-3 Ohio Traffic Accident Witness Statement 12.230 


OH-4 Ohio Traffic Crash Report (Addendum) 12.225 


OH-5 Ohio Truck & Bus Crash Report Supplement  


F-2 AFFIDAVIT Hamilton County Municipal Court None 


S-3 COMPLAINT Hamilton County Municipal Court None 
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F-3 WARRANT Hamilton County Municipal Court None 


2-S Authorization for Payroll Deduction None 


RC-2 Schedule of Records Retention and Disposition None 
RC-3 Schedule of Record Retention and Destruction 17.100 


REOC Regional Emergency Operations Center Activation 12.125 
 Matrix 12.145 
  12.170 


3S Changes to Hours Balance 16.105 
  17.100 


6-S Lost Time Notice None 


8 Requisition, Certification and Appointment 17.100 


8C Change Order None 


9 Request for Certification of Contract or Agreement 17.100 


10 Cincinnati Police Department Supply Requisition 12.245 
  17.100 
  17.110 


10S Cash Receipts Schedule 17.100 


11 Personal Portable Radio Inventory 17.100 


11-1 Commendations 18.110 
  19.145 


11A Cellular Phone/Pager Control Form 17.100 


F12S Storehouse Requisition 17.100 


12FB Fingerprint Card 12.905 


  17.100 


12FW Fingerprint Card 17.100 


12MB Fingerprint Card 17.100 


12MW Fingerprint Card 17.100 


12P Palm Print Card 12.905 
  17.100 


13S Telephone Message None 


CinCom 14 Description Card on Suspect Vehicle 17.100 


14S City of Cincinnati PERSONNEL ACTION FORM 17.100 
  19.145 
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15 Property Envelope 12.715 
  17.100 


15CD CD/DVD Property Envelope 12.715 
  17.100 


15DIH Notice of Impoundment and Hearing for a Vicious Dog 12.115 


CinCom 16 Signal 66 Log Sheet 17.100 


17CA Failure to Appear for Scheduled Court  


17CC Citation Correction None 


17CS Notice of Civil Suit Received by Department Member None 


17DC Change in Detail Assignment 19.140 


17DP Missed Detail 19.140 


17IT Request for Department Information Technology None 


17MPR Mobile Phone Reimbursement Report None 


17MS Monthly Substation Inspection 12.190 


17QPSR Problem Solving Report None 


17S Temporary Transfer Pay for Division I Employees None 


17S Request for Paid Overtime None 


17S Assignment Report Changes None 


17S Interdepartmental Correspondence Sheet Multiple 


17S-A Interdepartmental Correspondence Sheet Multiple 


17S-B Interdepartmental Correspondence Sheet Multiple 


17SEPAR Special Event Permit Application Recommendation 12.125 
 Report (to Mayor and City Council) 


17SS Substation Request 12.190 


PSA-17 Personal Sidearm Approval Request 12.025 
  17.100 


18A Weapons Discharge at an Animal 12.550 


18AD Accidental Discharge 12.550 


18C Use of Canine 12.140 
  12.141 
  12.545 


18CD Canine Field Deployment Report None 
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18CI Use of Chemical Irritant 12.545 


18DD Canine Detection Squad Deployment None 


18F Minor Use of Force/Injury to Prisoner 12.545 


18I Injury to Prisoner 12.545 


18NC Noncompliant Suspect/Arrestee Report 12.545 


18S Petty Cash Reimbursement Voucher 16.100 


18SW Supplemental Witness List None 


18TBFP Use of Taser 12.545 


19 Inter-Department Bill and Settlement Voucher 17.100 


21S Schedule of Accounts Receivable 17.100 


21 Ohio Division of Wildlife Deer Killed by Motor Vehicle 12.225 


24 Cancellation or Change Order 17.100 


25S Request for Leave of Absence 12.815 
  12.825 
  12.826 
  12.830 
  16.110 
  17.100 
  19.103 
  19.105 
  19.106 
  19.135 


27-S Local Mileage Report None 


28 Application for Purchase or Transfer of a Firearm 17.100 


28-A Application for Purchase/Transfer of a 17.100 
 Firearm Control Ledger 


28-B Transfer of a Firearm card 17.100 


28-C Application for Registration of a 17.100 
 Firearm - Owner's Information 


31P Change in Personal Information 17.100 
  19.145 


31M Military Leave Notification 19.103 


32S Notice of Disciplinary Action or Layoff 17.100 


33 Resignation 17.100 
  19.150 
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33S Requisition for Materials, Supplies and None 
 Services (Emergency) 


34 Vehicle Pursuit Report 12.535 


36 Charges Preferred Against Member 17.100 


36S City of Cincinnati Inter-Department Order 17.100 


37S Claim Voucher - Invoice 13.115 
  16.125 
  17.100 


S 38L Reproduction Order 17.100 
  17.110 


44 Requisition for Sale of Obsolete Materials 17.100 
  17.110 


55 Letter of Understanding  17.100 
  19.140 


56 Police Escort Letter of Understanding 17.100 
  19.140 


58A Agency - Vendor Application None 


64 Property Tag 12.705 
  12.715 
  17.100 


65 Suggestion Box Report None 


66 Traffic Warning Tag Sets 17.100 


66S Notice of Official Reprimand 17.100 


68P Overtime and Court Appearance Report  12.815 
  12.820 
  12.825 
  12.826 
  17.100 
  19.140 


70S Request for Permission to Travel 13.115 
  16.125 
  17.100 


70T Request for Outside Training 13.115 


 
71S Statement of Travel Expense 13.115 
  16.125 
  17.100 
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72 Term Purchase Release 17.100 


74S Injury with Pay Recommendation 17.100 
  19.105 


75S Fuel Inventory Report 17.100 


77 Sworn Assignment Application 13.112 


78 Non-Sworn Employee Assignment Availability 13.113 


80S Application and Approval Form for 13.115 
 Tuition Reimbursement 17.100 


81S Deposited in City Treasury 16.100 
  17.100 


83S Delinquent Account Referral None 


84-S Record of Manual Fuel Disbursements None 


85S Record of Manual Fuel Disbursements None 


90SP Supervisors Review of Vehicle Crash 12.035 
  12.171 
  17.100 


91SP Supervisor Investigation of Employee Injury 12.141 
  12.142 
  13.120 
  15.112 
  17.100 
  19.105 
  19.145 


93S Notice of Lost Time 17.100 
  19.105 


DIS-94 Forfeiture Application 12.735 
  17.100 


96 City Physician Report 19.105 


96-D Random Drug Test Notification 


97 Medical Disclosure Form 


98-S Personal Data Authorization Form None 


99 Information for Dismissed Personnel None 


100 Notification of Rights and Responsibilities 
 Cincinnati Police Department Employees 


CW100 Warrant Control Card None 
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CDOP 100 Emergency Lineup 12.165 


CDOP 101 Emergency Lineup 12.170 


PG 101 Consent Agreement (polygraph) 12.630 


CDOP 103 CDOP Equipment Inventory 12.170 
  17.100 


CDOP 103A CDOP Facility Security and Maintenance Inspection 12.170 


CDOP 105 Command Post None 


110 Polygraph Consent Agreement None 


111 Polygraph Assessment None 


112 Background Information Sheet None 


120-4 City Treasury Department Receipt 17.100 


DT-126 TELECOMMUNICATIONS (repair form) 17.100 


PR 134 Police Property Room (Firearms list) 17.100 


137 Prisoner's Description  17.100 


137F Felon Registration Form 17.100 


188 Personal Crimes Unit Investigative Report 12.910 
  17.100 


189 Fingerprints and Photographs Report   12.905 
  17.100 


190 Request for Elimination Prints 12.350 


195 Picture Labels None 


202 Weekly Time Report 16.130 
  17.100 


202A Commanding Officer's Daily Time Report 12.710 


202C Non-Sworn Employees Weekly Time Report None 


202NI Night Inspector Duties Report 12.172 


211 Application for Media ID Card 17.100 
  18.115 


243-A Conviction Record Transcript 12.130 


245 Daily Cash Receipts 17.100 


264 Uniform Card 12.020 
  17.100 
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268 Junkyard Inspection Report None 


271 Tow Truck Inspection Guide None 


272 Affidavit 12.735 


273 Notice of Seizure/Proof of Service 12.735 


275 Court Order for Release of Property 17.100 


276 Daily Traffic Accident Summary 17.100 


277 Confidential Informant (CI) Registration 12.131 
 and Reliability Report Initial Debriefing Only 17.100 


277A Controlling District/Section/Unit Debriefing Report 12.131 


278 Cooperating Individual Agreement 12.131 
  17.100 


279 Confidential Informant Receipt 12.131 


279A Confidential Informant Receipt Part I 12.131 


279B Confidential Informant Receipt Part II 12.131 
  17.100 


280 Cooperating Individual Release of All Claims 12.131 
  17.100 


281 Concealed Transmitter and Recording Consent 12.131 
  17.100 


285 Vice Activity Complaint None 


300-B Identification Bureau Index Card 17.100 


300-W Criminalistics Section Index Card 17.100 


301 Incident Report 


301I Crime or Incident Information Form 


301-AS Arrest Supplement 


301-PS Property Supplement 


301-VVS Victim/Vehicle Supplement 


303 Motor Vehicle Incident Report 


304 Missing Report 


304A Amber Alert Plan 12.912 
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305 Complaint Report 12.445 
  13.105 
  17.100 


306 Preventive Patrol Report 


308 Receipt for Traffic Citation Tags 12.245 
  17.100 


308E Traffic Violations Envelope None 


309 Inactive Case Warrants 


310 Premise History Control 12.101 
  17.100 


311 Incident Closure Report 


311A Preliminary Investigation Report 12.300 
  12.315 
  12.400 
  12.405 
  12.412 
  12.430 
  17.100 
  18.120 


311-ADD Supplementary Offense Report Addendum None 


311B Crime Collator’s Notification Card 17.100 


311C Reported Hit Skip Auto Accident Card 17.100 


311CL Closure Letter 12.405 


311CW Canvas/Witness Information Summary None 


311DV Domestic Violence Investigation Report 18.120 


311 EA Missing Persons Task List – Adults None 


311EC Missing Persons Case Jacket Check-Off List None 


311EJ Missing Persons Task List – Juvenile None 


311EL ESME Officer Check-Off List 12.910 


311EQ Missing Persons High Risk Assessment Questionnaire 12.910 


311G Confidential Investigative Notes - General None 


311N Confidential Investigative Notes - Narrative None 


311ON Police Officer’s Notes None 


311R Investigative Response Postcard 
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311S Confidential Investigative Notes - Suspects 


312 Criminal Arrest Form 17.100 


313 Firearm Report 12.400 
  12.705 
  17.100 


314 Notice to Appear 12.100 
  12.250 
  12.265 
  12.275 
  12.555 
  12.600 
  12.720 
  12.900 
  17.100 
  19.150 


315 Alarm Response Report 12.135 
  12.136 
  17.100 


316 Minor Accident or Aided Case Report 12.106 
  12.110 
  12.115 
  12.141 
  12.145 
  12.400 
  12.415 
  12.555 
  12.910 
  13.105 
  17.100 
  18.120 


316A Deceased Person Report 12.145 
  12.400 
  12.615 


317 General Conditions Report 


 
 
 
 
 
318 Report of Conditions Affecting Other Departments 12.035 
  12.205 
  12.225 
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  12.250 
  12.401 
  12.435 
  13.105 
  17.100 


322 Report of Articles Received by Pawnbroker or Dealer 17.100 


323 Report of Purchase of Stained/Beveled Glass None 


323M Report of Purchase of Precious Metals/Stones 17.100 


326 Property Check Out Card 12.715 
  17.100 


327 Property Held for Court Tag 12.235 
  12.705 
  12.715 
  12.720 
  17.100 


328 Pharmaceutical Diversion Unit  12.715 
 Prescription Receipt Form 


330 Property Receipt 12.130 
  12.235 
  12.240 
  12.265 
  12.270 
  12.320 
  12.350 
  12.420 
  12.705 
  12.710 
  12.715 
  12.720 
  17.100 


332 Firearms Release Form 12.715 


335A Sworn Daily Shift Differential Report 16.120 
  17.100 


335B Annual Shift Differential Report 16.120 


  17.100 


335C Civilian Biweekly Shift Differential Report 16.120 
  17.100 


337 UCR Report of Adult Arrests by Arresting Unit 17.100 


338 UCR Report of Total Arrests by Arresting Unit 17.100 
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339 Police Property Record None 


341 Cincinnati Police Departmental Receipt 


368 Abandoned Vehicle Sticker 12.275 


369 Towing Report 12.200 
  12.255 
  12.265 
  12.270 
  12.275 
  12.420 
  12.735 
  17.100 


370 Towing Service Claim Voucher 17.100 


370A Towing Service Claim Voucher-Attachment 17.100 


390 Crime Scene Admittance Log 12.615 


392 Personal Crime Squad Card 17.100 


400 Employee Separation Time Report 19.150 


405 Personal Crimes Unit Report of Missing Persons None 


411 Central Vice Control Section Personal / Financial Profile 12.735 


413-35 Photo Negative Record 17.100 


425 Motor Vehicle Repair Report 12.030 
  17.100 


426 Mileage Report 12.030 
  17.100 


427 Vehicle Inspection Report 12.030 
  17.100 


427A Maintenance Inspection Sheet 12.030 


428 Mountain Bike Inspection Report None 


428A Mountain Bike Inspection Summary None 


429 Take Home Vehicle Report 12.030 
  17.100 


430 Lease Vehicle Exchange Form None 


432 Annual Employee Driver’s License Verification Report 12.030 


434 Civilian Employee's Daily Time Report 12.825 
  16.130 
  17.100 
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435 Cincinnati Police Department Paid Overtime Report 12.825 
  12.826 
  17.100 
  19.140 


436A Daily Activity Record 12.101 
  13.105 
  17.100 
  18.105 


436B Monthly Composite - Officer's Daily Activity Record 13.105 
  17.100 


436MP Mounted Daily Activity Record None 


437A K9 Daily Activity Record 


437B Monthly Composite - Officer’s Daily Activity Record 


437C Canine Officer’s Activity Record Yearly Composite 


438 Personnel Index Card 19.105 


439A Shift Selection Form 


439B Shift Selection Form 


439C Shift Selection Form 


440 Voluntary Shift Deviation 


441 Personal History Statement 17.100 


441-A Personal History Statement 17.100 
  19.145 


442 Service in U.S. Armed Forces 17.100 


443 Voluntary Off-Day Deviation 


444 Administrative Remarks 13.100 


445 Continuous Service Record 17.100 
  19.145 


446 Miscellaneous 17.100 
  19.145 


447 Motor Vehicle Examination Record 17.100 
  19.145 


448 Sworn Performance Report 17.100 
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448S Evaluation Supplement Log 13.107 
  15.130 
  17.100 
  19.105 
  19.145 


449 Efficiency Ratings Percentile 17.100 
  19.145 


450 Request for NCIC/LEADS 12.727 
 Wanted Person Computer Entry 17.100 


457 Evidence Examination Work Sheet 12.350 
  17.100 


457V Video Examination Work Sheet 17.100 


474 Renewal, Transfer or Issuance of Liquor Licenses 12.130 
  17.100 


479 Station Key Book 17.100 


481 Warrant Transfer 12.260 
  17.100 


484 Analytical Report for Liquor Violations 12.720 
  17.100 


495 Intoxication Report 12.235 
  17.100 


496 DUI Investigation Record Envelope 12.235 
  17.100 


497 DUI Jacket Sign-Out Log None 


505D Juvenile Curfew Daily Activity Report 


505HS Juvenile Curfew Violator Head Sheet 


505L Juvenile Curfew Log Sheet 


506 Personal Crimes Complaint Memorandum 12.430 
  12.900 
  17.100 


515 Volunteer Cincinnati – Volunteer Application Form 
 for Volunteers in City Government 


516 Office Request for Volunteers 


517 Volunteer Cincinnati – Volunteer Agreement 


518 Volunteer Cincinnati – Confidentiality Statement 
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521 Application for Employment - Adult 17.100 
 School Crossing Guard 


524 Monthly Vice Activity Report None 


526 Vice Activity Report 12.130 
  12.720 
  12.735 
  12.555 
  17.100 


526A Liquor Permit Premise Vice Activity 


527 Arrest and Investigation Report 12.110 
  12.130 
  12.235 
  12.240 
  12.270 
  12.320 
  12.405 
  12.505 
  12.545 
  12.555 
  12.600 
  12.605 
  12.720 
  12.727 
  12.735 
  12.810 
  12.900 
  12.905 
  17.100 


527A Case and Bond Information Sheet 12.125 
  12.412 
  12.545 
  12.555 
  12.805 


527B Trial Preparation Report 12.555 
  17.100 
  12.900 


527E Case Investigation Jacket 12.555 


527J Juvenile case Investigation Jacket 12.900 


528 Accident Information Exchange Form 12.225 


528VCI Vehicle Crash Information Form  
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529 Liquor Arrests and Violations on Permit Premises 12.130 
  17.100 
529LI Liquor Permit Premise Inspection Report 12.130 


533 Hit Skip Supplement Report 12.225 
  17.100 


534 Field Interview Report 12.554 
  17.100 


541 Charge Memorandum - Accident Reports None 


555 Juvenile Pre-Sentence Probation Investigation 12.900 


560 Community Problem Solving Worksheet None 


561 CPOP Action Summary None 


562 CPOP Resource Request None 


580 Civilian Volunteer Application 17.100 


581 Request for Records Check 17.100 


586 Mobilization Alert 12.165 
  17.100 


586A Recall Test Alert 12.165 


599 Firearms and Ammunition Inventory 12.125 
  17.100 


600 Notification/Waiver of Rights 12.235 
  12.630 
  17.100 


601 Consent to Search Without a Warrant 12.700 
  17.100 


601PV Consent to Search Person or Vehicle 12.700 
  17.100 


602 Search Authorization (Strip/Body Cavity) 12.600 
  17.100 


603 Consent to a Chemical Test Without a Warrant 12.230 


604 Request for Release of Records None 


605 Notification of Release 12.404 
  17.100 


606 Records Request 


607 Line-Up Waiver None 
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607A Witness Preparation Form None 


608 Peer Support Program Policy 18.107 
  19.106 
  19.110 


609 Emergency Communications Center – Records Request None  


610 Search Warrant Risk Assessment Matrix None 


611 Biological Evidence Submission None 


612 Instructions for Civilian Observer Program 


613 Search Warrant Inventory None 


614 Log Sheet 17.100 


620 Business-Night Number Card 17.100 
 (Use discontinued, effective: 05/08/14) 


624 Uniforms and Equipment (Check-Off Sheet) 17.100 
  19.150 


628 Public Appearance Report 17.100 
  18.135 


630 Cincinnati Police Department Equipment/ 12.020 
 Supply/Service Order Form 12.546 
  17.100 
  17.110 


635 Card Form to Obtain Accident Report None 


638 Warrant Notice Card None 


639 Moving Violations Log 17.100 


641 Summary of Background Investigation 17.100 


643 Information Desk Report 14.105 
  17.100 
644 Daily Observation Report 13.100 


644S DOR Supplemental Report 


646A Field Training Officer Program FTO 13.100 
 Sergeant’s Weekly Report 


646B Shift Commander's Review and Narrative Comments 13.100 


647 F.T.O. Final Evaluation Report 13.100 
  17.100 


647A F.T.O. Supervisor Monthly Report 13.100 
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648 Citizen Complaint 15.100 
  15.105 
  17.100 


648A Citizen Complaint Resolution Process Acknowledgment 
 of Participation in Resolution Meeting 


648B Citizen Complaint Resolution Process 
 Resolution Disposition 


648CCI Citizen Complaint Information (flyer) 15.100 
  17.100 


648FPC Citizen Report of Favorable Police Conduct 15.100 
  17.100 


652 Release of Medical Record Information 12.140 
  17.100 


654 Citation Cancellation Request 12.215 
  12.250 
  12.251 
  17.100 


655M Minor Misdemeanor Fine Schedule None 


655P CPI Fine Schedule 12.240 


655R Victim Assistance 12.412 


655T MUTT Payout Instructions 12.240 


656 Crime Victim Crisis Phone Numbers 


657 Long Distance Telephone Report 14.110 
  14.120 
  17.100 


 
657A Monthly Long Distance Telephone Report 14.110 
  14.120 
  17.100 


660 Warrant Holder Placed Slip 17.100 


 
661 Hospital Prisoner's Visitor Registration 12.610 
  17.100 


662 Prisoner Phone Log 12.610 


663 On-Call Court Appearance 12.816 
  17.100 
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664 Court Appearance Control Form 12.815 


668 Outside Employment Work Permit 17.100 
  19.140 


668A Acknowledgment by the Secondary Employer 19.140 


668B Detail Assignment Roster 17.100 
  19.140 


668C Overtime Availability Form 19.140 


668DIN Detail Incident Notification 19.140 


669 Inspection of Outside Employment Details 19.140 


670 Inter-Departmental Warrant Control Form None 


674 Case Delay Request Card  12.815 


675P Address Information Request (Post Office) 12.260 
  12.520 


678 Change in Court Appearance 12.810 
  12.815 
  17.100 


680 Criminal Pursuit Fund Expense Report 12.620 


682 Citation Arrest Summary 12.555 
  17.100 


682A Notice of Civil Offense Summary None 


683 Vehicle Crash Report Log 12.225 


685 Report of Investigation None 


687 Auto Fatality Report 17.100 


689 Abandoned Building Status Report None 


690 Visitors Log Sheet 12.021 


700 Special Event Permit Application Form 12.125 


710 Application for Special Parade Permit 12.125 


720 Application for Street Blocking Permit 12.125 


740 Parking Restriction Request 12.215 


MVR1 In-Car Camera/Video Tape Log 12.537 


MVR2 In-Car Camera/Spare Tape Log 12.537 


MVR3 MVR Tape Custody Log 12.537 
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BMV-2255 Administrative License Suspension 12.235 


 ALI Discrepancy None 


 Application for Neighborhood Watch Signs None 


 Assignment Report Changes None 


 Auction Records 17.100 


 Blockwatcher Cards None 


 Blotter 17.100 


 Budget Working Papers 17.100 


 Bureau of Criminal Identification (BCI) 12.131 
 Civilian Identification Ten Print Card 


 Bureau of Motor Vehicles Envelope None 


 Burglary Prevention Check List None 


 Card Request Form None 


 Cars Cleared None 


 Cartridge Envelope None 


 CHRC Suspected Hate Crime Incident None 


 Referral 


 Changes to Assignment Report None 


 Cincinnati CAD System Defect Report None 


 
Cincinnati Parking Infraction (CPI) 12.215 
  12.245 
  12.250 
  12.251 
  12.270 
  12.520 
  12.900 
  17.100 
  19.150 


 Cincinnati Police Line Up None 


 CINSITE Command Review None 


 Citizen Complaints Posters None 


 Citizen Complaint Form Check List for Libraries None 
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 City Letterhead Correspondence 17.100 
 Civilian Observer Badge 


 Classified Expense Report 17.100 


 Classified Revenue Report 17.100 


 Code Sheet for NIBRS Forms 


 Communication Incident History Fiche 17.100 


 Completion of 3 Month Training Session 


 Confiscated Property Notice 


 Contracts for Leased Vehicles None 


 Court Control Log Sheet 17.100 


BMV-2270 Court Issued Immobilization Notices 12.270 


 Criminal Information Jacket 17.100 


 Daily Lineup 12.000 


 Daily Observation Report 


 Daily Radio Inventory Sheets 17.100 


 Daily Worksheet (TCRU) None 


 Damage Claims None 


 Destruction Records 17.100 


 Detailed Entry Report 17.100 


 Discretionary Car Report 17.100 


 Dispatcher Training and Evaluation None 


 Program Daily Observation Report 


 Domestic Violence Report, State of Ohio (BCI-18) 17.100 


 EEO/AAP Employee Relations Complaint Form None 


 Encumbrance Report Program 17.100 


 Evidence Submission Form 12.720 


 Excessive Sound from a Motor Vehicle 
 Ordinance Tracking Sheet 


 Expense Distribution Process/Report 17.100 


 Financial Responsibility Proof None 


 Front Yard Stickers 
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 Gang Hotline Complaint Form 


 Personal Information 


 Grant Forms 17.100 


 Gun Envelope None 


 Hamilton County Coroner's Evidence 12.235 


 Submission Form 


 Hamilton County Morgue/University 17.100 


 Hospital Receipt 


 Hit Skip Auto Accident Letter None 


 In Case of Holdup None 


 Hold Up Information Sheet None 


 Intelligence Reports 17.100 


 Investigative Unit Key Book 17.100 


BMV-3608 Items Confiscated/Impounded by Law None 
 Enforcement for Return to BMV 


 Leasing Agreement Documents 17.100 


 Liquor Jackets 12.130 
  17.100 


 Master Log Book 12.715 
  17.100 


 Media Teletype 17.100 
  18.120 


 Mobile Command Center Telephone Record 12.171 


RCIC-MOV Modus Operandi Supplementary Report 12.380 


 Monthly Substation Inspection Check List None 


 Motion for Continuance 17.100 


BMV-3303 State of Ohio Motor Vehicle Crash Report 12.035 


 Notice of Vehicle Impoundment 12.270 


 Notice to Lien Holder or Owner of None 


 Impounded Vehicle 
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 Officer's Ledger of Violation (CTT, MUTT and NTA) 12.215 
  12.240 
  12.555 
  17.100 


 Ohio (Multi-Count) Uniform Traffic Ticket (MUTT) 12.215 
  12.230 
  12.235 
  12.240 
  12.245 
  12.250 
  12.270 
  12.900 
  17.100 
  19.105 


 Payroll Attendance Record 17.100 


 Payroll Processing/Gross Pay Register 17.100 


 Affidavit for Installation of a Pen 
 Register Device & Trap and Trace 


 Application for Installation of a Pen 
 Device & Trap and Trace 


 Entry for Installation of a Pen Register 
 Device & Trap and Trace 


 Personnel Bulletins 17.100 


 Personnel Distribution List 17.100 


 Planning Section Commander Request Form None 


 Police Clergy Roster and SOP 17.100 
  18.106 


 Police Communications Section Headset None 
 Service Record 


CinCom RR-1 Police Communications Section Records Request 


CinCom RL-1 Police Communications Section Form 


 Police Communications Section Report None 


 Police Notification 12.130 


 Police Vehicle Damage Record 12.035 


 Private Police Application 


 Large and Small Property Bags 
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 Pursuit of Criminal Funds 12.620 
  17.100 


 Radio Log Sheet 17.100 


 Recommendation for Salary Step-up 17.100 


 Registered Mail Receipt 17.100 


BMV-2308 Request for Driver License Examination None 
 or Recertification 


 Report of Favorable Police Conduct Cards None 


 Request for Paid Overtime None 


 Robbery Key Book None 


 Robbery Task Force Cars Cleared Report None 


 Salary Step-up 17.100 


 School Crossing Guard Information None 


 Send Police Sticker None 


 Seniority List 17.100 


 Separations 17.100 
  19.150 


 Service Feedback Cards None 


 Situational Occurrences Notification 
 List Police Shootings  


 Civil Disturbance Notification List 12.170 


HP 3A State Highway Patrol Aircraft Accident Record 12.145 


HP 70 State Highway Patrol Investigative Field Sketch 12.145 


 State of Ohio Intoxilyzer Log Book 12.235 


HEA 2652 State of Ohio Intoxilyzer Test Report 12.235 


 State of Ohio Test Card Record 12.235 


 Subpoena Book 12.810 


  17.100 


 Vice Statistics Report for the Month of None 


 Visitor Pass 12.021 
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Form   Procedure 
Number Form Title References 
 
 Teletype 14.115 
  17.100 


 Timebook 17.100 


 Traffic Warning Record None 


 Unit Property Book 12.710 


  17.100 


 Vehicle Jackets 12.030 


  17.100 


 Vice Statistics Report for the Month of None 


 Visitor Pass 12.021 


 Warrant Book 17.100 


 Warrant Recalls 17.100 


 Warrant Unit Hold Card 12.260 
  12.900 
  17.100 


 Request for Family/Medical Leave 
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16.105 CORRECTION OF ERRORS ON DEPARTMENT PAY 
CHECKS 
 


Procedure: 
 


A. Errors on paychecks 
 


1. When the figures regarding time, overtime, court time, sick and 
vacation on the check stub do not agree with what the individual 
employee believes to be correct, the following steps will be taken: 


 
a. Unit records will be checked to make sure correct information 


was submitted.  All time records are unit based and must be 
submitted from the unit to be entered on the payroll register. 


 
b. If the unit records indicate that the information was recorded and 


forwarded correctly, the employee's supervisor will be so 
advised. 
 


2. A Form 17 will be prepared to the bureau commander from the section 
or district commander, giving the name, rank, assignment, employee 
number, and a resume of the problem.  A notation will also be 
included that unit records were checked and are correct. 


 
3. The bureau commander will review and forward the complaint to the 


Fiscal and Budget Section through the Resource Bureau. 
 


4. The Fiscal and Budget Section will investigate and correct any error 
detected. 


 
a. The complainant will be contacted by telephone explaining the 


action taken. 
 


b. A copy of the Correction Form (changes to vacation, sick leave, 
and leave without pay), if needed, will be sent to the individual 
through channels. 


 
c. Individuals will not call the Fiscal and Budget Section directly, as 


it will slow the process. 
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12.826 PROCESSING PAYROLL/TIMEKEEPING 
 


Reference: 
 


Cincinnati Municipal Code Chapter 308 - Employment Regulations 
Procedure 12.815 - Court Appearance 
Procedure 12.820 - Compensation for Court Attendance and Hearings 
Procedure 12.825 - Compensatory Time and Paid Overtime 
Procedure 16.130 - Non-sworn Employee's Daily Time Forms 
Procedure 19.140 - Outside Employment 
FOP/City Labor Agreement 
AFSCME/City Labor Agreement 
Cincinnati Police Department Payroll Storage System User Manual (User Manual) 


 
Purpose: 
 
Provide guidelines to instruct personnel in the use of the Department's payroll 
database storage system. 


 
Facilitate the entry and tracking of payroll and compensatory time. 


 
Administer and process compensatory time as outlined in Procedure 12.825, 
Compensatory Time and Paid Overtime. 


 
Policy: 


 
Record all compensatory time earned and used as outlined in the User Manual. 


 
Procedure: 


 
A. Security 


 
1. Information Technology Management Section (ITMS) is responsible 


for the integrity and security of the payroll database storage system. 
 
a. ITMS will assign timekeepers a user login ID and a password to 


access the payroll database. 
 


1) A timekeeper’s password and login ID will be changed 
when directed by district/section/unit commanders. ITMS 
will make the change according to its standard operating 
procedure (SOP). 


 
B. Entering Data 


 
1. Timekeepers will enter data from approved Forms 25S, Application for 


Leave of Absence, and Forms 68P, Overtime and Court Appearance 
Report, into the payroll database storage system as directed by the 
User Manual. 
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C. Reports 


 
1. During the first pay period of each year, Personnel/Finance 


Management Section will distribute a list of reporting periods and due 
dates for completing the Payroll Attendance Report (PAR). 
 


2. For each reporting period, timekeepers will: 
 


a. Prepare, in duplicate, a bi-weekly computerized PAR using the 
payroll database storage system. 


 
b. Fax a copy of the PAR to Fiscal and Budget Section by 1600 


hours on the Monday following the end of the payroll period.  
 


c. Send the original PAR to Fiscal and Budget Section. 
 


d. File a copy of the Payroll Attendance Report (PAR). 
 


3. If the Monday following the end of the payroll period falls on a holiday, 
the fax copy of the PAR is due to Personnel/Finance Management 
Section no later than 1000 hours the following day. 
 
a. If an error is found once the PAR is submitted, prepare a Form 


17 requesting a payroll correction. 
 


4. Every reporting unit will complete and file a bi-weekly Form 435, Paid 
Overtime Report, for increment overtime, court overtime, police 
visibility overtime (PVO), recalls, and Special Weapons and Tactics 
recalls. 


 
a. District/section/unit commanders will review the Form 435 and 


forward it to Personnel/Finance Management Section. 
 


5. Detail Coordination Unit (DCU) is responsible for contingency 
overtime details other than PVO and will complete a Form 435. 


 
a. Officers working a contingency overtime detail handled by DCU 


will submit a Form 68P to their unit timekeeper for data entry and 
fax a copy of the Form 68P to DCU. 
 


D. Compensatory Time Balances 
 


1. Every reporting unit will prepare and file a bi-weekly Compensatory 
Time Balances Report for each payroll period. 


 
a. Balance the unit’s Compensatory Time Balances Report with the 


City’s Leave Balances Report. 
 


1) If the time sheets do not balance, prepare a Form 17 to 
explain and correct any discrepancies.   
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2. Post a copy of the City’s Leave Balances Report to be used as a 
reference by supervisors and personnel when granting and requesting 
time off.  


 
a. Upon an individual’s transfer, the unit's timekeeper will print out 


and file in the individual's payroll folder a current Compensatory 
Time Balances Report. 
 


3. Personnel/Finance Management Section is responsible for the 
following reports 


 
a. Selling of compensatory/holiday time 
 


1) Personnel selling compensatory or holiday time must 
complete a Form 25S in addition to signing the computer 
printed form listing the number of hours and specifying 
either compensatory or holiday time. 


 
b. Selling of sick time 
 


1) Personnel selling sick time must sign a preprinted Form 17 
authorizing the deduction of sick time. 


 
c. Shift differential hours reported in November for payment in 


December. 
 


d. Surveillance Allowance Report sent in January 
 


E. Backup of Data 
 


1. ITMS will backup payroll storage system data on a daily basis per its 
SOP.  
 


2. ITMS will rotate payroll storage system data to an off site storage 
facility on a weekly basis per its SOP. 
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16.110 PERSONNEL ACCOUNTING AND DISTRIBUTION 
 
Reference: 


 
Cincinnati Police Department Payroll Storage System User Manual 
 
Purpose: 


 
Provide a system of personnel accounting and distribution. 


 
Establish a procedure for the distribution of reports concerning shift assignments 
and off-day group assignments. 


 
Procedure: 


 
A. Assignment Report Changes  


 
1. All district/section/unit commanders will submit an Assignment Report 


Changes (Form 17) every 28 days.  This report is due on the 
Thursday before the effective date.  Personnel Section will publish a 
list of the “effective dates” by December of each year. 


 
a. The Assignment Report Changes will reflect the following 


information as of the effective date: 
 


1) Changes in shift and/or off-day group assignments. 
 


2) Personnel separated or transferred (note date and reason, 
e.g., retired, transferred out, etc.). 


 
3) List total number of personnel by rank (sworn and non-


sworn) for each district/section/unit. 
 


b. If no changes are made, indicate in writing “NO CHANGES.” 
 


B. Police Department Assignment Report 
 


1. Personnel Section will maintain control of Police Department 
Assignment Reports. 


 
a. Changes to the master copy of the Police Department 


Assignment Report are made based upon the information 
received from the Assignment Report Changes, Form 17. 


 
b.  By the Thursday following the effective date, Personnel Section 


will distribute the revised report to all affected 
districts/sections/units. 


 
c. Personnel Section will maintain current information from the 


Assignment Report in the Regional Computer Center (RCC) 
CLEAR badge file.  This will ensure Department personnel 
receive court notifies at their unit of assignment.   
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1) Personnel Section will forward the Assignment Report to 
the Crime Analysis Squad. The Crime Analysis Squad will 
perform an upload of the Assignment Report to RCC 
through the File Transfer Protocol (FTP) Connection. 


 
C. Time Book Symbols 
 


1. Use the following symbols when marking Time Books: 
 


CTO - Compensatory Time Other  
CTT - Fair Labor Standards Act (FLSA) time 
HOL - Holiday sworn and non-sworn 
VAC - Vacation 
BDY - Birthday 
ADM - Administrative Leave 
SWP - Sick With Pay 
SAD - Sick Pay Death 
SPF - Sick Pay Family 
SPM - Sick Pay Maternity 
SUI - Sick Use Incentive (Div. 1) 
SWO - Sick Without Pay 
IUF - Injured With Pay sworn 
INU - Injured With Pay non-sworn 
SPI - Sick Pay Injury 
FSK - Family Medical Leave Act (FMLA) Sick 
FHL - FMLA HOL 
FVC - FMLA VAC 
FIU - FMLA IUF sworn 
FIN - FMLA INU non-sworn 
FAM - FMLA Without Pay 
MTL - Military Duty With Pay 
MWO - Military Duty Without Pay 
LWP - Leave Without Pay 
AWL - Absent Without Leave 
SUS - Suspension Without Pay 
DNT - Donated Time 
MDL - Medical Dental Leave 
UNN - Union Release Time 
JUR - Jury Duty 
LLT - Legal Liability Time 
PWP - Personal With Pay 
TDY - Tardy 
LTD - Light Duty – Work Related 
LDN - Light Duty – Non-work Related 
D   - Detailed 
O   - Off Day 
|   - Day Worked 
TRN - Training 


 
2.   Place a copy of these symbols in the front of the Time Book as a 


reference. 
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16.110 PERSONNEL ACCOUNTING AND DISTRIBUTION 


References: 


Procedure 12.005, Assignment of Department Car Numbers 
Cincinnati Police Department Payroll Storage System User Manual 


Purpose: 


Provide a system of personnel accounting and distribution. 


Establish a procedure for revising and distributing reports concerning shift assignments 
and off-day group assignments. 


Procedure: 


A. Assignment Report Changes  


1. All district/section/unit commanders will ensure Assignment Report changes 
are submitted to Personnel Management every 28 days.  These changes are 
due on the Thursday before the effective date.  Personnel Management will 
publish a list of the “effective dates” by December of each year. 


a. The Assignment Report changes will reflect the following information as 
of the effective date: 


1) Change in shift and/or work hours. 


2) Change in off-day group assignments. 


3) Change in permanent car number (if applicable). 


4) Personnel separated, transferred, or newly assigned.  Note the 
date and reason (e.g., retired, transferred, etc.). 


5) Update total number of personnel by rank (sworn and non-sworn) 
for each district/section/unit. 


b. The timekeeper or designated officer responsible to submit the 
Assignment Report changes will use the following process: 


1) Prior to the due date, print a copy of the most recent Assignment 
Report for the district/section/unit. 


2) Review the district/section/unit time book for any changes in 
personnel, shift, work hours or off-day groups. 


3) Put a single line through any incorrect information on the 
Assignment Report and write the correct information next to it. 


a) Do not “white out” or obscure information.  Personnel 
Management must be able to read what was changed. 


c. If no changes are made, indicate in writing “NO CHANGES.” 
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B. Police Department Assignment Report 


1. Personnel Management will maintain control of Police Department 
Assignment Reports. 


a. Changes to the master copy of the Police Department Assignment 
Report are made based upon the information received each month 
from the district/section/unit designee. 


b. By the Thursday following the effective date, Personnel Management 
will distribute the revised report to all affected districts/sections/units. 


c. Personnel Management will maintain current information from the 
Assignment Report in the Court Management System (CMS) and 
Employee Tracking Solution (ETS).  This will ensure Department 
personnel receive court notifies at their unit of assignment.   


1) Personnel Management will forward the Assignment Report to 
Technology & Systems, who will upload it to the Department 
Intranet. 


C. Time Book Symbols 


1. Use the following symbols when marking Time Books: 


D     - Detailed 
O     - Off Day 
 |      - Day Worked 
TRN - Training 
CTO - Compensatory Time Other  
CTT - Fair Labor Standards Act (FLSA) time 
HOL - Holiday (sworn and non-sworn) 
VAC - Vacation 
BDY - Birthday 
ADM - Administrative Leave 
SWP - Sick With Pay 
SAD - Sick Pay Death 
SPF - Sick Pay Family 
SPM - Sick Pay Maternity 
SUI - Sick Use Incentive (Division 1) 
SWO - Sick Without Pay 
IUF - Injured With Pay sworn 
INU - Injured With Pay non-sworn 
SPI - Sick Pay Injury 
FSK - Family Medical Leave Act (FMLA) Sick 
FHL - FMLA HOL 
FVC - FMLA VAC 
FIU - FMLA IUF sworn 
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FIN - FMLA INU non-sworn 
FAM - FMLA Without Pay 
MTL - Military Duty With Pay 
MWO - Military Duty Without Pay 
LWP - Leave Without Pay 
AWL - Absent Without Leave 
SUS - Suspension Without Pay 
DNT - Donated Time 
MDL - Medical Dental Leave 
UNN - Union Release Time 
JUR - Jury Duty 
LLT - Legal Liability Time 
PDY - Personal With Pay 
TDY - Tardy 
LTD - Light Duty (Work Related) 
LDN - Light Duty (Non-work Related) 


2. Place a copy of these symbols in the front of the Time Book as a reference. 








12.005 


New 09/01/16 1 


12.005 ASSIGNMENT OF DEPARTMENT CAR NUMBERS 


Reference: 


Procedure 12.100, Dispatching and Use of Radios and Mobile Data Computers (MDCs) 
Procedure 12.165, Emergency and Test Recalls 
Procedure 12.170, Civil Disturbance Operation Procedure 
Procedure 16.110, Personnel Accounting and Distribution 


Purpose: 


To improve efficiency and officer safety by assigning specific car numbers for use by 
department bureaus, sections, districts and units. 


Policy: 


Car numbers are assigned by the Emergency Communications Section (ECS) 
commander or their designee, by bureaus.  When a Bureau Commander changes 
bureau assignments, they will inherit the car number of the new bureau where they are 
assigned.  All districts/sections/units will use only the car numbers designated to their 
specific district/section/unit as provided in this procedure. 


Procedure: 


A. Assignment of Car Numbers 


1. New units and/or established district/section/units, in need of assigned or 
additional car numbers, must submit a Form 17 request through the chain of 
command to the ECS Commander. 


a. The request must include the reason additional car numbers are 
needed and the date they are required by. 


b. Upon approval of the Police Chief, the ECS designee will provide the 
requesting district/section/unit with additional car numbers. 


1) The ECS designee will notify Planning Unit when additional car 
numbers must be added to this procedure. 


B. Designated Police Department Car Numbers 


1. Chief’s Office 


Position Car Number(s) / Information 
Police Chief 1  
Adjutant 100  
FOP President 160 / 169 (Supv. – 160; PO/PS – 169)  
City Hall Safety Liaison 170  
External Projects Coord. 101  
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2. Administration Bureau 


Position Car Number(s) / Information 
Lieutenant Colonel 2  
Admin. Lieutenant 200  
Admin. Sergeant 220  


Emergency Communications Section (ECS) 
Captain 92  
Lieutenant 900  
Sergeant 910/ 920/ 930/ 940/ 950/ 960/ 970 
PO/ PS/ Civilian 901-909/ 911-919/ 921-929/ 931-939/ 941-949/ 


951-959/ 961-969/ 971-979 
TCRU Sergeant 980/ 990  
TCRU PO/PS/Civilian 981-989/ 991-999 


Technology & Systems 
Lieutenant 500  
Sergeant 510/ 520/ 530/ 540/ 550/ 560/ 570/ 580/ 590 
PO/ PS/ Civilian 501-509/ 511-519/ 521-529/ 531-539/ 541-549/ 


551-559/ 561-569/ 571-579/ 581-589/ 591-599 
Internal Investigations Unit 


Captain 62  
Lieutenant 600  
Sergeant 610/ 620/ 630/ 640/ 650/ 660/ 670/ 680/ 690 
PO/ PS/ Civilian 601-609/ 611-619/ 621-629/ 631-639/ 641-649/ 


651-659/ 661-669/ 671-679/ 681-689/ 691-699 
Community Relations Unit / PIO 


Captain 32  
Lieutenant 300  
Sergeant 310/ 320/ 330/ 340/ 350/ 360/ 370/ 380/ 390 
PO/ PS/ Civilian 301-309/ 311-319/ 321-329/ 331-339/ 341-349/ 


351-359/ 361-369/371-379/381-389/ 391-399 
Special Events Unit 


Lieutenant 6400  
Sergeant 6410/ 6420/ 6430/ 6440/ 6450/ 6460/ 6470/ 6480/ 


6490 
PO / PS / Civilian 6401-6409/ 6411-6419/ 6421-6429/ 6431-6439/ 


6441-6449/ 6451-6459/ 6461-6469/ 6471-6479/ 
6481-6489/ 6491-6499 


Details – All Special Events Unit (SEU) details will be assigned car numbers 
by the SEU Detail Coordinator, using the following series: 


6500 / 6600/ 6700/ 6800/ 6900 
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3. Support Bureau 


Position Car Number(s) / Information 
Lieutenant Colonel 3  
Admin. Sergeant 230  


Strategic Planning Section 
Captain 83  


Planning Unit   
Lieutenant 700  
Sergeant 710/ 720/ 730/ 740/ 750/ 760/ 770/ 780/ 790 
PO/ PS/ Civilian 701-709/ 711-719/ 721-729/ 731-739/ 741-749/ 


751-759/ 761-769/ 771-779/ 781-789/ 791-799 
Inspections Unit   
Lieutenant 800  
Sergeant 810/ 820/ 830/ 840/ 850/ 860 
PO/ PS/ Civilian 801-809/ 811-819/ 821-829/ 831-839/ 841-849/ 


851-859/ 861-869 
Court Control Sergeant 870  


- CC PO/ PS/ Civilian 871-879  
Detail Coord. Sergeant 880/ 890  


- DC PO/ PS/ Civilian 881-889/ 891-899 


Training and Development Section 
Captain 43  
Lieutenant 400  
Police Academy  
Sergeant 410/ 420/ 430/ 440/ 450/ 460 
PO/ PS/ Civilian 401-409/ 411-419/ 421-429/ 431-439/ 441-449/ 


451-459/ 461-469 
Target Range   
Sergeant 470  
PO/ PS/ Civilian 471-479  


Logistics Section 
Captain 13  
Recruitment & Background  
Sergeant 480/ 490  
PO/ PS/ Civilian 481-489/ 491-499  
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4. Patrol Bureau 


Position Car Number(s) / Information 
Lieutenant Colonel 4  
Admin. Sergeant 240  


District One 
Captain 10  
Admin. Sergeant 1010  
Admin. PO/PS 1011 – 1019  
Relief Lieutenants 1100 1st Relief 
 1200 2nd Relief 
 1300 3rd Relief 
Relief Sergeants 1110/ 1120/ 1130/ 


1140/ 1150/ 1160/ 
1170/ 1190 


1st Relief 


 1180 1st Relief Bike Sgt 
 1210/ 1220/ 1230/ 


1240/ 1250/ 1260/ 
1270/ 1290 


2nd Relief 


 1280 2nd Relief Bike Sgt 
 1310/ 1320/ 1330/ 


1340/ 1350/ 1360/ 
1370/ 1390 


3rd Relief 


 1380 3rd Relief Bike Sgt 
Relief PO / PS 1111 – 1119 1st Relief, Beat 1 
 1121 – 1129 1st Relief, Beat 2 
 1131 – 1139 1st Relief, Beat 3 
 1171 – 1179 1st Relief, Traffic  
 1181 – 1189 1st Relief, Bike 
 1191 – 1199 1st Relief, Non-dispatchable 
 1211 – 1219 2nd Relief, Beat 1 
 1221 – 1229 2nd Relief, Beat 2 
 1231 – 1239 2nd Relief, Beat 3 
 1271 – 1279 2nd Relief, Traffic 
 1281 – 1289 2nd Relief, Bike 
 1291 – 1299 2nd Relief, Non-dispatchable 
 1311 – 1319 3rd Relief, Beat 1 
 1321 – 1329 3rd Relief, Beat 2 
 1331 – 1339 3rd Relief, Beat 3 
 1371 – 1379 3rd Relief, Traffic 
 1381 – 1389 3rd Relief, Bike 
 1391 – 1399 3rd Relief, Non-dispatchable 
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District One (cont.) 


Position Car Number(s) / Information 
Investigative Unit   
Lieutenant 1500  
Sergeant 1510  
PO / PS 1511 – 1519 Beat 1 
 1521 – 1529 Beat 2 
 1531 – 1539 Beat 3 
 1571 – 1579 Auto Theft Inv.  
 1581 – 1589 Domestic Violence Inv. 
 1591 – 1595 Felony Inv. 
 1596 – 1599 Misdemeanor Inv. 
 1501 – 1509 Administrative 
Violent Crimes Squad   
Sergeant 1060 Daytime, Plainclothes 
 1070 Nighttime, Plainclothes 
 1080 Uniform (any time of day) 
PO / PS 1061 – 1069 Daytime, Plainclothes 
 1071 – 1079 Nighttime, Plainclothes 
 1081 – 1089 Uniform (any time of day) 
Neighborhood Liaison Unit  
Sergeant 1610  
PO / PS 1611 - 1619 Beat 1 
 1621 – 1629 Beat 2 
 1631 – 1639 Beat 3 
 1601 – 1609 Administrative 
Police Visibility Overtime (PVO)  
Lieutenant 1800  
Sergeant 1810/ 1820/ 1830 Beat 1/ 2/ 3 
PO / PS 1811 – 1819 Beat 1 
 1821 – 1829 Beat 2 
 1831 – 1839 Beat 3 
District Details   
Lieutenant 1900  
Sergeant 1910/ 1920/ 1930/ 1940/ 1950/ 1960/ 1970/ 1980/ 


1990 
PO / PS 1901-1909/ 1911-1919/ 1921-1929/ 1931-1939/ 


1941-1949/ 1951-1959/ 1961-1969/ 1971-1979/ 
1981-1989/ 1991-1999 
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District Two 


Position Car Number(s) / Information 
Captain 20  
Admin. Sergeant 2010  
Admin. PO/PS 2011 – 2019  
Relief Lieutenants 2100 1st Relief 
 2200 2nd Relief 
 2300 3rd Relief 
Relief Sergeants 2110/ 2120/ 2130/ 


2140/ 2150/ 2160/ 
2170/ 2190 


1st Relief 


 2180 1st Relief Bike Sgt 
 2210/ 2220/ 2230/ 


2240/ 2250/ 2260/ 
2270/ 2290 


2nd Relief 


 2280 2nd Relief Bike Sgt 
 2310/ 2320/ 2330/ 


2340/ 2350/ 2360/ 
2370/ 2390 


3rd Relief 


 2380 3rd Relief Bike Sgt 
Relief PO / PS 2111 – 2119 1st Relief, Beat 1 
 2121 – 2129 1st Relief, Beat 2 
 2131 – 2139 1st Relief, Beat 3 
 2141 – 2149 1st Relief, Beat 4 
 2171 – 2179 1st Relief, Traffic  
 2181 – 2189 1st Relief, Bike 
 2191 – 2199 1st Relief, Non-dispatchable 
 2211 – 2219 2nd Relief, Beat 1 
 2221 – 2229 2nd Relief, Beat 2 
 2231 – 2239 2nd Relief, Beat 3 
 2241 – 2249 2nd Relief, Beat 4 
 2271 – 2279 2nd Relief, Traffic 
 2281 – 2289 2nd Relief, Bike 
 2291 – 2299 2nd Relief, Non-dispatchable 
 2311 – 2319 3rd Relief, Beat 1 
 2321 – 2329 3rd Relief, Beat 2 
 2331 – 2239 3rd Relief, Beat 3 
 2241 – 2249 3rd Relief, Beat 4 
 2371 – 2379 3rd Relief, Traffic 
 2381 – 2389 3rd Relief, Bike 
 2391 – 2399 3rd Relief, Non-dispatchable 
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District Two (cont.) 


Position Car Number(s) / Information 
Investigative Unit   
Lieutenant 2500  
Sergeant 2510  
PO / PS 2511 – 2519 Beat 1 
 2521 – 2529 Beat 2 
 2531 – 2539 Beat 3 
 2541 – 2549 Beat 4 
 2571 – 2579 Auto Theft Inv.  
 2581 – 2589 Domestic Violence Inv. 
 2591 – 2595 Felony Inv. 
 2596 – 2599 Misdemeanor Inv. 
 2501 – 2509 Administrative 
Violent Crimes Squad   
Sergeant 2060 Daytime, Plainclothes 
 2070 Nighttime, Plainclothes 
 2080 Uniform (any time of day) 
PO / PS 2061 – 2069 Daytime, Plainclothes 
 2071 – 2079 Nighttime, Plainclothes 
 2081 – 2089 Uniform (any time of day) 
Neighborhood Liaison Unit  
Sergeant 2610  
PO / PS 2611 – 2619 Beat 1 
 2621 – 2629 Beat 2 
 2631 – 2639 Beat 3 
 2641 – 2649 Beat 4 
 2601 – 2609 Administrative 
Police Visibility Overtime (PVO)  
Lieutenant 2800  
Sergeant 2810/ 2820/ 2830/ 


2840 
Beat 1/ 2/ 3/ 4 


PO / PS 2811 – 2819 Beat 1 
 2821 – 2829 Beat 2 
 2831 – 2839 Beat 3 
 2841 – 2849 Beat 4 
District Details   
Lieutenant 2900  
Sergeant 2910/ 2920/ 2930/ 2940/ 2950/ 2960/ 2970/ 2980/ 


2990 
PO / PS 2901-2909/ 2911-2919/ 2921-2929/ 2931-2939/ 


2941-2949/ 2951-2959/ 2961-2969/ 2971-2979/ 
2981-2989/ 2991-2999 
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District Three 


Position Car Number(s) / Information 
Captain 30  
Admin. Sergeant 3010  
Admin. PO/PS 3011 – 3019  
Relief Lieutenants 3100 1st Relief 
 3200 2nd Relief 
 3300 3rd Relief 
Relief Sergeants 3110/ 3120/ 3130/ 


3140/ 3150/ 3160/ 
3170/ 3190 


1st Relief 


 3180 1st Relief Bike Sgt 
 3210/ 3220/ 3230/ 


3240/ 3250/ 3260/ 
3270/ 3290 


2nd Relief 


 3280 2nd Relief Bike Sgt 
 3310/ 3320/ 3330/ 


3340/ 3350/ 3360/ 
3370/ 3390 


3rd Relief 


 3380 3rd Relief Bike Sgt 
 3410/ 3420/ 3430/ 


3440/ 3450/ 3460/ 
3470/ 3490 


Power Shift 


 3480 Power Shift Bike Sgt 
Relief PO / PS 3111 – 3119 1st Relief, Beat 1 
 3121 – 3129 1st Relief, Beat 2 
 3131 – 3139 1st Relief, Beat 3 
 3141 – 3149 1st Relief, Beat 4 
 3151 – 3159 1st Relief, Beat 5 
 3171 – 3179 1st Relief, Traffic  
 3181 – 3189 1st Relief, Bike 
 3191 – 3199 1st Relief, Non-dispatchable 
 3211 – 3219 2nd Relief, Beat 1 
 3221 – 3229 2nd Relief, Beat 2 
 3231 – 3239 2nd Relief, Beat 3 
 3241 – 3249 2nd Relief, Beat 4 
 3251 – 3259  2nd Relief, Beat 5 
 3271 – 3279 2nd Relief, Traffic 
 3281 – 3289 2nd Relief, Bike 
 3291 – 3299 2nd Relief, Non-dispatchable 
 3311 – 3319 3rd Relief, Beat 1 
 3321 – 3329 3rd Relief, Beat 2 
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District Three (cont.) 


Position Car Number(s) / Information 
Relief PO / PS (cont.) 3331 – 3339 3rd Relief, Beat 3 
 3341 – 3349 3rd Relief, Beat 4 
 3351 – 3359 3rd Relief, Beat 5 
 3371 – 3379 3rd Relief, Traffic 
 3381 – 3389 3rd Relief, Bike 
 3391 – 3399 3rd Relief, Non-dispatchable 
 3411 – 3419 Power Shift, Beat 1 
 3421 – 3429 Power Shift, Beat 2 
 3431 – 3439 Power Shift, Beat 3 
 3441 – 3449 Power Shift, Beat 4 
 3451 – 3459 Power Shift, Beat 5 
 3471 – 3479 Power Shift, Traffic 
 3481 – 3489 Power Shift, Bike 


 3491 – 3499 Power Shift, Non-
dispatchable 


Investigative Unit   
Lieutenant 3500  
Sergeant 3510  
PO / PS 3511 – 3519 Beat 1 
 3521 – 3529 Beat 2 
 3531 – 3539 Beat 3 
 3541 – 3549 Beat 4 
 3551 – 3559 Beat 5 
 3571 – 3579 Auto Theft Inv.  
 3581 – 3589 Domestic Violence Inv. 
 3591 – 3595 Felony Inv. 
 3596 – 3599 Misdemeanor Inv. 
 3501 – 3509 Administrative 
Violent Crimes Squad   
Sergeant 3060 Daytime, Plainclothes 
 3070 Nighttime, Plainclothes 
 3080 Uniform (any time of day) 
PO / PS 3061 – 3069 Daytime, Plainclothes 
 3071 – 3079 Nighttime, Plainclothes 
 3081 – 3089 Uniform (any time of day) 
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District Three (cont.) 


Position Car Number(s) / Information 


Neighborhood Liaison Unit  
Sergeant 3610  
PO / PS 3611 – 3619 Beat 1 
 3621 – 3629 Beat 2 
 3631 – 3639 Beat 3 
 3641 – 3649 Beat 4 
 3651 – 3659 Beat 5 
 3601 – 3609 Administrative 
Police Visibility Overtime (PVO)  
Lieutenant 3800  
Sergeant 3810/ 3820/ 3830/ 


3840/ 3850 
Beat 1/ 2/ 3/ 4/ 5 


PO / PS 3811 – 3819 Beat 1 
 3821 – 3829 Beat 2 
 3831 – 3839 Beat 3 
 3841 – 3849 Beat 4 
 3851 – 3859  Beat 5 
District Details   
Lieutenant 3900  
Sergeant 3910/ 3920/ 3930/ 3940/ 3950/ 3960/ 3970/ 3980/ 


3990 
PO / PS 3901-3909/ 3911-3919/ 3921-3929/ 3931-3939/ 


3941-3949/ 3951-3959/ 3961-3969/ 3971-3979/ 
3981-3989/ 3991-3999 


  
District Four 


Position Car Number(s) / Information 
Captain 40  
Admin. Sergeant 4010  
Admin. PO/PS 4011 – 4019  
Relief Lieutenants 4100 1st Relief 
 4200 2nd Relief 
 4300 3rd Relief 
Relief Sergeants 4110/ 4120/ 4130/ 


4140/ 4150/ 4160/ 
4170/ 4190 


1st Relief 


 4180 1st Relief Bike Sgt 
 4210/ 4220/ 4230/ 


4240/ 4250/ 4260/ 
4270/ 4290 


2nd Relief 


 4280 2nd Relief Bike Sgt 
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District Four (cont.) 


Position Car Number(s) / Information 
Relief Sergeants (cont.) 4310/ 4320/ 4330/ 


4340/ 4350/ 4360/ 
4370/ 4390 


3rd Relief 


 4380 3rd Relief Bike Sgt 
Relief PO / PS 4111 – 4119 1st Relief, Beat 1 
 4121 – 4129 1st Relief, Beat 2 
 4131 – 4139 1st Relief, Beat 3 
 4141 – 4149 1st Relief, Beat 4 
 4151 – 4159 1st Relief, Beat 5 
 4161 – 4169  1st Relief, Beat 6 
 4171 – 4179 1st Relief, Traffic  
 4181 – 4189 1st Relief, Bike 
 4191 – 4199 1st Relief, Non-dispatchable 
 4211 – 4219 2nd Relief, Beat 1 
 4221 – 4229 2nd Relief, Beat 2 
 4231 – 4239 2nd Relief, Beat 3 
 4241 – 4249 2nd Relief, Beat 4 
 4251 – 4259  2nd Relief, Beat 5 
 4261 – 4269 2nd Relief, Beat 6 
 4271 – 4279 2nd Relief, Traffic 
 4281 – 4289 2nd Relief, Bike 
 4291 – 4299 2nd Relief, Non-dispatchable 
 4311 – 4319 3rd Relief, Beat 1 
 4321 – 4329 3rd Relief, Beat 2 
 4331 – 4339 3rd Relief, Beat 3 
 4341 – 4349 3rd Relief, Beat 4 
 4351 – 4359 3rd Relief, Beat 5 
 4361 – 4369 3rd Relief, Beat 6 
 4371 – 4379 3rd Relief, Traffic 
 4381 – 4389 3rd Relief, Bike 
 4391 – 4399 3rd Relief, Non-dispatchable 
Investigative Unit   
Lieutenant 4500  
Sergeant 4510  
PO / PS 4511 – 4519 Beat 1 
 4521 – 4529 Beat 2 
 4531 – 4539 Beat 3 
 4541 – 4549 Beat 4 
 4551 – 4559 Beat 5 


 4561 – 4569 Beat 6 
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District Four (cont.) 


Position Car Number(s) / Information 
Inv. PO/PS (cont.) 4571 – 4579 Auto Theft Inv.  
 4581 – 4589 Domestic Violence Inv. 
 4591 – 4595 Felony Inv. 
 4596 – 4599 Misdemeanor Inv. 
 4501 – 4509 Administrative 
Violent Crimes Squad   
Sergeant 4060 Daytime, Plainclothes 
 4070 Nighttime, Plainclothes 
 4080 Uniform (any time of day) 
PO / PS 4061 – 4069 Daytime, Plainclothes 
 4071 – 4079 Nighttime, Plainclothes 
 4081 – 4089 Uniform (any time of day) 
Neighborhood Liaison Unit  
Sergeant 4610  
PO / PS 4611 – 4619 Beat 1 
 4621 – 4629 Beat 2 
 4631 – 4639 Beat 3 
 4641 – 4649 Beat 4 
 4651 – 4659 Beat 5 
 4661 – 4669 Beat 6 
 4601 – 4609 Administrative 
Police Visibility Overtime (PVO)  
Lieutenant 4800  
Sergeant 4810/ 4820/ 4830/ 


4840/ 4850/ 4860 
Beat 1/ 2/ 3/ 4/ 5/ 6 


PO / PS 4811 – 4819 Beat 1 
 4821 – 4829 Beat 2 
 4831 – 4839 Beat 3 
 4841 – 4849 Beat 4 
 4851 – 4859 Beat 5 
 4861 – 4869  Beat 6 
District Details   
Lieutenant 4900  
Sergeant 4910/ 4920/ 4930/ 4940/ 4950/ 4960/ 4970/ 4980/ 


4990 
PO / PS 4901-4909/ 4911-4919/ 4921-4929/ 4931-4939/ 


4941-4949/ 4951-4959/ 4961-4969/ 4971-4979/ 
4981-4989/ 4991-4999 
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District Five 


Position Car Number(s) / Information 
Captain 50  
Admin. Sergeant 5010  
Admin. PO/PS 5011 – 5019  
Relief Lieutenants 5100 1st Relief 
 5200 2nd Relief 
 5300 3rd Relief 
Relief Sergeants 5110/ 5120/ 5130/ 


5140/ 5150/ 5160/ 
5170/ 5190 


1st Relief 


 5180 1st Relief Bike Sgt 
 5210/ 5220/ 5230/ 


5240/ 5250/ 5260/ 
5270/ 5290 


2nd Relief 


 5280 2nd Relief Bike Sgt 
 5310/ 5320/ 5330/ 


5340/ 5350/ 5360/ 
5370/ 5390 


3rd Relief 


 5380 3rd Relief Bike Sgt 
Relief PO / PS 5111 – 5119 1st Relief, Beat 1 
 5121 – 5129 1st Relief, Beat 2 
 5131 – 5139 1st Relief, Beat 3 
 5141 – 5149 1st Relief, Beat 4 
 5171 – 5179 1st Relief, Traffic  
 5181 – 5189 1st Relief, Bike 
 5191 – 5199 1st Relief, Non-dispatchable 
 5211 – 5219 2nd Relief, Beat 1 
 5221 – 5229 2nd Relief, Beat 2 
 5231 – 5239 2nd Relief, Beat 3 
 5241 – 5249 2nd Relief, Beat 4 
 5271 – 5279 2nd Relief, Traffic 
 5281 – 5289 2nd Relief, Bike 
 5291 – 5299 2nd Relief, Non-dispatchable 
 5311 – 5319 3rd Relief, Beat 1 
 5321 – 5329 3rd Relief, Beat 2 
 5331 – 5339 3rd Relief, Beat 3 
 5341 – 5349 3rd Relief, Beat 4 
 5371 – 5379 3rd Relief, Traffic 
 5381 – 5389 3rd Relief, Bike 
 5391 – 5399 3rd Relief, Non-dispatchable 
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District Five (cont.) 


Position Car Number(s) / Information 
Investigative Unit   
Lieutenant 5500  
Sergeant 5510  
PO / PS 5511 – 5519 Beat 1 
 5521 – 5529 Beat 2 
 5531 – 5539 Beat 3 
 5541 – 5549 Beat 4 
 5571 – 5579 Auto Theft Inv.  
 5581 – 5589 Domestic Violence Inv. 
 5591 – 5595 Felony Inv. 
 5596 – 5599 Misdemeanor Inv. 
 5501 – 5509 Administrative 
Violent Crimes Squad   
Sergeant 5060 Daytime, Plainclothes 
 5070 Nighttime, Plainclothes 
 5080 Uniform (any time of day) 
PO / PS 5061 – 5069 Daytime, Plainclothes 
 5071 – 5079 Nighttime, Plainclothes 
 5081 – 5089 Uniform (any time of day) 
Neighborhood Liaison Unit  
Sergeant 5610  
PO / PS 5611 – 5619 Beat 1 
 5621 – 5629 Beat 2 
 5631 – 5639 Beat 3 
 5641 – 5649 Beat 4 
 5601 – 5609 Administrative 
Police Visibility Overtime (PVO)  
Lieutenant 5800  
Sergeant 5810/ 5820/ 5830/ 


5840 
Beat 1/ 2/ 3/ 4 


PO / PS 5811 – 5819 Beat 1 
 5821 – 5829 Beat 2 
 5831 – 5839 Beat 3 
 5841 – 5849 Beat 4 
District Details   
Lieutenant 5900  
Sergeant 5910/ 5920/ 5930/ 5940/ 5950/ 5960/ 5970/ 5980/ 


5990 
PO / PS 5901-5909/ 5911-5919/ 5921-5929/ 5931-5939/ 


5941-5949/ 5951-5959/ 5961-5969/ 5971-5979/ 
5981-5989/ 5991-5999 
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Central Business Section 


Position Car Number(s) / Information 
Captain 60  
Admin. Sergeant 6010  
Admin. PO/PS 6001 – 6009  
Relief Lieutenants 6100 1st Relief 
 6200 2nd Relief 
 6300 3rd Relief 
Relief Sergeants 6110/ 6120/ 6130/ 


6140/ 6150/ 6170/ 
6190 


1st Relief 


 6160 1st Relief Segway Sgt 
 6180 1st Relief Bike Sgt 
 6210/ 6220/ 6230/ 


6240/ 6250/ 6270/ 
6290 


2nd Relief 


 6260 2nd Relief Segway Sgt 
 6280 2nd Relief Bike Sgt 
 6310/ 6320/ 6330/ 


6340/ 6350/ 6370/ 
6390 


3rd Relief 


 6360 3rd Relief Segway Sgt 
 6380 3rd Relief Bike Sgt 
Relief PO / PS 6111-6119/ 6121-6129/ 


6131-6139/ 6141-6149/ 
6151-6159  


1st Relief, Beat car 


 6161 – 6169 1st Relief, Segway  
 6171 – 6179 1st Relief, Traffic  
 6181 – 6189 1st Relief, Bike 
 6191 – 6199 1st Relief, Non-dispatchable 
 6211-6219/ 6221-6229/ 


6231-6239/ 6241-6249/ 
6251-6259 


2nd Relief, Beat car 


 6261 – 6269 2nd Relief, Segway 
 6271 – 6279 2nd Relief, Traffic 
 6281 – 6289 2nd Relief, Bike 
 6291 – 6299 2nd Relief, Non-dispatchable 
 6311-6319/ 6321-6329/ 


6331-6339/ 6341-6349/ 
6351-6359 


3rd Relief, Beat car 
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Central Business Section (cont.) 


Position Car Number(s) / Information 
Relief PO / PS (cont.) 6361 – 6369 3rd Relief, Segway 
 6371 – 6379 3rd Relief, Traffic 
 6381 – 6389 3rd Relief, Bike 
 6391 – 6399 3rd Relief, Non-dispatchable 
Investigators  6011 – 6019  Police Officer / Specialist 
Neighborhood Liaison 
Unit 


6021 – 6029  Police Officer / Specialist 


Police Visibility Overtime (PVO)  
Lieutenant 6000  
Sergeant 6060/ 6070/ 6080/ 6090 
PO / PS 6061-6069/ 6071-6079/ 6081-6089/ 6091-6099 
CBS Details  
Lieutenant 1700  
Sergeant 1710/ 1720/ 1730/ 1740/ 1750/ 1760/ 1770/ 1780/ 


1790 
PO / PS 1701-1709/ 1711-1719/ 1721-1729/ 1731-1739/ 


1741-1749/ 1751-1759/ 1761-1769/ 1771-1779/ 
1781-1789/ 1791-1799 


   


Special Services Section 


Position Car Number(s) / Information 
Captain 80  
SWAT & Tactical Coordination Unit 
Lieutenant 8900  
Sergeant 8910/ 8920/ 8930/ 8940/ 8950/ 8960/ 8970/ 8980/ 


8990 
PO / PS / Civilian 8901-8909/ 8911-8919/ 8921-8929/ 8931-8939/ 


8941-8949/ 8951-8959/ 8961-8969/ 8971-8979/ 
8981-8989/ 8991-8999 


Civil Disturbance Response Team 
Lieutenant 8800  
Sergeant 8810/ 8820/ 8830/ 8840/ 8850/ 8860/ 8870/ 8880/ 


8890 
PO / PS  8801-8809/ 8811-8819/ 8821-8829/ 8831-8839/ 


8841-8849/ 8851-8859/ 8861-8869/ 8871-8879/ 
8881-8889/ 8891-8899 
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Special Services Section (cont.) 


Position Car Number(s) / Information 


Traffic Unit   
Lieutenant 8200  
Sergeant 8210 1st Relief, Enforcement 
 8220 2nd Relief, Enforcement 
 8230 3rd Relief, Enforcement 
 8250 Early, Motorcycle 
 8260 Late, Motorcycle 
Admin. PO/ PS/ Civilian 8201 OVI / ALS Coordinator 
 8202 – 8209 Other Admin 
PO / PS 8211 – 8219 1st Relief, Enforcement 
 8221 – 8229 2nd Relief, Enforcement 
 8231 – 8239 3rd Relief, Enforcement 
 8251 – 8259 Early, Motorcycle 
 8261 – 8269 Late, Motorcycle 
OVI Detail 8270  Sergeant 
 8271 – 8279 PO / PS 
PVO Detail 8280 Sergeant 
 8281 – 8289 PO / PS 
Traffic Detail 8290 Sergeant 
 8291 – 8299 PO / PS 
Operational Support Unit 
Lieutenant 8300  
Admin. PO/ PS/ Civilian 8301 – 8309  
Sergeant 8310/ 8320/ 8330/ 8340/ 8350/ 8360 
PO / PS  8311-8319/ 8321-


8329/ 8331-8339 
Uniform 


 8341-8349/ 8351-
8359/ 8361-8369 


Plainclothes 


 8381 – 8389 Bike 
Canine Squad 
Lieutenant 8100  
Sergeant 8110/ 8120/ 8130/ 8140/ 8150/ 8160/ 8170/ 8180/ 


8190 
PO / PS 8101 – 8109 Patrol Team 
 8111-8119/ 8121-8129 Patrol/ Drug Team 
 8151 – 8159 Narcotics Team 
 8191 – 8199 EOD Team 
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Special Services Section (cont.) 


Position Car Number(s) / Information 


Youth Services Unit 
Lieutenant 8500  
Sergeant 8510/ 8520/ 8530/ 8540/ 8550/ 8560/ 8570/ 8580/ 


8590 
Admin. Civilian 8501 – 8509  
PO / PS 8511 – 8519 District 1 Schools 
 8521 – 8529 District 2 Schools 
 8531 – 8539 District 3 Schools 
 8541 – 8549 District 4 Schools 
 8551 – 8559 District 5 Schools 
PIVOT Unit 
Lieutenant 8400  
Admin. PO/ PS/ Civilian 8401 – 8409  
Sergeant 8410/ 8420/ 8430  Uniform 
 8440/ 8450/ 8460 Plainclothes 
 8480 Bike 
PO / PS  8411-8419/ 8421-


8429/ 8431-8439  
Uniform 


 8441-8449/ 8451-
8459/ 8461-8469 


Plainclothes 


 8481-8489 Bike 
Night Inspector 
Captain 70 / 90  
Lieutenant 1000/ 2000/ 3000/ 4000/ 5000 


 


5. Investigations Bureau 


Position Car Number(s) / Information 
Lieutenant Colonel 5  
Admin. Sergeant 250  


Criminal Investigations Section 
Captain 75  
Admin. Sergeant 7510  
Admin. PO/ PS/ Civilian 7501-7509/ 7511-7519 


CIS Desk 7511 1st Shift 
CIS Desk 7512 2nd Shift 
CIS Desk 7513 3rd Shift 


Crime Analyst 7514  
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Criminal Investigations Section (cont.) 


Position Car Number(s) / Information 


Homicide Unit   
Lieutenant 7200  
Sergeant 7210/ 7220/ 7230/ 7240/ 7250/ 7260/ 7270/ 7280/ 


7290 
PO / PS 7201-7209/ 7211-7219/ 7221-7229/ 7231-7239/ 


7241-7249/ 7251-7259/ 7261-7269/ 7271-7279/ 
7281-7289/ 7291-7299 


Criminalistics   
Lieutenant 7500  
Sergeant 7520/ 7530/ 7540/ 7550/ 7560/ 7570/ 7580/ 7590 
PO / PS 7521-7529/ 7531-7539/ 7541-7549/ 7551-7559/ 


7561-7569/ 7571-7579/ 7581-7589/ 7591-7599 
Major Offenders Unit   
Lieutenant 7300  
Admin. PO/ PS/ Civilian 7301 – 7309  
Sergeant 7310 Fugitive Apprehension 
 7320/ 7330 Financial Crimes 
 7340 Crime Stoppers 
 7350 Rapid Indictment 
 7360 RECI 
 7410/ 7420/ 7430/ 7440 Personal Crimes 
 7450 Polygraph 
PO / PS 7311 – 7319 Fugitive Apprehension 
 7321-7329/ 7331-7339 Financial Crimes 
 7341 – 7349 Crime Stoppers 
 7351 – 7359 Rapid Indictment 
 7361 – 7369 RECI 
 7401-7409/ 7411-7419/ 


7421-7429/ 7431-7439/ 
7441-7449 


Personal Crimes 


 7451 – 7459 Polygraph 
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Special Investigations Section 


Position Car Number(s) / Information 


Captain 78  
Admin. Sergeant 7810  
Admin. PO/ PS/ Civilian 7801 – 7809  
Narcotics Unit   
Lieutenant 7800  
Sergeant 7820/ 7830/ 7840/ 7850 Plainclothes 


 7860/ 7870 Uniform 
 7880 DEA Task Force 
 7890 Heroin Task Force 
PO / PS * 7811-7819/ 7821-7829/ 


7831-7839/ 7841-7849/ 
7851-7859 


Plainclothes 


7861-7869/ 7871-7879 Uniform 
 7881 – 7889 DEA Task Force 
 7891 – 7899 Heroin Task Force 


* Officers assigned to RENU officers will use the car number provided to them by the HCSO 


Vice Squad   
Lieutenant 7700  
Admin. PO/ PS 7701 – 7709  
Sergeant 7710/ 7720/ 7730/ 7740/ 


7750/ 7760/ 7770 
Plainclothes 


 7780/ 7790 Uniform 
PO / PS  7711-7719/ 7721-7729/ 


7731-7739/ 7741-7749/ 
7751-7759/ 7761-7769/ 
7771-7779 


Plainclothes 


 7781-7789/ 7791-7799 Uniform 
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Special Investigations Section (cont.) 


Position Car Number(s) / Information 


Intelligence Unit   
Lieutenant 7600  
Admin. PO/ PS 7601 – 7609  
Sergeant 7610/ 7620 Investigative Support 
 7630 Organized Crime – FBI / 


TEWG 
 7640 RTCC 
 7650/ 7660 Organized Crime – ATF 


 7670 ATF Federal Supv. 


PO / PS 7611-7619/ 7621-7629 Investigative Support 
 7631 – 7635 (FBI)     


7636 – 7639 (TEWG) 
Organized Crime – FBI / 
TEWG 


 7641 – 7649  RTCC 
 7651-7659/ 7661-7669 Organized Crime – ATF 


 7671 – 7679 ATF Federal Agents 


 HCSO car number RENU 
 


6. City Parking Facilities Division 


Position Car Number(s) / Information 
Supervisor 9610/ 9620/ 9630/ 9640/ 9650/ 9660/ 9670/ 9680/ 


9690 
Enforcement Officer 9601-9609/ 9611-9619/ 9621-9629/ 9631-9639/ 


9641-9649/ 9651-9659/ 9661-9669/ 9671-9679/ 
9681-9689/ 9691-9699 


 


7. University of Cincinnati (UC) 


a. UC officers will utilize car numbers 9000 through 9500, at the discretion 
of the UC Communications Supervisor. 


b. When a UC officer broadcasts on a CPD radio channel they will identify 
themselves as “UC Car _ _ _ _” (e.g., UC Car 9214). 
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12.010 ROLL CALL AND PERSONNEL INSPECTION 


References: 


Procedure 12.020, Uniforms, Related Equipment, and Personal Grooming 
Procedure 12.025, Authorized Weapons 
Manual of Rules and Regulations, 3.01A and B 


Purpose: 


To ensure all members of the Department are properly equipped, informed, and uniformly 
trained to perform their assigned duties. 


Policy: 


Uniformed sworn personnel will report for duty in a clean and pressed uniform with the 
proper attire and equipment.  Personnel will present a professional image at all times.  
Non-uniformed sworn personnel will report for duty in accordance with their 
bureau/section/unit’s standard operating procedure (SOP). 


Information: 


Slight procedural differences may be necessary in certain units; however the conduction 
of roll call and personnel inspection is to be performed uniformly throughout the 
Department.  Any variations in equipment or uniform parts may lead to confusion by the 
public and detract from an impressive, professional appearance. 


Procedure: 


A. Roll Call and Personnel Inspection 


1. All uniformed units will conduct daily roll call and personnel inspection in the 
following manner.  The inspecting supervisor will follow the commands in the 
order listed. 


a. "Fall In" 


1) Two or more ranks may be used, depending on the number of 
officers.  Ranks should be four feet apart when possible. 


b. "At Close Interval, Dress Right, Dress" 


1) When the officers have straightened the ranks and are properly 
aligned, the supervisor commands, "Ready, Front." 


c. "Secure Arms, Prepare for Inspection" 


1) Supervisors will carefully inspect the officers for appearance and 
proper equipment. 


d. “Remove Magazines” 


1) When the inspecting supervisor gives the command to remove 
magazines, the officer will: 
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a) Remove the magazine from the holstered pistol. 


b) Remove magazines from magazine pouch. 


c) Hold all magazines in the non-gun hand so the inspecting 
supervisor can verify they are each fully loaded with the correct 
amount of ammunition. 


e. "Raise Pistols" 


1) Officers must be facing and at least 15 feet from the designated safe 
wall. 


2) When the inspecting supervisor gives the command to raise pistols, 
the officer will: 


a) Draw the pistol from the holster. 


b) Raise the pistol with the muzzle straight up to the inspecting 
supervisor's eye level. 


c) As the inspecting supervisor approaches the officer's right, the 
officer will rotate the pistol, enabling the inspecting supervisor 
to view the chambered round through the weapon's ejection 
port. 


1] The supervisor will ensure the weapon is loaded. 


3) After inspection, the officer will lower his pistol and return it to the 
holster. 


f. "Replace Magazines" 


1) The officer will then reinsert the magazine into the holstered pistol. 


g. "Raise TASERS" 


1) When the inspecting supervisor gives the command to raise 
TASERS, the officer will: 


a) Draw the TASER from the holster. 


h. “Remove Cartridges” 


1) The officer will remove both cartridges from the TASER and hold 
them away from their TASER. 


a) The officer will check the battery life percentage on the Central 
Information Display (CID). 


1] If the percentage is less than 20%, the officer will notify a 
supervisor to have the Digital Power Magazine (DPM) 
battery replaced. 
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b) As the inspecting supervisor approaches, the officer will point 
the TASER in a safe direction, place the safety switch in the up 
(FIRE) position, pull the trigger and perform a “spark test” for 
five seconds. 


c) The supervisor will check for a rapid/visible spark between the 
electrodes. 


2) After inspection, the officer will place the safety switch in the down 
position (SAFE), replace both cartridges, re-holster and secure their 
TASER. 


3) If an unintentional discharge occurs during a spark test, or any other 
time, an immediate investigation must be conducted by the 
district/section/unit commander or their designee.  The designee 
must be a supervisor of equal or higher rank than the member who 
had the unintentional discharge.  A Form 17 will be forwarded to the 
Police Chief detailing a full account of the incident. 


a) The deployed cartridge will be disposed of unless otherwise 
directed by the district/section/unit commander. 


b) All documentation related to the incident will be retained at the 
district/section/unit of occurrence. 


i. A supervisor calls the roll from this position.  When an officer’s name is 
called, the officer will answer “Here Sir or Ma’am” and remain standing at 
attention. 


j. "Fall Out" 


1) At this time officers may be seated for the reading of roll call 
announcements. 


2. All non-uniform units will conduct supervisory inspections of personnel at the 
beginning of each tour of duty, as outlined in this procedure and according to 
their bureau's S.O.P. 


a. Supervisors will ensure non-uniform personnel have all required 
equipment. 


b. Non-uniform officers will conduct TASER spark tests before each tour of 
duty. 


3. Any police equipment found to be malfunctioning, (e.g. during roll call, routine 
daily activities or during a critical incident) will immediately be taken to the 
appropriate police unit for inspection.  If necessary, spare equipment will be 
issued to the officer. 


4. Roll Call will be conducted daily. 
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a. Items supervisors are to present to personnel at roll call are: 


1) Daily beat and vehicle assignments 


2) Recent crime and crime trends 


3) Wanted persons and vehicles 


4) Teletype messages 


5) Missing persons 


6) Persons hazardous to police 


7) Reminders for court notifies 


8) Information from previous shifts 


9) General information 


10) Review of Staff Notes, procedure changes and training 


B. Roll Call Training 


1. Supervisors will provide roll call training on a daily basis. 


a. The Police Academy will publish and distribute a monthly calendar with 
procedure reviews, scenario discussion training, video reviews and any 
other designated training. 


2. Supervisors will complete a Form 17 to the Police Academy indicating training 
has been conducted. 


a. The Form 17 will indicate the district, relief, date, name of the supervisor 
presenting training, the number of officers present and any additional 
comments regarding the training. 


3. The Form 17 will be reviewed and signed by the district/unit commander or 
designee and forwarded to the Police Academy by the 10th of the following 
month. 


4. Scenario books are maintained in each District. 


a. Scenarios used in roll call training are to be taken from the scenario book. 


b. An updated book will be maintained and new scenarios received are to be 
placed in the book according to their category. 


C. Dismissal and Inspection 


1. Upon shift change, a supervisor will confirm the status of all unit personnel for 
dismissal and clear them according to bureau S.O.P. 


a. The supervisor will ensure assigned personnel return all equipment (e.g. 
car keys, DVR mics, laser units, etc.) to the proper location at the end of 
their shift. 
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D. Weekly Inspections 


1. A supervisor will conduct a thorough weekly inspection of equipment assigned 
to officers in the unit.  The supervisor will ensure all equipment is authorized 
and in good condition.  This inspection will include but is not limited to the 
following items: 


a. All leather equipment:  belts, holster (and snaps), ammunition case, 
handcuff case, baton-holder, etc. 


b. Glove pouch with 2 pair of Nitrile exam gloves 


c. Firearm and ammunition 


2. Loading and unloading of firearms for inspection 


a. After all officers have been inspected and are still in roll call formation 
facing the safe wall; the inspecting supervisor will give the command for 
all officers remove the magazine from their holstered firearm. 


b. Individually, each officer will approach the inspecting supervisor: 


1) When directed, the officer will remove their firearm from its holster, 
keeping their finger outside of the trigger guard, and point it into the 
“clearing trap.” 


a) The clearing trap should be positioned in front of the safe wall 
with the opening facing the officer. 


2) While pointing the firearm into the clearing trap, the officer will pull 
the slide of the firearm to the rear, expelling the live round to the 
floor. 


a) The round will remain on the floor until the inspection of the 
firearm is completed. 


3) The officer will hand the firearm with the slide locked to the rear to 
the inspecting supervisor. 


c. Inspecting supervisor responsibilities: 


1) Ensure the firearm is empty and seat a modified magazine into the 
magazine well. 


a) Firearms Training Unit will provide specially modified 
magazines with the springs and followers removed to each 
facility. 


2) Allow the slide to go forward and point the firearm into the clearing 
trap.  Pull the trigger to check the functionality of the firearm. 
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3) After a successful trigger check, the supervisor will pull the slide 
back to engage the trigger again and insert a color-coded bullet 
blocker into the barrel of the gun.  The bullet blocker will either 
display “red”, indicating the firearm has an obstruction in the barrel, 
or “green”, indicating the firearm is unloaded. 


a) If the bullet blocker displays red, the supervisor will take 
necessary action to locate the obstruction in the firearm.  If 
unable to determine the problem, the firearm must be taken to 
the Target Range for examination by an armorer. 


4) If the bullet blocker displays green, point the unloaded firearm with 
the bullet blocker towards the ceiling and depress the trigger.  The 
bullet blocker should be propelled a short distance into the air, 
indicating the firearm’s striker is functioning properly. 


5) Remove the magazine and hand the firearm back to the officer.  
After holstering the firearm, the officer will retrieve the round from 
the floor and return to the roll call line. 


6) After all officers’ firearms have been inspected the supervisor will 
give the command for officers to administratively reload their 
firearms while facing the safe wall. 
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16.111 EMPLOYEE TRACKING SOLUTION 
 
Reference: 
 
Memorandum of Agreement between the Cincinnati Police Department and the 
U.S. Department of Justice 
Employee Tracking Solution Protocol 
Procedure 19.145 – Employee Personnel Jackets 
 
Definitions: 
 
Organizational Group - employees assigned to the same work group within the 
same district, section, or unit.  Example:  activity generated by second shift 
officers assigned to District One is compared to the activity of only those officers 
assigned to second shift in District One.  Office Commanders will determine the 
composition and number of groups within their respective office. 
 
Personnel Service Record - information in the Personnel Service Jacket and 
the individual personnel file contained within the Employee Tracking Solution 
(ETS).  The Personnel Service Record is just one of several tables within ETS 
and is used to provide the common dataset, e.g., Employee Identification 
Number, to link data in the other components of ETS. 
 
Weighted Risk Assessment - all risk activities tracked in ETS are given specific 
weights to allow for a compilation scoring.  This compilation score will be the 
basis for comparing employees within their organizational group based on 
variance from the mean.  To view a specific weight assigned to a risk activity in 
ETS, click on the Inspections Section icon, then click on the Activity Assessment 
icon, and then click on the Activity Assessment Setting Document icon. 
 
Threshold - values individually determined for each organizational group from 
the weighted aggregate risk activity and each individual activity measured by 
ETS.  When used for analysis, thresholds will be defined in standard deviations 
above and below the mean. 
 
Supervisory Observation - This is the initial phase of supervisory overview.  
This is accomplished in the daily tasks of first line supervisors through the 
observation of employees during their tour of duty and regular reviews of the 
activity logs and work products submitted by the employee.  Employees who 
exceed the threshold in any category and no pattern of behavior exists, positive 
or negative, will be listed under Supervisory Observation. 
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Supervisory Monitoring - The second phase of supervisory overview.  This is 
accomplished through Supervisory Observation in addition to the monitoring of 
specific activity, which in the supervisor’s opinion appears to be patterned 
behavior.  Employees who exceed the threshold in multiple categories or any 
one category with multiple incidents and patterned behavior may be present, 
positive or negative, will be listed under Supervisory Monitoring. 
 
Supervisory Review - The third phase of supervisory overview.  This is 
accomplished through Supervisory Observation and Supervisory Monitoring in 
addition to a written summary of the employee’s activity in the commander’s 
quarterly Organizational Group Analysis covering the rating period dates.  An 
employee who exceeds the threshold in any category with multiple incidents and 
patterned behavior does exist, positive or negative, will be listed under 
Supervisory Review. 
 
Supervisory Intervention - The final phase of supervisory overview.  This is 
accomplished through Supervisory Observation, Supervisory Monitoring, and 
Supervisory Review, in addition to an implemented course of action 
(intervention), designed to influence and prevent behaviors, which may lead to 
undesirable consequences.  Employees who exceed the threshold in any 
category with multiple incidents and existence of a negative pattern of behavior 
will be listed under Supervisory Intervention. 
 
Purpose: 
 
The Employee Tracking Solution (ETS) is a tool to assist supervisors and 
managers in the assessment of overall employee performance and to serve as 
an early warning system for employees engaged in risk activities. 
 
Policy: 
 
Managing risk is an important factor in the success of an organization. Reviewing 
risk activities and patterns of risky behavior, as well as recognizing proper and 
ethical conduct is the responsibility of those supervisors and managers.  ETS 
has been developed to assist supervisors and managers in identifying both high 
achieving employees and those employees in need of intervention. 
 
When the intervention includes a referral to an outside agency (Public 
Employees Assistance Program, police psychologist, etc.) only the name of the 
agency will be listed.  The reason for the referral will be outlined in the 
employee’s medical jacket maintained at Personnel Management Unit.  
Authorized employees may access the medical jacket by contacting Personnel 
Management Unit. 
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Information: 
 
ETS will capture and record information on the following areas: 
 


• Uses of force 
• Canine bite ratios 
• Number of canisters of chemical spray used by officers 
• Injuries to prisoners 
• Instances in which force is used and a subject is charged with “resisting 


arrest”, “assault on a police officer”, “disorderly conduct”, or “obstruction of 
official business” 


• Critical firearm discharges, on and off-duty 
• Complaints and their dispositions 
• Criminal proceedings initiated, civil or administrative claims filed, and all 


civil lawsuits served upon the City or its officers or agents, resulting from 
operations or the actions of Department personnel 


• Vehicle pursuits 
• Disciplinary action imposed on Department personnel 
• Individual training information and records 
• Injuries to personnel 
• Auto accident information 
• Court attendance 
• Award/commendation information 


 
ETS will compare the performance of employees assigned to similar 
organizational and/or peer groups.  When used in conjunction with regularly 
scheduled reviews, supervisors will be able to use this system to assist in the 
evaluation of employee performance in addition to recognizing individual and 
group patterns which may warrant further review or intervention. 
 
Procedure: 
 
A. Office Commander Responsibilities 


 
1. Define the organizational groups within their respective Office. 
 
2. Review and make recommendations to the Police Chief regarding the 


quarterly reports submitted by district/section/unit commanders. 
 
3. Compare Inspections Section’s quarterly audit to the reports compiled 


by district/section/unit commanders. 
 
B. District/Section/Unit Commander Responsibilities 
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1. Ensure each officer is reviewed through ETS at the conclusion of 
each 28 day work period, or monthly, based on the work schedule of 
the organizational group and documented in the employee’s 
Evaluation Supplement Log (ESL). 


 
2. Ensure supervisors transferred into their unit perform an ETS review 


for personnel under their command.  Document the review in the 
supervisor’s Evaluation Supplement Log (ESL). 


 
3. Ensure all supervisors in the employee’s chain of command perform 


an ETS review for personnel transferred into their unit.  This review 
should be documented in the transferred employee’s Evaluation 
Supplement Log (ESL). 


 
4. Prepare a report, routed through the Office Commander for 


presentation at the quarterly Command Review Session, identifying 
the following: 
 
a. Recommended action for those employees under their 


command identified as being above established thresholds as 
determined by the quarterly ETS Organizational Analysis.  
Recommended action will include which level of supervisory 
overview identified employees will be placed under. 


 
b. Include a summary of the 12 month ETS Activity Assessment for 


those employees being placed under Supervisory Review or 
Supervisory Intervention.  Establish and outline action plans for 
those employees placed under Supervisory Intervention. 


 
c. At the discretion of district/section/unit commanders, employees 


can be placed under any level of supervisory overview, including 
Supervisory Intervention, even if they are not above any 
established thresholds as determined by the ETS Organizational 
Analysis. 


 
d. Include an updated status of intervention plans which were 


initiated for employees during previous quarterly reviews.  This 
status will include whether the employee will remain under the 
intervention plan, be removed from intervention, or be placed 
under a different level of supervisory overview. 


 
5. Initiate appropriate intervention at the earliest possible time where 


intervention is appropriate based on any individual incident or 
accumulation of incidents. 


 
C. Supervisor Responsibilities 
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1. Enter each type of report captured within ETS as a preliminary report 


except for Form 18NC, Noncompliant Suspect/Arrestee Report, and 
the Form 18CD, Use of Canine Field Deployment Report. 
 
a. Route Form 18NC to Inspections Section for entry.  The Form 


18CD is entered at the Canine Unit. 
 
2. Complete and “work-flow” all reports through ETS per current 


procedure. 
 
a. Route all original documents using the current use of force 


jacket and appropriate label. 
 
b. Fax Form 91SP, Supervisory Investigation of Employee Injury, to 


the City’s current insurance carrier. 
 
3. Take any intervention or disciplinary action required according to 


procedure or the Disciplinary Table of the Manual of Rules and 
Regulations and Disciplinary Process for the Cincinnati Police 
Department. 


 
4. Outside of a procedurally mandated action related to an incident, the 


first review of an employee’s record in ETS will be performed by the 
first level reviewer who reviews the original incident report unless the 
incident triggers an automated system alert.  This ensures the 
investigating supervisor is not influenced by information in the system 
during the incident investigation. 


 
5. All supervisors having line authority over an officer being transferred 


into an assignment will review the officer’s ETS file at the time of 
transfer and document the review in the Evaluation Supplement Log 
(ESL). 
 
a. Any supervisor transferred to another assignment will review 


ETS files on all officers assigned under their supervision. 
 
6. Review individual officer activity at the end of each work period.  


Review activity in each category and the weighed risk assessment for 
determination of, and comparison with, the average organizational 
group activity levels. 
 
a. During scheduled reviews, supervisors will look at an entire 12 


month period of activity. 
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b. Document the review in the Evaluation Supplement Log (ESL) 
within ETS. If necessary, develop appropriate intervention 
strategies. 


 
c. Initiate appropriate interventions when required by procedure.  


However, interventions may be initiated at any time if deemed 
necessary to address actions or behavior. 


 
D. Intervention Processes 


 
1. The following activities are considered interventions and will be 


documented in the employee’s Evaluation Supplement Log (ESL): 
 
a. Supervisory Review 
 
b. Counseling 
 
c. Training 
 
d. Referral to outside services such as Public Employee Assistance 


Program (PEAP), Police Psychologist, etc. (list only the agency 
name) 


 
e. Monitoring plan – documented action plan with set reporting 


intervals 
 
f. Reassignment 
 
g. Discipline 
 
h. Other; or any combination of the above 


 
2. Intervention is mandated as a result of an officer exceeding 


established thresholds at any of the following required review 
intervals. 
 
a. Based on current procedures or the Disciplinary Table of the 


Manual of Rules and Regulations and Disciplinary Process for 
the Cincinnati Police Department. 


 
b. The chain of command review process for each incident 


generated. 
 
c. Upon conclusion of supervisory review of individual officer 


activity for each 28 day or monthly work period. 
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d. Upon conclusion of the quarterly Command Review Session. 
 
e. Upon conclusion of the Inspections Section quarterly audit. 
 
f. Result of administrative investigations. 


 
E. Department Level Hearing Recommendations 


 
1. Department Hearing Officers are to recommend an intervention plan 


as the result of a sustained Department Level Hearing or 
investigation.  Once the intervention plan recommendation is 
approved: 
 
a. Professional Standards Section will document the intervention 


plan recommendation on a Form 17 and route through channels 
to the member’s district/section/unit commander and Inspections 
Section. 


 
b. Upon receipt of the Form 17, the district/section/unit commander 


will ensure implementation of the intervention plan and 
document the specifics of the plan via ESL notation in the 
member’s ETS file. 


 
c. Inspections Section will provide any necessary assistance and 


will ensure the affected member is included in the Quarterly ETS 
Review process. 


 
F. Quarterly Reports 


 
1. Inspections Section will distribute an ETS Organizational Group 


Analysis spreadsheet to district/section/unit commanders each quarter 
listing employees exceeding established activity thresholds.  This 
spreadsheet summarizes those employees to be reviewed based on 
quarterly ETS Organizational Group Analysis.  District/section/unit 
commanders will then prepare a quarterly report after reviewing those 
listed employee’s activities for the preceding 12 month period ending 
on the following dates:  March 31, June 30, September 30, and 
December 31.  These reports are to be routed to the Office 
Commander within ten days following each reporting period.  The 
Office Commander will review the reports and forward them to 
Inspections Section for their quarterly audit.  The report must contain 
analysis and intervention information for each officer identified as 
exceeding the threshold in any risk category for the period. 
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a. For each quarterly review, an employee is evaluated on eight 
risk categories.  Each risk category is assigned a numerical 
weight used to figure the standard deviation.  The Organizational 
Group Analysis will display the total numerical weight of all 
incidents of the specific risk category.  The numerical value does 
not indicate the number of incidents. 


 
b. During a review, a risk category exceeding the established 


threshold will be displayed in green.  A review of each risk 
category in green is required unless the risk category contains 
only a single incident.  If three or more categories are displayed 
in green, regardless of whether or not they are single incidents, 
a review is required.  To determine whether a category displayed 
in green represents a single incident, conduct an Assessment 
Records search in ETS. 


 
c. Supervisory use of the ETS system includes but is not limited to 


proper review of incidents contained in employee risk categories, 
intervention recommendations, intervention follow-up, and 
transfer reviews. 


 
2. The Command Review Session will be held quarterly at the Police 


Chief’s direction.  District/section/unit commanders will identify 
employees from the ETS Organizational Group Analysis spreadsheet 
to discuss at the command review.  Priority will be given to those 
employees who are under higher levels of supervisory overview; i.e. 
Supervisory Review and Supervisory Intervention.  Intervention plans 
for identified employees will be outlined and addressed during the 
command review.  The progress of intervention plans already in place 
from previous quarters will also be addressed. 


 
3. District/section/unit commanders will determine who will be addressed 


at the Command Review Session and forward this information to 
Inspections Section at least 10 days prior to the scheduled quarterly 
review. 


 
G. Corrections to Reports 


 
1. Once reports receive final approval they will be locked in ETS.  Any 


locked report needing changes or correction requires approval from 
the Police Chief. 
 
a. Submit a Form 17 to the Police Chief, through the chain of 


command, requesting the change or correction. 
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b. Upon approval, Technology and Systems Section will take the 
necessary action to correct or change the report. 


 
c. Revisions to weights as a result of an unfounded or exonerated 


finding will be handled according to Professional Standards 
Section’s Standard Operating Procedure. 


 
d. Removal of discipline in the Personnel Module will adhere to 


current labor agreements. 
 
e. If a document has not been finalized, the original author or their 


supervisor can email Technology and Systems Section and 
request a modification such as redirecting the “work-flow” or a 
deletion. 


Revised 02/21/13, Replaces 08/07/12 9 








16.112 


New 7/99 1


16.112 MANDATORY OFF DAY DEVIATION & VOLUNTARY 
SHIFT DEVIATION 


 
Reference: 


 
FOP/City Labor Agreement 


 
Information: 


 
The City of Cincinnati has the right to annually change two of the officer’s 
regularly scheduled off days, upon 72 hours notice to the member, without the 
payment of overtime compensation.  Overtime shall be paid to the member in the 
event any change in regularly scheduled off days occur on the day(s) on which 
the events currently known as “Riverfest” or “Ujima” take place. 


 
Training scheduled more than five (5) days in advance, regularly scheduled shift 
changes, transfers and promotions shall not apply to the consecutive off day 
provision.  Off Day group 8 (Saturday/Sunday) will be considered two 
consecutive off days. 


 
Procedure: 


 
A. Mandatory Off Day Change (Form 443) 


 
1. When changing an officer’s scheduled off day, a supervisor will: 


 
a. Give 72 hours notice to the officer prior to the change of a 


regularly scheduled off day. 
 


b. Complete the required portion of Form 443 indicating the 
mandatory regularly scheduled off day change. 


 
c. Substitute another off day for the officer within the same work 


week. 
 


1) Every reasonable effort will be made to allow the officer the 
opportunity to choose a substitute off day, at the officer’s 
choice, within the same work week. 
 


d. Document the off day change in the district/section/unit time 
book. 


 
e. Forward Form 443 through the chain of command to the 


district/section/unit timekeeper. 
 


2. District/section/unit timekeeper will: 
 


a. Fax a copy of Form 443 to Personnel Section. 
 


b. Send the original to Personnel Section on the third Thursday of 
each month along with the Assignment Reports.  Refer to the 
current Assignment Report Schedule for monthly due dates. 
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c. Keep the copy in the district/section/unit files 
 


3. Personnel Section will: 
 


a. Enter the information from the Forms 443 into a computer 
database programmed for tracking all Division personnel’s 
changed off days. 


 
b. Complete a report indicating the amount of mandatory off day 


changes for each Division member on the fourth Monday of each 
month. 


 
c. Immediately notify the affected officer’s Bureau Commander 


after the officer has received two mandatory off day changes 
within the same year. 
 


4. District/section/unit commanders will: 
 


a. Immediately notify the affected officer’s supervisor(s) when the 
two annually changed off day limit, without the payment of 
overtime compensation, has been reached. 


 
b. Ensure that every reasonable effort is made by Division 


supervisors to limit an officer’s mandatory changed off days to 
two occurrences annually. 


 
c. Approve all mandatory changed off days (Form 443) beyond two 


per year for a single officer. 
 


d. When officer’s are transferred out of a district/section/unit, 
ensure documentation (Forms 443)of officer’s mandatory off day 
changes are forwarded to officer’s new unit of assignment. 


 
B. Voluntary Off Day Change (Form 443) 


 
1. With the mutual consent of the officer and supervisor for changing a 


scheduled off day, the supervisor will: 
 


a. Complete the required portion of Form 443 indicating the date of 
the voluntarily scheduled off day change. 


 
b. Substitute another off day for the officer within the same work 


period. 
 


c. Document off day change in the district/section/unit time book. 
 


d. Forward Form 443 through the chain of command to the 
district/section/unit timekeeper. 
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C. Voluntary Shift Deviation (Form 440) 


 
1. With mutual consent of the officer and supervisor for changing a 


scheduled tour of duty (shift), the supervisor will: 
 


a. Complete Form 440 indicating the date of the voluntary shift 
deviation. 


 
b. Document the shift change in the district/section/unit time book. 


 
c. District/section/unit will retain the original Form 440. 
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12.025 AUTHORIZED WEAPONS 


Reference: 


Ohio House Bill 12, Section 9 
18 USC 926B, 926C, Law Enforcement Officers Safety Act of 2004 
Ohio Revised Code 2901.01K, Law Enforcement Officer 
Ohio Revised Code 2923.12B, Carrying Concealed Weapons 
Ohio Revised Code 2923.12.1, Illegal Possession of Firearm in Liquor Permit Premises 
Ohio Revised Code 2923.12.2, Illegal Conveyance or Possession of Deadly Weapon or 


Dangerous Ordnance in School Safety Zone 
Ohio Revised Code 2923.12.3, Illegal Conveyance of Deadly Weapon or Dangerous 


Ordnance into Courthouse 
Ohio Revised Code 2923.126, Duties of Licensed Individual 
Ohio Revised Code 2923.15, Using Weapons While Intoxicated  
Procedure 12.020, Uniforms, Related Equipment, and Personal Grooming 
Procedure 12.545, Use of Force 
Procedure 12.550, Discharging of Firearms by Police Personnel 
Procedure 12.815, Court Appearances, Jury Duty, and Other Hearings 
Procedure 19.140, Outside Employment 


Definitions: 


Qualified Law Enforcement Officer – An employee of a governmental agency who: 


• is authorized by law to engage in or supervise the prevention, detection, 
investigation, or prosecution of, or the incarceration of any person for, any 
violation of law, and has statutory powers of arrest; 


• is authorized by the agency to carry a firearm; 
• is not the subject of any disciplinary action by the agency; 
• meets standards, if any, established by the agency which require the employee to 


regularly qualify in the use of a firearm; 
• is not under the influence of alcohol or another intoxicating or hallucinatory drug or 


substance; and 
• is not prohibited by Federal law from receiving a firearm. 


Information: 


Supply Unit maintains a perpetual record of all Department owned and approved 
weapons. 


The Law Enforcement Officers Safety Act of 2004 permits qualified active and retired 
law enforcement officers to carry concealed weapons nationwide. 


The Law Enforcement Officers Safety Act does not supersede or limit the laws of any 
state permitting persons or entities from prohibiting or restricting the possession of 
concealed firearms on private property.  Individual states still retain the authority to 
prohibit or restrict the possession of firearms on any state or local governmental 
property, installation, building, etc. (educational institutions, court houses, etc.). 
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Policy: 


The Police Department will assign firearms only to sworn employees.  With the prior 
written approval of the City Manager, the Department may assign a firearm to a 
qualified civilian employee who has successfully demonstrated proficiency in the 
use of the agency authorized weapon.  Proficiency must be to the standards set 
by the Rangemaster of the Department Firearms Training Squad (FTS). 


The Police Department will only dispose of weapons according to law and purchasing 
regulations. 


While on duty, an officer will carry or have under his/her control, only Department 
authorized weapons and ammunition.  Personnel will carry the firearm as directed in 
Procedure 12.020, Uniforms, Related Equipment, and Personal Grooming. 


The use of a weapon mounted light for the Smith and Wesson M&P 9mm semi 
automatic pistol is optional.  An officer who chooses to use a weapon mounted light is 
responsible for its purchase, cost of repairs, and maintenance.  The Rangemaster will 
inspect all weapon mounted lights for safety and compliance with this procedure and 
Procedure 12.020, Uniforms, Related Equipment, and Personal Grooming.  Officers 
wishing to use a weapon mounted light must attend a two hour training session given 
by the FTS. 


An optional backup handgun provides an officer with a backup firearm in the event 
his/her primary sidearm is unavailable or circumstances reasonably preclude or restrict 
its use.  The carrying of a backup handgun is permitted when an officer is working in a 
uniform or in plain clothes law enforcement capacity.  Only one backup handgun may 
be carried.  An officer who carries a backup handgun is responsible for its purchase, 
cost of repairs, maintenance, and ammunition.  The backup handgun will not have an 
operational laser sighting system.  It will not be carried in a law enforcement capacity 
unless approved by the FTS.  Officers must annually complete an Ohio Peace Officer 
Training Academy approved qualification course with their backup handgun.  The FTS 
will conduct training sessions on a quarterly basis for officers wishing to carry a backup 
handgun. 


Officers carrying backup handguns must secure them when they are required to secure 
their primary duty weapon (Hamilton County Justice Center, Juvenile Detention Center, 
training, etc.). 


Off-duty handguns provide officers with an alternative to carrying the primary duty 
weapon while off-duty.  Carrying an off-duty handgun is optional, and will not be carried 
unless approved by the FTS.  An officer who carries an off-duty handgun is responsible 
for its purchase, cost of repairs, maintenance, and ammunition.  Officers must annually 
complete an Ohio Peace Officer Training Academy approved qualification course with 
their off-duty handgun.  The FTS will conduct training sessions on a quarterly basis for 
officers wishing to carry an off-duty handgun. 


Personally owned patrol rifles augment the Department’s complement of rifles carried in 
the field.  The carrying of a personal patrol rifle is optional.  Only trained officers who 
are on the active patrol rifle program list may carry a personally owned rifle while 
working in a law enforcement capacity. 







12.025 


Revised 10/01/15, Replaces 09/24/15 3 


Officers are responsible for the purchase, cost of repairs, and maintenance.  Officers 
who choose to carry a personally owned patrol rifle must complete a new users training 
course and qualify annually. 


The FTS will conduct inspections on all personally owned patrol rifles for safety, 
serviceability and conformance.  The Rangemaster has final approval on all personally 
owned patrol rifles and equipment to be carried. 


Officers who carry backup or off-duty handguns or a personally owned patrol rifle will 
adhere to Procedure 12.025, Authorized Weapons, Procedure 12.545, Use of Force, 
and Procedure 12.550, Discharging of Firearms by Police Personnel, as they do with 
their primary handgun. 


Ammunition used for practice purposes must be manufactured ammunition.  No 
reloaded ammunition is permitted. 


All Department personnel will be instructed in Department use of force policies and 
procedures, before authorization to carry lethal and less-lethal weapons.  Only 
personnel meeting FTS qualification standards in the use of Department authorized 
weapons are authorized to carry those weapons, both on or off-duty. 


Each officer must qualify annually with the Department issued primary duty weapon.  
With the Police Chief’s approval, the Rangemaster will determine qualification 
standards.  An officer who fails annual qualification will be relieved of their police 
powers prior to leaving the training facility.  Affected personnel will leave their badge, 
wreath, identification card, issued primary duty weapon, and ammunition with FTS 
personnel. 


Each civilian employee assigned Department issued weapon must qualify annually with 
the firearm.  A civilian employee who fails annual firearm qualification will surrender the 
firearm and ammunition to FTS personnel prior to leaving the training facility.  A civilian 
employee may be reissued the weapon upon meeting FTS qualification standards in 
the use of the weapon. 


Officers must follow the provisions of this procedure and be in possession of their 
Department issued identification card to legally carry a concealed firearm under the 
provisions of the Law Enforcement Officers Safety Act of 2004. 


Procedure: 


A. Authorized Weapons and Ammunition 


1. Department Issued Primary Duty Weapons 


a. Semi-automatic pistols: 


1) Smith and Wesson, 9mm, Military and Police (M&P9) 


2) Smith and Wesson, 9mm, Military and Police compact (M&P9c) 


a) Only the following assignments are issued and authorized to 
carry the M&P9c: 
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1] Investigative and plainclothes assignments refer to 
Section C of this procedure. 


2] Captains and above, in addition to the M&P9. 


3] SWAT members, in addition to the M&P9. 


3) Authorized ammunition for primary duty weapons is Winchester 
9mm, 147 grain jacketed hollow point, T-series. 


2. Authorized Weapons for Court Appearances 


a. Officers responding to court on cases resulting from official business, 
including outside employment details, will only carry the Department 
issued primary duty weapon. 


1) Department issued M&P9, OR 


2) Department issued M&P9c 


3) Personally owned M&P9c 


a) The officer is responsible for its purchase, cost of repairs, 
maintenance, and ammunition 


b) The weapon must be maintained according to the 
manufacturer’s specifications to include upgrades and 
replacement of parts. 


c) The weapon must be inspected and approved by FTS 
personnel. 


d) The officer must qualify with the weapon. 


b. When responding to court in uniform, the Department issued primary 
duty weapon shall be secured in the Department issued ALS/Level 
III/Hood Strap Holster. 


c. All officers responding to court in civilian attire shall carry an authorized 
weapon concealed on their person in a secured holster. 


1) The holster must be specifically designed for the M&P9 or 
M&P9c. 


2) The holster must be constructed of leather or synthetic material. 


3) The holster must have an active retention system equipped with a 
thumb release. 


a) Trigger finger releases, passive retention and friction holster 
systems are prohibited. 


4) The holster must have belt loops and be carried with the officer’s 
belt fed through the belt loops. 


a) Paddle and in-the-waistband holsters are prohibited 
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3. Authorized Personally Owned Backup and Off-Duty Semi-Automatic Pistols 
and Ammunition 


a. Semi-automatic pistols – the weapons listed below have been 
approved for use as a backup or off-duty handgun.  An officer wishing 
to carry a backup or off-duty handgun not listed below must contact 
FTS for approval and qualification. 


1) .380 semi-automatic pistols 


a) Smith and Wesson .380 Bodyguard 


b) Ruger .380 LCP 


c) Authorized ammunition is Winchester .380 Auto, 95 grain, 
Jacketed Hollow Point, T-Series 


2) 9mm semi-automatic pistols 


a) Smith and Wesson 9mm M&P compact (M&P9c) 


b) Smith and Wesson 9mm M&P Shield 


c) Smith and Wesson 9mm, double action only, with single 
stack magazine 


d) Ruger 9mm, double action only, with single stack magazine 


e) Sig Sauer 9mm, double action only, with single stack 
magazine 


f) Glock 9mm, sub-compact 


g) Authorized ammunition is Winchester 9mm, 147 grain, 
Jacketed Hollow Point, T-Series 


4. Authorized Personally-Owned Backup and Off-Duty Revolvers and 
Ammunition 


a. Colt, Ruger, or Smith and Wesson small frame .38 caliber revolvers; 
barrel length is not to exceed three inches, minimum five round 
capacity. 


1) Authorized ammunition is Winchester .38 Special +P, 130 grain, 
Jacketed Hollow Point, Bonded 


b. All personally-owned backup and off-duty handguns must be submitted 
to FTS for inspection as to safety, serviceability, and conformance to 
this procedure.  Officers must pass the backup and off-duty 
qualifications separately.  The Rangemaster has final approval of all 
personally-owned backup and off-duty handguns. 
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5. Department Issued Shotguns: 


a. Remington 870 


1) Authorized ammunition is either Winchester 2¾” 12 gauge 00 
buck, Federal 2 ¾” 12 gauge 00 buck with FLITECONTROL wad 
or Winchester 2¾” 12 gauge slugs. 


2) If the shotgun is dedicated as less-lethal (beanbag shotguns), 
authorized ammunition is the Defense Technologies DS23 drag-
stabilized beanbag round. 


6. Department Issued Semi-automatic rifles (Patrol Rifles) 


a. Bushmaster XM15-E2S 


b. Smith and Wesson Military and Police (M&P15) 


1) Authorized ammunition for all patrol rifles is Winchester 5.56, 64 
grain bonded solid base 


7. Authorized Personally-Owned Patrol Rifle requirements 


a. The requirements listed below have been approved for use of a 
personally-owned patrol rifle.  An officer wishing to carry a personal 
patrol rifle must contact FTS for approval. 


1) Factory Built 


2) Semi-automatic 


3) M-4 configuration 


4) 18 inches or less barrel length 


5) Chamber in 5.56 NATO 


6) Equipped with functional, adjustable iron sights 


7) Tactical sling 


8) Affixed lighting system 


9) Two – 30 round magazines 


10) Soft or hard case, designed to protect the rifle 


11) No optics with magnification greater than 1.5X 


8. Any official firearm designated by the Police Chief 


9. Defense Technologies 40mm foam round launcher and rounds 


10. Pepper Ball Technologies launcher with .5 OC PepperBall rounds 


11. Monadnock Auto-Lock batons 
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12. Chemical irritant: 


a. Freeze CS 


b. Punch II Streamer M-3 OC 


13. TASER and TASER cartridges. 


14. Department Issued SWAT tactical weapons and ammunition 


a. SWAT weapons and ammunition are distributed and stored in 
accordance with the SWAT Unit’s Standard Operating Procedures. 


B. Issuance of Firearms 


1. The Smith and Wesson M&P9 semi-automatic pistol is the primary duty 
weapon issued to all officers. 


2. The Smith and Wesson M&P9c compact semi-automatic pistol may be 
issued to investigators, plainclothes personnel and by personnel authorized 
by the Police Chief. 


a. Investigators, plainclothes personnel or officers wishing to carry an 
M&P9c as their on-duty firearm must submit a Form 17 through the 
chain of command to their bureau commander. 


1) The M&P9c must be turned into FTS upon completion of the 
officer’s investigative/plainclothes assignment. 


2) FTS will issue the M&P9 before the officer returns to patrol 
assignment. 


3. Department-Issued Patrol Rifles 


a. Districts/sections/units will maintain assigned semi-automatic rifles 
(patrol rifles) in their respective armory.  Patrol rifles will be stored in an 
unlocked nylon case.  While stored in the case, rifles will remain 
unloaded with the bolt forward.  Magazines will be stored in the same 
rifle case but will not be inserted into the magazine well of the weapon. 


1) Each district is assigned four patrol rifles. 


2) Vice Unit is assigned four patrol rifles. 


3) Safe Streets Squad is assigned three patrol rifles. 


b. Only officers selected by the Police Chief and who have passed the 
annual patrol rifle qualification course are authorized to carry an issued 
or personally owned patrol rifle. 


c. Authorized officers will obtain a patrol rifle from their district armory at 
the beginning of their assigned shift. 


1) Authorized officers will inspect the rifle daily prior to entering the 
field to ensure it is unloaded and the two issued 30 round 
magazines are present. 
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2) The daily inspection will be conducted outside of the police facility 
with the rifle pointed in a safe direction. 


d. Patrol rifles carried into the field will remain unloaded and stored in the 
case in a secured area of the vehicle.  Patrol rifles will not be carried 
unsecured in the front of the vehicle during routine patrol duties. 


e. Upon identifying a situation where the deployment of the patrol rifle can 
assist, officers will remove the rifle from the secured area, load it, and 
have it ready at hand. 


f. Upon termination of their assigned shift, authorized officers will ensure 
the patrol rifle is removed from the vehicle and returned to the district 
armory in an unloaded condition. 


g. SWAT rifles stored in district armories are only to be accessed and 
carried by SWAT personnel.  Authorized officers will only carry rifles 
assigned to the district as part of the patrol rifle program. 


C. Investigative Civilian Attire and Old Clothes Assignments 


1. On-duty officers, working in civilian attire or old clothes are authorized to 
carry: 


a. The Department issued primary duty weapon, M&P9 or M&P9c 
secured in the Department issued or personally owned ALS/Level 
III/Hood Strap Holster. 


b. A personally owned M&P9c secured in the Department issued or 
personally owned ALS/Belt Slide Holster. 


1) The weapon must be inspected and approved by FTS personnel. 


2) The officer must qualify with the weapon. 


2. Shoulder holsters are not permitted for on-duty use. 


D. Special Investigations Section Personnel 


1. Special Requests to Temporarily Carry an Alternative Duty Weapon. 


a. Special Investigations Section Personnel, in plain or old clothes 
assignments, may request to carry an alternative duty weapon. 


1) There must be a demonstrated need (officer safety, concealment) 
to carry an alternative primary duty weapon. 


2) The special investigation must be of a limited duration. 


3) Immediate supervisors must approve the carrying of the 
alternative duty weapon before the special investigation is 
initiated. 
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4) The officer must have approval from a bureau commander to 
carry the alternative duty weapon. 


5) The alternative weapon must be inspected and approved by the 
FTS. 


6) The officer must qualify with the alternative weapon. 


a) Supervisors will ensure a notation is made in the Unit 
Operations Plan. 


7) Upon completion of the special investigation the officer will 
resume carrying the Department issued primary duty weapon or 
authorized personally owned M&P9c. 


E. Annual Qualification 


1. If an officer fails to qualify, the FTS will do the following: 


a. Relieve the officer of his police powers and equipment. 


1) The officer must report to Personnel Section during his/her next 
scheduled working day to obtain a temporary ID card. 


b. Notify the officer’s unit of assignment of his/her duty status and the 
date for further training and testing. 


1) Officers who are required to work prior to the training and testing 
date must be assigned duties consistent with their duty status. 


c. Notify Personnel Section of the officer’s duty status. 


d. Store the officer’s equipment in the FTS armory pending successful 
qualification. 


e. Schedule the officer for additional training and testing. 


1) Officers will be scheduled for additional training and testing on the 
next available training date. 


f. Restore the officer’s police powers and return his/her equipment upon 
successful qualification. 


1) Collect and destroy the temporary identification card. 


g. Notify the officer’s unit of assignment and Personnel Section upon 
successful qualification. 


2. Officers relieved of their police powers must notify the affected detail 
coordinator if they are scheduled for any outside employment prior to 
additional training and testing. 


3. Officers who fail the annual patrol rifle qualification will immediately be 
removed from the list of authorized users. 
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a. Reinstatement to the authorized user’s list will be at the discretion of 
the Police Chief.  Final approval will not be granted until the officer 
passes the annual patrol rifle qualification. 


F. Outside Employment Extension of Police Service Details 


1. All personnel performing outside employment details are required to carry 
the Department issued primary duty weapon, M&P9 or M&P9c. 


a. The primary duty weapon must be secured in the Department issued 
ALS/Level III/Hood Strap Holster. 


b. No other firearm is authorized for carry in the duty holster. 


2. The Department issued M&P9 is the preferred weapon for outside 
employment details when officers have been issued both the M&P9 and 
M&P9c. 


3. Off duty detail personnel are authorized to carry a backup firearm which 
meets the inspection and qualification requirements of this procedure. 


G. Carrying a Firearm Off-Duty 


1. Carrying a firearm off-duty is optional. 


2. Off-duty officers, not in uniform, who choose to carry a firearm, will conceal 
the firearm on their person. 


3. An officer wishing to carry an off-duty handgun not listed in Sections A. 1, 3, 
and 4 must contact FTS for approval. 


a. If approved, the officer must qualify with the off-duty weapon. 


4. Ohio Revised Code (ORC) 2923.15 prohibits carrying firearms while under 
the influence of alcohol or any drug of abuse. 


a. Law enforcement officers are not exempt from the prohibition. 


5. The following ORC Sections apply to off-duty personnel, UNLESS they are 
acting in the scope of their duties as a police officer. 


a. ORC Section 2923.12.1, Illegal Possession of Firearm in Liquor Permit 
Premises. 


b. ORC Section 2923.12.2, Illegal Conveyance or Possession of Deadly 
Weapon or Dangerous Ordnance or Illegal Possession of Object 
Indistinguishable from Firearm in School Safety Zone. 


c. ORC Section 2923.12.3, Illegal Conveyance of Deadly Weapon or 
Dangerous Ordnance into Courthouse:  Illegal Possession or Control in 
Courthouse. 


6. Off-duty personnel may carry the Department authorized firearms listed in 
Sections A. 1, 3, and 4 of this procedure, after completing the approval 
process in Section F. 
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H. Approval Process for Carrying a Personally Owned Department authorized firearm 
in an On or Off-Duty Status 


1. Each officer responding to the Target Range for qualification will present the 
following unloaded firearm(s) to the Rangemaster: 


a. Official Department issued M&P9 or M&P9c. 


b. The personally owned Department authorized backup or off-duty 
firearm the officer requests authorization to carry. 


c. Any personally owned firearm not listed in Sections A. 1, 3, and 4 the 
officer wishes to carry off-duty. 


2. The Rangemaster will inspect all firearms for safety. 


3. The FTS will maintain a record of all annual weapon qualifications. 


I. Removal of Unsafe Weapons 


1. Notify a supervisor whenever an issued weapon is found to be unsafe or in 
need of repair. 


2. Issue a replacement weapon until the original is returned or permanently 
removed from service. 


3. Repairs/replacements are provided by the following units or sections: 


a. Firearms Training Squad:  semi-automatic pistol, shotgun, beanbag 
shotgun, 40mm foam launcher, Monadnock Auto-Lock baton, and all 
SWAT weapons. 


b. SWAT & Tactical Coordination Unit:  PepperBall launcher, TASER. 


c. Supply Unit:  Chemical irritant. 


d. After normal working hours, CIS has semi-automatic pistols and 
chemical irritant. 


J. Storage of Department Owned Firearms 


1. Department-owned firearms, not in use, must be stored unloaded, in the 
armory of the affected district/section/unit in accordance with 
district/section/unit Standard Operating Procedure. 
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12.021 VISITOR IDENTIFICATION IN POLICE FACILITIES 
 
Reference: 
 
Procedure 12.020 - Uniforms, Related Equipment, and Personal Grooming 
Procedure 12.131 - Confidential Informant Management and Control 
LEADS Security Policy: Section 5.9.1.8, Access Records 
 
Purpose: 
 
Ensure persons, other than Police Department employees, in a non-public area 
of a Police Department facility are properly identified. 
 
Maintain security in Police Department facilities for the safety of employees and 
visitors. 
 
Policy: 
 
All visitors conducting business within a Police Department facility must be 
logged in and out of the facility on the Form 690, Visitor Log, by a Department 
member and shall display a temporarily assigned Visitor Identification Pass 
affixed visibly on the chest area of the outer most garment at all times while 
inside the facility. 
 
Sworn personnel encountering an unknown and not properly identified person(s) 
in a police facility will question them as to their identity and reason for being in 
the facility.  The officer will ensure the unidentified person(s) displays proper 
identification, receives a Visitor Identification Pass, or is escorted from the 
premises. 
 
Civilian personnel encountering a person(s) in a police facility, who is unknown 
and not properly identified, will immediately summon a sworn officer to 
investigate the unidentified person(s). 
 
This procedure shall not apply to a person(s) under arrest or otherwise in police 
custody. 
 
Procedure: 
 
A. When any person(s) other than a Department employee visits a police 


facility, including a civilian rider/observer, the facility desk personnel or 
Department member responsible for escorting the visitor will: 
 
1. Determine if the visit is valid.  Confirm the visitor's identification with a 


valid ID and query through eCLEAR. 
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2. Enter the visitor's information onto the Visitor Log (Form 690). 
 
a. The Form 690 will show: 


 
1) The facility location in the upper right corner. 
 
2) The visitor’s full name and the type of identification 


provided to confirm the visitor’s identity.  (Examples 
include: Ohio I.D. Card, Kentucky Driver’s License, Military 
Identification Card, Law Enforcement credentials, etc.) 
 
a) For instances involving a visitor under the age of 18 


without proper identification, enter “Minor/child” in 
the space allotted for “Type of I.D. Shown” on the 
Form 690. 


 
3) The name of the agency, business, or institution the visitor 


is representing. 
 
4) The reason for the visit. 
 
5) A current telephone contact number for the visitor. 
 
6) The Visitor Identification Pass inventory number. 
 
7) Date of the visit. 
 
8) The time the visitor was checked in to the facility and the 


Employee ID # of the Department member issuing the 
Visitor Identification Pass. 


 
9) The time the visitor is checked out of the facility and the 


Employee ID # of the Department member collecting the 
Visitor Identification Pass. 


 
b. Keep Form 690, Visitor Log, sheets in a 3 ring binder and 


remove after one (1) year. 
 
3. Issue the visitor a Visitor Identification Pass. 


 
a. If the visitor is issued a clip-on style, hard plastic, numbered, 


Visitor Identification Pass, ensure the corresponding pass 
inventory number is entered on Form 690, and collect the Visitor 
Identification Pass upon completion of the visit. 
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b. If the visitor is issued an orange, sticker style, Visitor 
Identification Pass, the issuing Department member shall: 
 
1) Print the visitor’s name, date, and location being visited on 


the Visitor Identification Pass. 
 
2) On the Form 690, in the column for Visitor Pass #, place an 


“S” in the box to indicate a sticker was issued in lieu of the 
clip-on style Visitor Identification Pass. 


 
3) Upon completion of the visit, ensure the visitor removes 


and surrenders the orange, sticker style, Visitor 
Identification Pass for destruction.  The visitor should not 
be permitted to retain the pass for any reason. 


 
c. Instruct the visitor to wear the Visitor Identification Pass visibly, 


on the chest area of the outermost garment, at all times while in 
the police facility. 


 
4. Have the police employee with whom the visitor is to meet respond to 


escort the visitor. 
 
a. Do not leave the visitor unattended in non-public areas of the 


police facility. 
 
5. If the visitor is performing a service or maintenance, issue a Visitor 


Identification Pass, with the following exception: 
 
a. When the person performing the service is a City of Cincinnati 


employee or contract employee, they must display the proper 
city or company ID.  The desk personnel need not issue a Visitor 
Identification Pass. 
 
1) The desk person must enter the city employee or contract 


employee’s information onto the Form 690. 
 
b. Instruct the visitor to return to the facility desk before leaving so 


the desk personnel can log the visitor out and collect the Visitor 
Identification Pass. 


 
B. Visiting Groups or Tours: 


 
1. Desk personnel will identify each adult individual and follow the above 


procedure through section A.3.c. 
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2. The employee responsible for scheduling the group will respond to the 
desk area to escort the group through the facility. 
 
a. The attending officer will ensure no one from the group wanders 


through the facility without an escort. 
 
3. Upon completion of the groups' visit, the escorting employee will 


ensure the group is logged out, and all Visitor Identification Passes 
are returned and accounted for. 


 
C. Confidential Informants (CI): 


 
1. Informant control officers (ICO) having a CI(s) respond to a police 


facility may log the CI onto the Form 690 under the name of the ICO. 
 
a. Place the letters "CI" after the ICO's name. 
 
b. The ICO will ensure the CI wears a Visitor Identification Pass. 


 
1) The ICO will use his/her name on the Visitor ID Pass to 


protect the identity of the CI, if necessary. 
 
c. The ICO will remain with the CI during the entire visit to the 


police facility. 
 
d. Enter the time in, time out, and Employee ID # on the Form 690. 


 
D. Lost or Missing numbered Visitor Identification Passes. 


 
1. In the event a numbered, clip-on style, hard plastic Visitor 


Identification Pass is missing, use the Form 690 to determine the last 
visitor to be assigned the pass. 
 
a. Attempt to contact the visitor at the phone number provided on 


the Form 690 when the pass was issued. 
 
1) If contact was successful, request the visitor to return the 


Visitor Identification Pass to the facility at their soonest 
convenience, or if practical, send a uniform police unit to 
retrieve the pass and return it to the facility. 


 
2) Using a line on the Form 690, make a general entry stating 


the date and time the visitor was contacted, and the 
date/time the visitor indicated they would be able to return 
the pass. 
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a) Upon the return of the Visitor Identification Pass, 
make a notation on the Form 690 indicating the date 
and time the pass was returned.  No further action is 
needed. 


 
2. When a missing Visitor Identification Pass cannot be located, the 


affected Administrative Supervisor shall complete a brief Form 17 
summarizing the facts, and requesting a replacement pass.  Route the 
Form 17 through the chain of command to Personnel Management 
Unit. 
 
a. Personnel Management Unit will create a replacement Visitor 


Identification Pass, adding a letter behind the pass #.  Example: 
If the pass being replaced was pass #1, then the new pass will 
be identified as pass #1A.  If pass #1A is missing and being 
replaced, then the new pass will be identified as pass #1B. 


 
b. Upon the replacement Visitor Identification Pass being made, 


Personnel Management Unit will contact the affected 
Administrative Supervisor to arrange for the pass to be picked 
up, and hand carried back to the proper facility. 


 
3. In the event a missing Visitor Identification Pass is located or turned 


in, the replacement pass bearing the letter after the pass #, shall be 
taken out of service and brought to the attention of the Administrative 
Supervisor of the facility. 
 
a. The affected Administrative Supervisor shall complete a brief 


Form 17 summarizing the facts relevant to the return of the 
original Visitor Identification Pass. 


 
b. Ensure the replacement pass and Form 17 are hand carried 


during normal business hours to Personnel Management Unit. 
 
c. Personnel Management Unit will ensure the replacement pass is 


properly destroyed and maintain the accompanying Form 17 in a 
unit file. 


 
E. Damaged clip-on style, hard plastic Visitor Identification Passes 


 
1. Damaged Visitor Passes shall be removed from inventory and turned 


into the affected Administrative Supervisor. 
 
2. The affected Administrative Supervisor shall: 
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a. Make an entry on the Form 690 indicating the pass has been 
removed and a replacement pass requested. 


 
b. Complete a brief Form 17 requesting a new Visitor Identification 


Pass and destruction of the damaged pass. 
 
c. Ensure the replacement pass and Form 17 are hand carried 


during normal business hours to Personnel Management Unit. 
 
d. Make an entry on the Form 690 indicating the new replacement 


Visitor Identification Pass has been placed into service. 
 
3. Personnel Management Unit will ensure the damaged pass is properly 


destroyed and maintain the accompanying Form 17 in a unit file. 








16.120 


Rev. 8/94, Replaces 4/93 1


16.120 SHIFT DIFFERENTIAL:  RECORDING AND 
PROCESSING 
 


Reference: 
 


FOP/City Labor Agreement 
AFSCME/City Labor Agreement 
Automated Shift Differential System User's Manual 
Standards Manual - 12.1.4 


 
Purpose: 


 
Ensure compliance with the labor agreement between the City of Cincinnati and 
the Fraternal Order of Police, the City of Cincinnati and AFSCME, and the Fair 
Labor Standards Act. 


 
Enhance accurate recording of shift differential time earned by Police Division 
employees. 


 
Policy: 


 
The district/section/unit commander will designate the timekeeper or one other 
person to keep shift differential time for sworn and nonsworn personnel. 


 
Districts/sections/units using the Division's automated shift differential system will 
record shift differential as outlined in the Automated Shift Differential System 
User's Manual. 


 
Procedure: 


 
A. Sworn Personnel: 


 
1. Payment of shift differential is determined as follows: 


 
a. Officers will receive shift differential for a regular tour ending 


after 1800 hours up to and including 0800 hours. 
 


1) A regular tour is defined as eight consecutive hours of 
duty scheduled in advance by a supervisor. 


 
2) Officers will receive shift differential for only those 


hours worked when compensatory time off is taken. 
 


a) Example:  An employee is scheduled a regular tour 
from 1200 - 2000 hours, but the employee takes 
compensatory time off from 1700 - 2000 hours.  The 
employee receives shift differential from 1200 - 1700 
hours. 


 
b. The following criteria will determine if shift differential accrues to 


overtime hours: 
 


1) Overtime in less than eight hour increments: 







16.120 


Rev. 8/94, Replaces 4/93 2


 
a) The overtime must immediately precede or follow a 


regular tour that ends after 1800 hours up to and 
including 0800 hours. 


 
b) Shift differential is not applicable if there is a non-


compensated time break between the overtime and 
the beginning or end of the regular tour. 


 
2) Overtime in eight consecutive hour tours or longer: 


 
a) The overtime must be scheduled in advance by a 


supervisor. 
 


b) The overtime must end after 1800 hours up to and 
including 0800 hours, unless the overtime 
immediately precedes or follows an eligible tour. 


 
c. The entry on the Daily Shift Differential report (Form 335A) will 


be a total of the regular hours plus overtime hours computed at 
their respective shift differential rates.  Only overtime hours will 
be computed at the one and one-half rate for shift differential. 


 
1) Example:  An employee works a regular tour from 2300 - 


0700 hours, and then immediately works overtime from 
0700 - 0900 hours.  The daily entry on the Form 335A will 
show 11 hours computed as follows: 


 
8 Regular Hours X Straight Rate = 8 
2 Overtime Hours X 1 1/2 Rate   = 3 


TOTAL  11 
 
d. Partial hours worked during regularly scheduled tour. 


 
1) Compute partial hours up to 15 minutes as 1/4 hour 


worked. 
 


2) Compute partial hours over 15 minutes and up to 60 
minutes in 15 minute increments. 


 
B. Sworn Daily Shift Differential Report (Form 335A): 


 
1. Complete a Form 335A for each officer eligible to receive shift 


differential pay. 
 


a. Units with less than seven personnel and units without 
computers will maintain these forms manually. 


 
b. All other districts/sections/units will use the automated Form 


335A. 
 


2. Compute, as in Section A.1.c.1), and then record the number of hours 
for which shift differential will be paid. 
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3. Every two months the officer and his supervisor will review and initial 
the Form 335A. 


 
a. Timekeepers using the automated shift differential system will 


print a copy of the Form 335A for verification. 
 


1) Maintain this signed copy on file until the next time these 
forms are verified. 


 
C. Annual Shift Differential Report (Form 335B): 


 
1. Submit the Form 335B to the Fiscal and Budget Section as directed 


each year in the Staff Notes. 
 


2. List alphabetically on the Form 335B officers who earned shift 
differential pay for the reporting year.  Include on this form the: 


 
a. Officer's last and first name. 


 
b. Number of shift differential hours worked. 


 
1) The automated shift differential system will automatically 


compute the time at the proper rate and enter the total 
amount ($) earned in the "Comments" column. 


 
D. Transferred and Separated Officers: 


 
1. When an officer is transferred, send the officer's Form 335A to the 


new unit of assignment. 
 


a. Districts/sections/units using the automated shift differential 
system will copy the information to a floppy disk. 


 
b. Units using the manual system will send the Form 335A. 


 
2. When an officer is separated from the Division, forward the officer's 


Form 335A to Employee Relations. 
 


a. Districts/sections/units using the automated shift differential 
system will copy the information to a floppy disk. 


 
b. Units using the manual system will send the Form 335A. 
 


3. Upon verification of the separation, Employee Relations sends the 
information from the Form 335A to the Fiscal and Budget Section.  
Fiscal and Budget Section will take the necessary steps to ensure the 
officer receives shift differential compensation. 
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E. Nonsworn Personnel: 


 
1. Nonsworn personnel with shifts ending between 1800 and 1000 hours 


receive shift differential as follows: 
 


a. $.30 per hour if assigned a shift ending between 1800 and 2400 
hours. 


 
b. $.45 per hour if assigned a shift ending after 2400 and before 


1000 hours. 
 


c. Compute compensation for overtime shift differential hours as in 
Section A.1.c.2)a). 


 
d. Part-time employees do not receive shift differential. 
 


2. Nonsworn Biweekly Shift Differential Report (Form 335C): 
 


a. Submit a Form 335C, according to the biweekly schedule, to the 
Fiscal and Budget Section. 


 
1) Keep all Forms 335C manually. 


 
b. List alphabetically on the Form 335C employees who earned 


shift differential pay for the reporting period.  Include on this form 
the: 


 
1) Employee's last, first, and full middle name. 


 
2) Number of second shift hours (1800-2400) 


 
3) Number of third shift hours (2400-1000) 
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12.106 UNIVERSITY AIR CARE HELICOPTER 
 


References: 
 
Procedure 12.145 – Critical Incident Response Plan 
 
Information: 


 
University Air Care (UAC) is a hospital-based emergency helicopter service, available 
as a second responder to a medical emergency. 
 
The service is available 24 hours a day, 7 days a week for direct scene and inter-
hospital transfer of critically ill or injured patients.  UAC carries a flight team consisting 
of an emergency physician, specially trained flight nurse, and experienced pilot. 


 
Helicopter liftoff is normally 3-5 minutes from the time of dispatch.  If the patient is 
trapped or the journey to the hospital is likely to be delayed or long, the helicopter 
brings the hospital to the patient. 


 
Medical emergencies that may necessitate the use of the UAC helicopter are: 
 


1. Vehicle crash entrapments. 
 


2. Industrial accident entrapments. 
 


3. Instances where a person has been shot, remote locations, etc. 
 


4. Patient's condition requires intensive medical attention en route to the 
hospital. 


 
5. Mass casualties/disasters. 


 
a. Air Care will transport triage teams and additional medical supplies. 


 
Policy: 


 
When Fire Department Paramedic or Emergency Medical Service personnel are on the 
scene, the decision to use the UAC helicopter is their responsibility.  Fire Department 
personnel will request the UAC helicopter through Fire Dispatch. 
 
When a Fire Department unit is not on the scene or is delayed, a police officer may 
request the UAC helicopter to respond or go on standby through Emergency 
Communications Center (ECC). 


 
Once it has been requested to respond or go on standby, only Fire Department 
personnel can cancel the UAC helicopter. 
 
Upon arrival, Fire Department personnel will relieve police personnel of the 
responsibility for injured individuals and will call or cancel the helicopter response as 
required. 
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Procedure: 
 
A. UAC Helicopter Request: 


 
1. A police officer at the scene of a medical emergency may request the UAC 


helicopter by contacting ECC. 
 


a. ECC will: 
 


1) Immediately notify Fire Dispatch for the UAC to respond or go on 
standby. 


 
a) Relay to Fire Dispatch all available information concerning 


the incident:  location, type of injury, number of persons, etc. 
 


2)  Have the Officer in Charge (OIC) switch to Talk Group I Channel 
2, which will be displayed as “I 8i TAC 2”.  To be able to 
communicate with the UAC pilot, the OIC must then place his 
radio in “simplex” mode by pressing the black button directly 
below the purple button on the left side of the radio.  When the 
radio is in the “simplex” mode a small plus sign enclosed within 
brackets |+| will appear on the radio display screen.  
 
a)  All other officers on scene should remain on their primary 


channel. 
 
b) Air Care only has access to Talk Group I Channel 2. 


 
b. Fire Dispatch will: 


 
1) Immediately contact UAC with the necessary information. 


 
B. Police Responsibilities when UAC Responds to a Medical Emergency: 
 


1. Advise arriving fire personnel that Air Care is responding. 
 
2. Use the radio designations "Air Care One" or "Air Care Two" when a UAC 


helicopter responds to an emergency. 
 
3. Prior to the helicopter's arrival, identify a specific landing site that is: 


 
a. Fairly flat and at least 100 feet by 100 feet square. 
 
b. Reasonably clear of debris, glass, cans, wood, plastic bags, car hoods, 


or other items that can be picked up or blown by the helicopter's 
downwash and cause injury to persons on or near the landing site or 
interfere with the operation of the helicopter.  You may expect a wind of 
60 to 70 MPH from the helicopter. 


 
c. Clear of overhead obstructions, such as telephone and power lines. 
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d. At least one mile upwind if flammable or poisonous vapors are 
involved. 


 
4. The OIC will notify the pilot of the location and height of any nearby wires. 
 
5. At night, mark the four corners of the landing site and the center of the 


windward edge with flares.  Use flashlights as a substitute for flares if there is 
danger of starting a fire (see attached diagram).  An alternate method of 
marking corners is to use police cars or apparatus with flashing lights. 


 
a. Point headlights or auxiliary lights down and toward the center of the 


landing site to avoid blinding the pilot. 
 
b. If at night, do not use flashbulbs or allow lights, including television 


cameras, to be pointed at the helicopter while it is airborne.   
 


6. Wear eye protection when the helicopter is landing and taking off. 
 


a. District lieutenants' and two Traffic Unit supervisors' vehicles are 
equipped with safety goggles. 


 
7. Keep unauthorized personnel and vehicles at least 100 feet away from the 


helicopter. 
 
8. Keep clear of the helicopter unless accompanied by a crew member. 


 
a. Never move toward the helicopter until signaled by the flight crew.  


Always approach and leave the helicopter from the front. 
 
b. Avoid the tail rotor area. 
 
c. Do not run or smoke near the helicopter. 


 
9. There is no standard helicopter ground to blade height.  Be very careful 


when walking under the blades. 
 


a. Do not carry IV's or other objects above your head.  Carry large objects 
parallel to the ground. 


 
10. The police officer in charge at the scene will ensure all appropriate reports 


are completed. 
 


a. Prepare a Form 316, Aided Case Report, if no other reports are 
required. 


 







12.106 


 


Revised 10/10/13, Replaces 10/03/06 4 


 
 
 
 
 
 
 
 
 


Flare                                           Flare 
                                                   


                                    
                                    
 
 
 


UPWIND FLARE   
 


       
 
 


 Wind                                           Helicopter 
                                           Approach 
 
 
 
 
 
 
 


 
Flare                                           Flare 
 
 


NIGHT LANDING ZONE MARKINGS 
 
 








12.350 


Revised 09/06/2011, Replaces 08/92 1 


12.350 AUTOMATED FINGERPRINT IDENTIFICATION 
SYSTEM (AFIS) 
 


Reference: 
 


Standards Manual - 42.2.1 
 


Definitions: 
 


Value Quality - Latent fingerprints containing ridge characteristics that may be 
identifiable for developed suspect(s).  "Value Quality" latent fingerprints are not 
suitable for an AFIS search.  Examples of "Value Quality" latent fingerprints 
would include palms, finger tips, or where determination of core/axis is not 
possible. 


 
AFIS Quality - Latent fingerprints that contain suitable ridge quality, ridge count, 
number of minutiae [points], and where determination of core/axis placement is 
probable. 


 
No Value - Latent prints lacking ridge characteristics necessary to form an 
identification. 


 
Registered - Entered and retained latent fingerprints in AFIS. 


 
Elimination prints - fingerprints and palm prints belonging to persons other than 
possible suspects. 
 
Information:  
 
Criminalists trained as latent examiners will process any latent lift cards 
submitted by a law enforcement officer.  The latent examiners maintain and 
operate the Department’s AFIS at the Criminalistics Squad.  The AFIS is capable 
of searching latent ridge detail from both fingers and palms.  
 
The Criminalistics Squad will process articles or evidence for latent ridge detail 
upon request from a law enforcement officer.  Any developed ridge detail will be 
examined for identification of the latent donor.    


 
Procedure: 


 
A. AFIS Submission Requirements: 


 
1. Criminalistics Squad will not accept latent lift cards without the required 


information.  
a. Officers developing and lifting latent prints must provide the 


following information on the rear of the latent lift card:    
 


1. Date latent lift was completed.  
 


2. Title of offense from the Ohio Revised Code (ORC) or the 
Cincinnati Municipal Code (CMC). 


 
3. Complainant/victim's name 
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4. Location of offense 
 
5. Description of article and/or location of lift 
 
6. Officer’s name, badge number, and telephone number.  


 
 


b. Criminalistics Squad personnel will attach a note indicating what 
information is incomplete or omitted.  The requesting officer will 
pick up the latent lift card for correction. 
 


2. Attach an Evidence Examination Worksheet (Form 457) to all latent 
print lifts.  The submitting officer portion of the form must be 
completed.  The Form 457 can be either printed or typed, but must be 
legible. 


 
3. Criminalistics Squad personnel may also process articles submitted 


for investigation. 
 


a. Attach a Form 457 to all articles. 
 


b. Attach a Property Receipt (Form 330) to all articles. 
 


c. The Criminalistics Squad latent examiner is responsible for 
marking the pertinent information on lift cards or photographs 
when latent of "Value Quality" or "AFIS Quality" are developed 
from submitted evidence. 


 
4. Submit latent lift cards or articles to the Criminalistics Squad between 


0800-1600 hours, seven days a week. 
 


B. Dispositions of Latent Lift Cards/Evidence: 
 


1. "No Value" or undeveloped latent print submissions. 
 


a. Criminalistics Squad will forward a copy of Form 457 to the 
submitting officer.  The Criminalistics Squad will maintain care 
and custody of all submitted latent lift cards.   


 
2. "Value Quality" latent prints.   


 
a. If the investigation is a felony or a misdemeanor offense: 
 


1) A latent examiner will compare the developed latent prints 
to all suspects (if any) and all elimination prints.  
Elimination prints do not include suspect prints. 


 
2) If there is no match with elimination fingerprints, the latent 


examiner will return the white copy of the Form 457 to the 
submitting officer's district/ section/unit.  The Form 457 will 
state if the latent print is of "Value Quality."   
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3) The Criminalistics Squad will send submitted articles, from 
which they have obtained latent fingerprints, to the Court 
Property Unit. 


 
3. "AFIS Quality" fingerprints. 


 
a. If the investigation is any felony or misdemeanor offense: 


 
1) A latent examiner will compare AFIS quality latent prints to 


elimination prints and or suspect prints.  Any AFIS quality 
latent prints(s) not matched to elimination prints or suspect 
prints will be searched in AFIS.  


 
a) Following a search in AFIS, the latent examiner will 


return the completed Form 457 to the investigating 
officer with the results summarized and a request for 
elimination prints.  


 
b) The investigating officer will submit elimination prints 


to the latent examiner within 14 days.   
 
1] The latent examiner will notify a Homicide Unit 


supervisor if elimination prints are not received 
within the 14 days.  The Homicide Unit 
supervisor will contact the immediate supervisor 
of the investigating officer for follow up and 
resolution.  


 
2) The latent examiner will verify an AFIS hit.  A second latent 


examiner will confirm all verified latent hits.  The original 
latent examiner will document the results of an/all AFIS 
hits(s) on the submitted Form 457.  The latent examiner will 
contact the investigating officer immediately following the 
confirmation of a verified match of a latent print.  The 
completed Form 457 will be returned to the investigating 
officer.    


 
3) An “AFIS Quality “ latent print without a hit will be 


registered in the Unsolved Latent File (USLF) in AFIS.   
The latent examiner will complete the submitted Form 457 
documenting all relative facts in the narrative portion and 
return the completed form to the investigating officer.     


 
C. Cases Involving Known Suspect(s)/Arrest(s): 


 
1. The latent examiner will contact the investigating officer if an 


identification of a latent print is not made.  The examiner will request 
elimination prints from the investigating officer for further comparison.  


 
 a. The investigating officer will return the requested elimination   
  prints to the latent examiner within 14 days of the request.  
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b. The latent examiner will notify a Homicide Unit supervisor if the   


elimination prints are not received within the 14 days.  The 
Homicide Unit supervisor will contact the investigating officer’s 
immediate supervisor for follow up and resolution. 
 


 c. The best practice for an officer submitting latent prints to the  
  Criminalistics Squad would be to always submit elimination  
  prints with the submission.   
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16.125 TRAVEL ON CITY BUSINESS 


Reference: 


Procedure 12.817 - Court Management System (CMS) 
Procedure 13.115 - Outside Training Programs/College Attendance 
FOP/City Labor Agreement 
AFSCME/City Labor Agreement 
Cincinnati Organized and Dedicated Employees (CODE) Agreement 
City Finance Bulletin 
City of Cincinnati Frequent Flyer Miles Policy 
Ohio Ethics Commission Advisory Opinion No. 91-010 
Administrative Regulation #13 – Travel Outside of Cincinnati on City Business 


Requiring an Overnight Stay 


Definitions: 


Out-of-town travel or non-local travel – Any travel outside the City of Cincinnati which 
requires an overnight stay. 


Local travel – All other travel. 


Purpose: 


Establish uniformity for obtaining approval to travel on City business and facilitate 
reimbursement of expenditures incurred during travel. 


Policy: 


The Police Department will avoid overtime expense for travel days, etc., by 
rescheduling off days if possible.  Employees traveling on City business will adhere to 
their appropriate contract regarding the number of hours they can work in a week.  
Anytime an employee voluntarily requests training and/or travel on City business, the 
employee will not receive any overtime compensation in excess of an eight-hour day, or 
forty-hour work week during the training and/or travel. 


Employees are prohibited from earning frequent flier miles while traveling on City 
business. 


Officers who will be out of town on City business must review the Court Management 
System (CMS) and report the days they will be unavailable for court to their immediate 
supervisor, who will enter the information into the CMS.  


Information: 


The Ohio Ethics Commission Advisory Opinion No. 91-010 prohibits the personal use of 
any frequent flyer miles earned during travel on City business.  The purpose of this 
directive is to establish uniform guidelines related to the accrual and use of frequent 
flyer miles by City officials and employees while conducting official City business. 
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The Records Management System (RMS) will be used to document and submit the 
Travel Request /Cost Estimate (70S) and the Travel Expense (71S) for Travel on City 
Business requests. 


Procedure: 


A. Out-of-Town Travel on City Business 


1. The Police Chief must approve all out-of-town travel on City business. 


2. District or section commanders can give permission for out-of-town travel if it 
is in conjunction with an investigation that would be jeopardized by further 
delays. 


a. Department personnel will complete the RMS Training/Travel Request 
module immediately upon return. 


1) In the 70T tab, indicate the request is for “Travel Only”. 


2) Include all personnel who travelled to the same location for the 
same reason. 


3) Complete the 70S tab and route through the chain of command. 


B. Requesting Permission to Travel 


1. Police personnel desiring to represent the Department as an instructor or 
presenter at a conference or any out-of-town City business will complete the 
RMS Training/Travel Request module. 


a. In the 70T tab, indicate the request is for “Travel Only”.  Also complete 
the 70S tab. 


1) Include all personnel traveling to the same location for the same 
reason. 


b. Department personnel anticipating out-of-town travel should complete 
and submit the request at least six weeks in advance. 


c. Route the request through the chain of command for review by Finance 
Management Section and approval by the Police Chief. 


d. If needed, Department personnel will arrange for a vehicle from within 
their bureau for out-of-town travel.  Before traveling, the employee will 
have a Municipal Garage mechanic check the vehicle to ensure it is 
suitable for travel. 


2. The 70S does not need to be completed for local travel unless 
reimbursement from Department funds is required.  However, a Form 17 
should be submitted to the employee’s immediate supervisor to notify intent 
for local travel. 


3. The Department requires the completion of the 70S if the employee 
anticipates fees or other related expenses for reimbursement. 
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a. For reimbursement of college tuition, see Procedure 13.115. 


b. If the employee uses a personal vehicle for travel to any location listed 
above and requests reimbursement, the employee must complete and 
submit the 70S for approval prior to the travel. 


C. Expenditures 


1. Advance funds 


a. The City will, under exceptional circumstances, advance funds for 
travel on City business. 


 1) Advance funds must be requested. 


2) Funds will generally be advanced for travel over an extended 
period of time (i.e., Southern Police Institute or FBI National 
Academy). 


3) When an employee receives advanced funds, the employee must 
repay the advance within 10 days of receipt of reimbursement 
following the travel and all funds must be accounted for (see 
Section C.2., Reimbursement). 


b. If it is necessary to pay for certain items in advance (registration, 
lodging, airline tickets, etc.), the employee will request direct payment 
of such items.  Take the following steps: 


1) Complete the RMS Training/Travel Request module for the total 
estimated amount of expenses and route through the chain of 
command. 


a) Send the following information to Finance Management 
Section, via email, at: CPDFiscal@cincinnati-oh.gov 


1] Identify the business and/or person to which the 
payment is to be made; include complete contact 
information. 


2] The payment amount and due date. 


3] Contact information of the employee making the 
request. 


b) Finance Management Section will contact the employee for 
further information, if necessary. 


2) Submit travel requests at least six weeks prior to the date needed 
to allow enough time for processing. 


a) If less than six weeks, personnel should request to expedite 
the process in the workflow comments. 


3) Finance Management Section will issue a check to the travel 
agency, hotel, agency offering training, etc. 



mailto:#CPDFiscalGroup@cincinnati-oh.gov
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2. Reimbursement 


a. The employee will complete the RMS Travel Expense module (71S) 
within three working days after returning to duty.  Route to Finance 
Management Section. 


1) In addition, print a copy of the 71S and submit with original 
receipts to Finance Management Section. 


b. Finance Management Section will route the 71S back to the employee 
with the approved amount of reimbursement. 


c. The employee will review the amount approved for reimbursement and 
route the 71S back to Finance Management Section with the 
employee’s acknowledgement noted in the workflow comments, 
indicating agreement with the reimbursable amount. 


d. Finance Management Section will enter the agreed reimbursable 
amount into the CHRIS payroll system for payment to the employee’s 
next payroll check. 


1) Payments will be coded in the CHRIS payroll system to prevent 
taxation. 


e. For information on reimbursements where an advance was made, 
contact the Finance Management Section. 


D. Reimbursable Items 


1. Transportation 


a. Common Carrier – Passenger receipt and boarding passes required 
upon return. 


1) The actual cost, but not in excess of coach tourist airline fare. 


a) If the flight is cancelled by the employee for reasons other 
than illness, the employee will pay the cancellation fees and 
return the airline fare to the City.  Verification of the illness is 
required by means of a doctor’s statement. 


2) The cost of transportation to and from terminals to begin and 
complete travel and travel used for commuting between lodging or 
working locations (bus, shuttle, or taxi). 


b. Personal Vehicle 


1) Restricted to Ohio or a radius of 300 miles from Cincinnati. 


a) If permitted to exceed the 300 mile limit, the City will limit 
reimbursement to the lower of either the coach tourist airline 
fare plus the cost of transportation to and from the airport or 
the number of miles driven on City business multiplied by the 
current mileage rate. 
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2) Reimbursement at the current mileage rate as outlined in the 
Finance Bulletin.  The City will also reimburse tolls and parking 
fees.  Original receipts are required. 


3) Employees may be required to carpool when attending the same 
out-of-town training. 


4) Use of a personal vehicle is not reimbursable if use of a City 
vehicle was approved on the 70S.  If extenuating circumstances 
(i.e., sudden unavailability of a City vehicle) necessitate use of a 
personal vehicle, send documentation and written approval of the 
district or section commander through the chain of command. 


c. City Vehicle 


1) The City will reimburse tolls and parking fees and the actual cost 
of gasoline if a Fleet Services gas card is unavailable (receipt 
required). 


2) Gasoline should be purchased with a gas card obtained through 
Fleet Services prior to travel. 


3) Prudent use of the City vehicle is permitted for private reasons 
(e.g., dining, shopping, etc.). 


4) Use of a City vehicle is restricted to Ohio or a radius of 300 miles 
from the City boundary lines if outside of Ohio.  Police personnel 
are exempt from this requirement for the purpose of returning 
wanted criminals. 


d. Rental Vehicle 


1) The use of a rental car must be pre-approved by the Finance 
Manager of Accounts and Audits.  A rental car may only be 
utilized when it is the sole mode of transportation available or 
when it is the most economical mode of transportation.  Evidence 
of either one of these situations is necessary to authorize the 
rental car.  The rental car is to be an economy or compact model. 


2) The use of rental cars will not be reimbursed when other 
transportation is available from a hotel to the conference location. 


3) The City does not pay for insurance on the rental car. 


2. Lodging 


a. Lodging is an allowable expense when the employee is attending a 
conference or training that lasts longer than one day or requires a travel 
time not conducive to traveling to and from the destination in the same 
day. 


b. Lodging is allowable based on single occupancy accommodations in 
the medium price range for the locale and requires receipt for 
reimbursement. 







16.125 


Revised 04/28/16, Replaces 03/15/15  6 


1) The government rate for lodging should be requested by the 
employee.  Employees can obtain tax exempt certificates through 
the Finance Management Section to waive certain lodging taxes. 


2) If the lodging receipt shows more than single occupancy, the 
single room rate must be noted.  If payment for more than the 
single occupancy rate is requested, the name of the second City 
employee must be disclosed. 


3) When more than one City employee is traveling to the same 
location, the Department should consider double occupancy, if 
appropriate, considering the traveling employees. 


4) When lodging is available at the conference site, the expense will 
be limited to the conference rate for lodging.  The employee will 
provide conference documentation, which includes the rate for 
lodging and any meals provided through the conference or the 
place of lodging.  If the employee obtains lodging that is higher 
than the conference rate, the employee must justify the lodging 
rate and the Department head must approve the higher rate. 


3. Meals and Incidentals 


a. Meals and incidentals will be reimbursed by the City for non-local travel 
based upon the per diem allowance policy.  This will eliminate the need 
for food receipts and itemized meal expenses. 


1) Meals will be reimbursed at the following amounts: 
• Breakfast – $ 13.00 
• Lunch – $15.00 
• Dinner – $26.00 


b. The City will not reimburse for meals already provided through airline 
fare, registration fees, and lodging expenses.  Conference, airline and 
lodging documentation must be submitted to determine meals provided.  
If a scheduled banquet is connected with the travel, the actual cost of 
the banquet will be allowed in place of the dinner, provided the cost can 
be documented.  If an employee requires a meal different from the one 
provided for health or religious reasons, a different meal should be 
requested prior to travel from the meal provider.  If the meal cannot be 
changed to comply with the employee’s health or religious requirements, 
the City will reimburse for the meal the employee purchases using the 
allowance rate above.  A statement from the employee’s doctor or 
religious leader is required to support the reimbursement request. 


c. On the day that the employee begins or ends travel, meals are 
reimbursed based upon the time when travel begins and ends. 
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1) If travel begins before 6:00 A.M. breakfast, lunch, and dinner are 
reimbursed. If travel begins between 6:00 A.M. and 1:00 P.M. lunch 
and dinner are reimbursed.  If travel begins after 1:00 P.M. only dinner 
is reimbursed. 


2) If travel ends after 9:00 A.M. and before 1:00 P.M. breakfast is 
reimbursed.  If travel ends after 1:00 P.M. and before 7:00 P.M. 
breakfast and lunch are reimbursed.  If travel ends after 7:00 P.M. 
breakfast, lunch, and dinner are reimbursed. 


3) The determination of when travel begins or ends will be based on 
the required documents submitted and includes the travel time to 
and from the airport. 


d. Incidental expenses included in the daily allowance are for fees and 
tips given to porters, baggage carriers, bellhops, hotel maids, and the 
cost of transportation between places of lodging or business and 
places where meals are taken. 


1) An incidental allowance is paid at the rate of $5 per day. 


4. Miscellaneous expenses 


a. Miscellaneous expenses include laundry or dry cleaning expenses and 
phone calls. 


1) Laundry and dry cleaning expenses are reimbursed when the City 
travel is in excess of seven days.  Receipts are required and only 
the expenses related to the cleaning of clothes required for the 
days of the trip in excess of seven days are permitted. 


2) A $10 prepaid phone card may be purchased for use during travel 
and reimbursement requested on the 71S, with a receipt. No 
phone expense will be approved if the employee was issued a city 
phone. 


3) Conference fees, training fees, tuition and books required, will be 
reimbursed with a receipt. 


E. Non-reimbursable Items 


1. Non-reimbursable non-local travel expenses include but are not limited to the 
following: airline lost ticket application fees, excess baggage fees for 
personal luggage, hotel charges associated with cancellation, incremental 
costs of double over single occupancy rates for an employee’s spouse/guest, 
rental car damage, parking tickets, traffic violations, personal entertainment, 
recreational items, travel related insurance and cancellation fees due to 
personal circumstance of the employee. 


2. Any personal related vacation expenses when the employee combines 
vacation with the City travel is non-reimbursable.  The cost variance must be 
clearly identified on the 70S. 
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F. Frequent Flyer Mileage Benefits 


1. Employees are prohibited from earning frequent flyer miles while traveling on 
city business. 
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12.370 PROBLEM SOLVING AND THE NEIGHBORHOOD 
              LIAISON PROCESS 


 
 


Reference:   Problem Solving Guide 
                     Critical Elements for Problem Solving 
                      Problem Solving Tracking System (PSTS) Database Users Guide 
 
 
Definitions: 


 
Problem Oriented Policing (POP) – A crime reduction and safety approach that 
involves examining repeat or recurring incidents for the conditions that permit 
them to occur.  It involves seeking out and implementing effective responses, 
examining the impact these responses have on the problem and subsequently 
reporting the results in ways that will benefit other police agencies. 


Community Problem Oriented Policing (CPOP) – Facilitating the POP process 
through the police, community, other City departments and Community Police 
Partnering Center (CPPC) working together in a partnership. 


Problem Solving – Identifying and analyzing recurring crime or safety problems, 
developing and implementing tailored responses based on the analysis, and 
evaluating the impact of the responses on the problem. 


Problem – A recurring set of related harmful crime or safety incidents in a 
community that members of the public expect the police to address. 
Incident – A single service request, for an individual or community concern. 


 


SARA – The acronym for the problem solving process. 
Scanning – The first stage in the SARA process, involving problem identification, 
verification, and classification. 


Analysis – The second stage in the SARA process, involving systematic 
examination of the problem to identify possible causes or conditions that might 
be susceptible to alternative responses.  


Response - The third stage in the SARA process, involving the development and 
implementation of tailored interventions designed to reduce the problem.  
Assessment – The fourth stage in the SARA process, involving evaluating the 
effectiveness of the implemented responses. 
 
Repeat Spreadsheet – A spreadsheet that tracks the repeat incidents involving 
the three components of crime: repeat victims, repeat suspects, and repeat 
locations. Located on the H:drive and updated monthly by Information 
Technology Management Unit (ITMU).  
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Situational Crime Prevention – Techniques used with problem oriented policing 
to reduce or block crime opportunities.  
 
Neighborhood Liaison Sergeant – one sergeant in each district designated to 
be the link between the Department and the Community.  Reports directly to the 
district commander and supervises the district’s neighborhood liaison officers. 
 
Neighborhood Projects Unit (NPU) – the Police Relations Section comprised of 
project coordination officers who help conduct research, collect data, assist in 
developing Response plans and monitor problem-solving projects.  
 
Purpose: 


 
To define a Departmental process of identifying and addressing problems and 
community service requests in an effort to improve the quality of life, safety and 
security of citizens. 
 
The measurable outcomes to the Department achieving the goals of problem 
solving include: 
 


1. Monthly reductions in repeat locations, offenders and victims as measured 
by a weighted process. 


 
2. Five new projects initiated per district, per month. Specialized units will 


initiate at least two problem-solving projects per year.  The Patrol Bureau 
Commander will periodically review the volume of projects and make 
necessary adjustments as needed to ensure the quality of projects and 
service. 


 
3. POP Guides and other resources are utilized. 


 
4. Problems are favorably resolved with minimal displacement. 


 
Policy: 


 
The SARA problem solving methodology is the Department’s principal strategy 
for addressing crime and disorder problems. 
 
Information: 


 
Inter-agency collaboration and stakeholder participation is extremely important to 
effective problem solving.  City employees will work with community members to 
identify and resolve neighborhood problems. The Community Police Partnering 
Center (CPPC) is also available as a resource for problems identified by a 
district/section/unit commander as a possible POP initiative.  The CPPC can 
provide a link to community services and other resources. City and CPPC staff 
work together to provide training and facilitate problem solving. 
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City staff, community members, and the CPPC will activate the problem solving 
process when a pattern of incidents is identified. District/section/unit 
commanders may refuse to accept a situation as a problem or incident. 
Participation and success in problem-solving is a part of the Performance 
Evaluation Process for every sworn employee in the Department. 
 
Procedure: 


 
A. Problems Generated by Citizens 


 
1. Citizens identifying a problem may directly contact the police or go 


through a variety of City and Police Department access points, 
including the Internet (City’s web page and/or Police Department’s 
web page). 


 
a. Police Department personnel will obtain the necessary 


information to complete a Form 560, CPOP Project Submission 
Request, and follow the process outlined in Section C.1. – C.4. 


 
B. Problems Generated by the Community Police Partnering Center (CPPC) 


 
1. Police personnel who become aware of a problem generated by the 


CPPC will complete a Form 560 describing the problem and forward 
the report to the affected district/section/unit commander. 


 
C. Problems Received and/or Generated by Police Personnel 


 
1. Police personnel will complete a Form 560 for recurring crime or 


safety problems and submit the completed report to their supervisor. 
 


2. The supervisor will review the report for accuracy and completeness 
and forward the report to the neighborhood liaison sergeant. 


 
3. The neighborhood liaison sergeant will review the Form 560 and route 


the report to the district/section/unit commander with a 
recommendation. 


 
4. The district/section/unit commander will review the Form 560 to 


determine if it is a problem or an incident. 
 


a. If the district/section/unit commander determines the issue is a 
“problem”, he will approve the Form 560 and forward it to the 
neighborhood liaison sergeant, who will:  


 
1) Enter the problem into the PSTS database and 
         record the tracking number on the Form 560. 
 
2) Make a blotter entry indicating a problem-solving project  
         has been approved for the specific address. 
 
3) Forward a copy of the Form 560 to the appropriate 
         relief lieutenant and the Neighborhood Projects Unit. 
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a) The relief lieutenant is responsible for ensuring the 


coordination and completion of all neighborhood 
projects assigned to their relief. 


 
b) The relief lieutenant will advise the project 


coordination officer of the start date of the Response 
phase of the project. 


 
c) Relief lieutenants will meet with the district 


commander as needed to report the progress and 
status of their relief’s problem-solving projects. 


 
b. If the district/section/unit commander determines the issue is an 


“incident”, the neighborhood liaison sergeant will handle with the 
appropriate action or referral to an outside resource. 


 
5. District crime analysts will utilize the repeat spreadsheet to  
        recommend monthly projects to their district commander. Each  
        project  will be documented on a Form 560.   
 


a. The district commander will present the project ideas to the 
appropriate Community Council to ensure input from community 
members. 


 
b. The projects will primarily be shift specific. Projects that span more 


than one shift will be coordinated between the relief lieutenants. 
 


c. When the district commander determines which projects will be 
initiated, the process outlined in C.4.a will be followed. 


 
D. Neighborhood Projects Unit  


 
1. The Neighborhood Projects Unit lieutenant will review the Form 560 


and assign it to a project coordination officer , who will:  
 


a.     Contact the relief lieutenant to obtain any additional information 
or ideas related to the project. 


 
b. Conduct in-depth research of best practices as related to the 


type of problem(s) to be addressed. 
 


c. Review situational crime prevention techniques to determine 
approaches that may fit the problem. 


 
d. Identify and collect pertinent data from crime analysts and other 


sources. 
 


e. Develop a minimum of two Response plans for recommendation 
to the relief lieutenant. 
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2. The Response plans will be reviewed by the Neighborhood Projects 


Unit lieutenant and forwarded to the neighborhood liaison sergeant 
and relief lieutenant.  The relief lieutenant may use any of the 
Response plans or develop a different strategy to use. 


 
3. The project coordination officer will monitor the problem-solving 


project through all stages of the SARA process. 
 


a. Quality control reviews will be conducted by the project 
coordination officer to ensure complete documentation and 
timely updates. 


 
 
b. If data entry corrections are needed, the Neighborhood Project 


Unit lieutenant will advise the relief lieutenant via email. 
 


4. The Neighborhood Projects Unit will conduct a bi-monthly audit                          
of open CPOP projects and provide the information to the Patrol                          
Bureau Commander. 


 
F. CPOP/SARA Problem Entry  


 
1. All approved projects will be initially entered into the PSTS database 


by the neighborhood liaison sergeant.   
 


a. Projects that include the involvement of citizens, the CPPC or 
other City departments will be designated as a “CPOP” project. 


 
b. Projects that involve police personnel only will be designated as a 


“CPD” project.  
 


c. Updates to projects will be entered into the PSTS database by the 
Department employee(s) or CPPC member(s) who are involved in 
the activity being reported.  


 
2. The PSTS database will generate the SARA problem solving method 


by utilizing the questions contained in the Critical Elements field to 
identify resources and develop a plan to respond to the specific 
problem. 


 
a. The PSTS database will automatically assign a unique number to 


each case which will contain the district, year and next sequential 
case number.   


 
b. The PSTS database contains dropdown menus and open fields 


for inputting narratives.   
 
c.   When adding actions to a case, each question in the “Critical  


Elements” field must be answered with accurate, detailed 
information. 
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1) The repeat spreadsheet is accessible to all officers and 
         should be used  to assist in determining the scope of a  


                                  problem.     
 


2) Crime analysts should be utilized to obtain pertinent data  
         related to the problem, especially during the Analysis and  
         Assessment phases. 
 


3.  Specialized units such as Vice, Homicide, Personal Crimes, Financial 
Crimes, Traffic, Youth Services, Park and Vortex will initiate at least 
two problem-solving projects per year.  They will also serve as a 
resource for district projects.   


 
G. Editing of a CPOP Problem 


 
1. Any member of the Department or the CPPC may input information to 


existing cases and projects. 
 
2. Changes made to the dropdown menus or “Actions” boxes can only 


be made by the individual who originally entered the information. 
 


H. Closure of a CPOP Problem 
 


1. Following the Assessment phase, the relief lieutenant will confer with 
the project coordination officer and the Department member(s) 
involved with the project to determine if the goals of the problem 
solving process were attained. 


 
a. If the assessment shows little or no effect on the project 


objectives, a new Response plan will be discussed and 
implemented to address the problem. 


 
b. If the assessment shows the problem-solving response was 


effective, the project will be closed in the PSTS database with 
the appropriate closure(s): 


 
1) Closed – Harm Reduced 
2) Closed – Incidents Reduced 
3) Closed – Problem Eliminated 
4) Closed – Problem Handling Improved 


 
2. The closing officer will notify the complainant who initiated the Form 


560 of the results of the problem solving process. 
 


I. Neighborhood Liaison Process 
 


1. One sergeant in each district will be designated as the neighborhood  
          liaison sergeant.   They should have a working knowledge of CPOP  
          and the SARA problem-solving process. Their responsibilities    
          include: 
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a. Maintain an open line of communication between the Department 


and community members. 
 


b. Facilitate Customer Service Requests (CSR) that meet the 
definition of a “problem”. 


 
c. Coordinate information to be shared or dispensed at community 


meetings. 
 
d. Attend CERT functions. 
 
e. Conduct Safety Presentations (excluding schools). 
 
f. Coordinate police attendance at community functions. 
 
 
g. Attend district functions and meetings, as designated by the 


district commander. 
 
h. Supervise the district neighborhood liaison officers. 
 


2.     The neighborhood liaison officers’ responsibilities include: 
 
a. Assist with district problem-solving projects when requested.  
 
b. Attend and assist in the coordination of community meetings, as 


designated by the district commander. 
 


c. Assist the neighborhood liaison sergeant with duties as needed. 
 


J. Community Meetings 
 


1. Each relief lieutenant will be assigned to specific neighborhoods (for  
        CPOP purposes only) and is responsible for ensuring attendance at   
        community meetings and coordinating problem-solving projects in  
        those neighborhoods.   


 
a. All officers attending community meetings will arrive prepared and 


on time. 
 


b. Attendance at community meetings must be documented on a 
Form 628, Public Appearance Report, and forwarded to the Public 
Information Office (PIO). 


 
2. District commanders should prioritize the list of community meetings 


that require police representation, based upon citizen attendance and 
agendas.   


 
3. District commanders shall meet with their Citizens on Patrol  
        representatives one time per month.  The time and place for this 
        meeting is at the discretion of the district commander. 
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K. Form 562, Community Problem Oriented Policing Resource Request 


 
1. Personnel in need of assistance from another district/section/unit will 


forward a request on a Form 562, Community Problem Oriented 
Policing Resource Request, through the chain of command. 


 
2. Personnel who have identified a need for additional funding to assist 


in solving a CPOP problem will complete a Form 562 and forward it 
through the chain of command. 
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17.100 POLICE RECORDS:  STORAGE AND MAINTENANCE, 
AND INITIATING NEW RECORDS AND FORMS 


Reference: 


Ohio Revised Code Section 149.43, Availability of Public Records for Inspection 
and Copying 


City of Cincinnati Intranet, Record Retention Schedule 


Definitions: 


A public record is a record held by a public office.  A record is any item: 


• Stored on a fixed medium, regardless of physical form or characteristic 
(e.g., electronic records, paper, computer, film, etc.) 


• Created, received, or sent under the jurisdiction of a public office 


• Documents the organization, functions, policies, decisions, procedures, 
operations, or other activities of the office. 


Purpose: 


Provide for initiating, safekeeping, and storage of Police Department records and the 
systematic disposal of those records. 


Policy: 


The Police Department will comply with all laws governing record retention, storage, 
and disposal.  All bureaus, sections, districts, and units will maintain the records 
specified in the Records Retention Schedule for the minimum and maximum periods 
indicated. 


Information: 


The Police Department is entrusted, by the public, with the care, custody, and control of 
records generated by its activities.  The Police Department is not the sole proprietor of 
the records it generates.  The right of ownership resides with the public. 


All of the records addressed in the Records Retention Schedule have been reviewed 
and the retention/destruction schedule for original records has been approved by the 
City of Cincinnati Records Commission, the Ohio Historical Society, and the State of 
Ohio Auditor’s Office. 


The Records Retention Schedule will be maintained on the Department Intranet. 


Procedure: 


A. Records Retention and Destruction 


1. In December of each calendar year, Records Section will submit a Form 17 
to announce the Annual Records Destruction process in the Department 
Staff Notes. 



http://citymatters.rcc.org/citymatters/departments/records-retention-schedules/
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a. District/section/units maintaining any type of record will inspect all 
records to determine if they are properly maintained according to the 
Records Retention Schedule, located on the Department intranet. 


1) If any record is scheduled to expire, is already expired, or is an 
unauthorized record or copy, the district/section/unit commander 
or their designee will include those records on an Annual Record 
Destruction Form, located in CPDFORMS on the H: drive. 


2) Use of the Annual Record Destruction Form is required for all 
department personnel who coordinate records destruction.  This 
form includes specific destruction dates to simplify the process. 


a) The form is divided into two sections – one tab summarizes 
documents that have form numbers; the second tab contains 
documents that have no form numbers. 


b) Personnel may complete the form by hand or electronically 
prior to printing for submission.   


3) Records stored off-site that meet the criteria for records 
destruction must be included on the Annual Record Destruction 
Form. 


b. The completed Annual Record Destruction Form will be submitted to 
the appropriate bureau commander with a cover Form 17 which 
includes: 


1) A request for disposal of records 


2) The number of boxes to be destroyed 


3) Inclusive dates 


4) Contact information of responsible employee 


c. After review by the affected bureau commander, the request for 
disposal will be forwarded to the Records Section Director. 


1) The Records Section Director will approve/disapprove the request 
according to the Schedule of Record Retention and Destruction 
contained in the Records Retention Schedule and have any 
additional measures taken, if necessary, to comply with State Law 
and City Ordinances. 


2) After approval for destruction, the Records Section Director will 
arrange the date and time for proper destruction of the records 
with the involved unit. 
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2. At the discretion of bureau, district, section, and unit commanders, original 
records may be retained beyond maximum periods via a Form 17 request.  
The Form 17 must include extenuating circumstances surrounding the 
extension request and must be submitted at least two weeks prior to the 
destruction date.  Other than these exigent circumstances, original records 
must be destroyed as soon as possible after the retention period has 
expired. 


3. Requests for disposal of an original or copy of any record not specifically 
listed in the Records Retention Schedule will also be documented on a 
Form 17. 


a. The Records Section Director will submit a request for destruction to 
the City Records Commission. 


1) Upon approval, Records Section will advise the affected unit as to 
the proper method of destruction. 


4. If storage space is required in addition to the available space in the unit 
facility, Records Section staff will coordinate with the City’s vendor for off-site 
storage. 


a. All boxes must be clearly marked with the year and type of records, the 
name of the district/section/unit the records belong to, and a bar code 
label provided by the vendor. 


B. Initiating New Forms and Discontinuing Forms 


1. Any department employee who desires to utilize a record or form not listed in 
the Records Retention Schedule must submit a prototype and a Form 17 
through channels to the Police Chief. 


a. Upon approval, Planning Unit will format as necessary, assign the form 
a number and request Records Section establish a retention schedule. 


b. Technology and Systems Section will revise the Records Retention 
Schedule on the Intranet. 


2. Any department employee who believes a form or record listed in the 
Records Retention Schedule should no longer be used will request 
discontinuation of the form via Form 17 through channels to the Police Chief. 
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12.372 CHRONIC NUISANCE PREMISES 
 
References: 
 
CMC Chapter 701-4, Dangerous dog to be properly confined or leashed 
CMC Chapter 701-5, Vicious dog to be properly confined or leashed 
CMC Chapter 701-6, Possession of a dangerous or vicious dog prohibited 
CMC Chapter 701-7, Possession of a dangerous or vicious dog limited 
CMC Chapter 701-27, Loud dog 
CMC Chapter 708-27, Discharging firearms 
CMC Chapter 761, Chronic nuisance premises 
CMC Chapter 906-9, Public gaming 
CMC Chapter 908-3, Menacing  
CMC Chapter 908-7, Aggravated menacing 
CMC Chapter 908-9, Menacing by stalking 
CMC Chapter 910-1, Attendance at school 
CMC Chapter 910-7, Loud noises 
CMC Chapter 910-21, Loitering with the intention of committing unlawful drug       


transaction 
CMC Chapter 910-23, Possession of marijuana 
CMC Chapter 911-27, Curfew for minors 
CMC Chapter 1213-7, Unauthorized possession, sale or discharge of fireworks 
CMC Title XVI, Neighborhood Quality of Life Uniform Code 
ORC 2903.11 – 13, Assault offenses 
ORC 2903.21 – 22, Menacing offenses 
ORC 2905.01, Kidnapping 
ORC 2907.21 – 25, Prostitution and related offenses 
ORC 2909.04, Disrupting public services 
ORC 2915.04, Public gaming 
ORC 2917.11, Disorderly conduct 
ORC 2917.32, Making false alarms 
ORC Chapter 2925, Drug Offenses 
ORC 3743.65, Unauthorized possession, sale or discharge of fireworks 
ORC 5323.02, Property owner registration 
Cincinnati Police Department Training Bulletin on Nuisance Premises 
 
Purpose: 
 
To assist victims of crime and penalize those who commit crimes or those who 
permit conditions to exist that give rise to crime or excessive calls for service to 
police.  To establish rules, procedures and penalties to address the owners of 
multi-family premises that have chronic nuisance issues and fail to take 
corrective measures.  These nuisances include activities related to drugs, 
disorder, and violence. 
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Policy: 
 
To work in partnership with the owners and operators of multi-family premises to 
address the negative impacts caused by chronic nuisance activities, and improve 
the vitality of neighborhoods by addressing excessive calls for service to the 
police. 
 
For the purpose of this procedure, calls for service made by the owners or 
operators of multi-family premises demonstrate their commitment to abate 
nuisance activities on their premises and will not be included as nuisance activity 
runs.  In addition, domestic violence calls for service are not considered 
nuisance activities. 
 
If a multi-family premise is deemed to be a chronic nuisance under Cincinnati 
Municipal Code (CMC) Chapter 761, the premises owner may be billed for the 
cost of enforcement services and cited civilly or criminally. 
 
Definitions: 
 
Multi-family premises - Any property capable of housing more than a single 
family by design or as classified by the Hamilton County Auditor. 
 
Chronic nuisance - a premise or property that is in violation of Cincinnati 
Municipal Code (CMC) 761-5. 
 
Nuisance or nuisance activity - any of the following activities, conduct, or 
behavior whenever engaged in by owners, operators, occupants, or persons 
associated with a premise: 
 


• Assault, aggravated assault, or felonious assault as defined in CMC 
908-5 or as defined in Ohio Revised Code Sections 2903.11, 2903.12, 
or 2903.13; 


 
• Menacing, aggravated menacing, or menacing by stalking as defined 


in CMC 908-3, 908-7, or 908-9 or as defined in Ohio Revised Code 
Sections 2903.21, 2903.22, or 2903.211; 


 
• Inducing panic, making a false alarm, or perpetrating a hoax weapon of 


mass destruction as defined in Ohio Revised Code Sections 2917.31, 
2917.32, and 2917.33; 


 
• Disrupting public services as defined in Ohio Revised Code Section 


2909.04; 
 


• Curfew violation as defined in CMC 911-27; 
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• Attendance at school violation as defined in CMC 910-1; 
 


• Disorderly conduct as defined in Ohio Revised Code Section 2917.11; 
 


• Discharging firearms in violation of CMC 708-27; 
 


• Drug sale or use as defined in CMC 910-21 and 910-23 and Ohio 
Revised Code Chapter 2925; 


 
• Compelling or promoting prostitution, procuring, soliciting, or loitering 


to engage in solicitation, or prostitution as defined Ohio Revised Code 
Sections 2907.21 through 2907.25, inclusive; 


 
• Public gaming as defined in CMC 906-9 or in Ohio Revised Code 


Section 2915.04; 
 


• Unauthorized possession, sale, or discharge of fireworks as defined in 
CMC 1213-7 or in Ohio Revised Code Section 3743.65; 


 
• Loud noises as defined in CMC 910-7; 


 
• Loud, dangerous, or vicious dog as defined in CMC 701-4, 701-5, 701-


6, 701-7, or 701-27; 
 


• Kidnapping as defined in Ohio Revised Code Section 2905.01. 
 
Occupant - the person residing in or having use of premises.  The same 
person or persons can be owner and occupant. 
 
Operator - any person, firm, company, corporation or association, including their 
employees, agents, or contractors, that controls, operates, or manages a 
premise. 
 
Owner - any person, partnership, firm, or corporation, who alone or jointly with 
others, shall be in possession of or have control of any premises or is listed as 
the owner of a premises on the records of the Hamilton County Auditor. 
 
Person associated with - any person who, whenever engaged in a nuisance or 
nuisance activity, enters, patronizes, visits; attempts to enter, patronize or visit; or 
waits to enter, patronize, or visit, a premises or person present on premises, 
including any officer, director, customer, agent, employee, or independent 
contractor of a premises owner. 
 
Property or premises - a platted lot or part thereof, or unplatted lot or parcel of 
land, or plot of land either occupied or unoccupied by any building or structure, 
equipment, or property of any kind. 
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Information: 
 
Calls for service (CFS) for drugs, disorder, and violence will be analyzed monthly 
to determine if any multi-family residential premises are excessive users of police 
services on a monthly or annual basis.  Domestic violence offenses and CFS 
made by an owner or operator are not included in this analysis. 
 
Procedure: 
 
A. Data Integration Section (DIS) will: 


 
1. Run an analysis by the tenth of each month of all CFS within the 


selected categories (drugs, disorder, and violence) for premises 
designated as multi-family premises.  Multi-family premises 
designations are established by the Hamilton County Auditor. 
 
a. Premises will appear on the monthly report when three or more 


nuisance activities have occurred at the premises on separate 
dates during a 30-day period. 


 
b. Premises will appear on the annual report when, within a one-


year period, the following number of nuisance activities has 
occurred at the premises: 
 
1) Premises with 2 or 3 residential units:  6 nuisance activities; 
 
2) Premises with 4 to 19 residential units:  14 nuisance 


activities; 
 
3) Premises with 20 to 39 residential units:  18 nuisance 


activities; 
 
4) Premises with 40 or more residential units:  11 nuisance 


activities. 
 
c. The annual average of CFS for each nuisance activity to multi-


family premises will be determined through statistical analysis, 
using one “standard deviation” and the “normal positive range” to 
establish a threshold of CFS. 


 
2. Generate a “Chronic Nuisance Premises” report listing all multi-family 


premises exceeding the monthly threshold of CFS. 
 
3. Generate a “Chronic Nuisance Premises” report listing all multi-family 


premises exceeding the annual threshold of CFS. 
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4. Forward these reports to the districts for review and appropriate 


action. 
 
B.  Upon receiving these reports, the investigating officer will: 


 
1. Review these reports.  Conduct a thorough investigation of all 


Computer Aided Dispatch (CAD) incident histories for all CFS listed on 
these reports within the district boundaries. 
 
a. Determine if the owner or operator of the premises initiated the 


call.  Calls to the Police Department made by the owner or 
operator do not count against the premises. 


 
b. The Department does not need to make an arrest, issue a 


citation, or obtain a conviction for a CFS to be counted as a 
nuisance activity. 


 
c. The Department only needs probable cause to believe that the 


nuisance activity occurred at the premises. 
 
d. If a premises is listed by the Hamilton County Auditor as 


Commercial – Office, Apartments Over; Commercial – Other 
Commercial Housing; Commercial – Retail, Apartments Over; or 
Publicly Owned - Metropolitan Housing Authority, the 
investigating officer must determine the total number of 
residential units within the premises.  The threshold of CFS for 
these premises will be based on the schedule established in 
Section A.1.b.  For example, if the premise being investigated 
contains eight residential units above a grocery store, compare it 
to the established threshold of CFS for all 4 - 19 unit dwellings in 
the City. 


 
e. Ensure the CFS are related to the residential portion of the 


premises. 
 
2. Determine if the remaining CFS exceeds the threshold for the 


premises on either a monthly or annual basis. 
 
3. Recommend to the district commander that the premises be 


designated a “potential chronic nuisance” if it exceeds the threshold of 
CFS on either a monthly or annual basis. 


 
4. Enter the chronic nuisance premise information into the Chronic 


Nuisance Database.  Maintain a district file of all chronic nuisance 
premises investigated and all related paperwork. 
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C. The Patrol Bureau Commander or designee will: 


 
1. Review the “Chronic Nuisance Premises” reports and the 


recommendations of the investigating officer. 
 
2. Notify the premises owner, in writing, that the premises are in danger 


of being declared a chronic nuisance. 
 
a. The Initial Notice letter will contain: 


 
1) The street address or legal description sufficient for 


identification of the premises; 
 
2) A description of the nuisance activities that have occurred 


at the premises, including the dates of the nuisance 
activities; 


 
3) A statement that the premises owner must respond to the 


Police Chief or his designee within 10 days of the owner’s 
receipt of the notice with a written plan to abate the 
nuisance activities that is acceptable to the Police Chief or 
his designee; 


 
4) A statement that the cost of future enforcement at the 


premises as a result of nuisance activities may be billed to 
the premises owner and could become a lien against the 
premises if not paid. 


 
b. The Initial Notice letter will be deemed properly delivered if sent 


by first class mail to the address of the owner listed on the 
records of the Hamilton County Auditor. 
 
1) If the Initial Notice letter is returned as undeliverable, 


forward the returned letter to the district of origin.  This 
notice will be deemed properly delivered if it is either 
posted on the front door of the premises that is the subject 
of the notice or if it is delivered in person to the owner. 


 
3. Schedule a meeting with the premises owner or operator to discuss 


the written plan to abate the chronic nuisance using the chronic 
nuisance abatement worksheet. 
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a. If the premises owner or operator presents an acceptable plan 


and initiates action to abate nuisance activities occurring on the 
premises, the Department will delay further enforcement of the 
Chronic Nuisance Premises ordinance at that address. 
 
1) If the premises owner ceases to cooperate with the efforts 


to abate the nuisance activities, the Department will 
reinstitute enforcement of the Chronic Nuisance Premises 
ordinance. 
 
a) The premises owner will be sent a Change in Status 


letter.  This letter will document the Department’s 
efforts to contact and/or obtain the cooperation of the 
owner. 


 
b. If the premises owner or operator presents a plan that is deemed 


unacceptable by the district commander or his designee, the 
district commander will send the premises owner a Revised Plan 
letter within 3 days of the determination that the plan is 
unacceptable. 
 
1) If the premises owner or operator meets with the district 


commander or his designee and presents an acceptable 
revised plan and initiates action to abate the nuisance 
activities occurring on the premises, the Department will 
delay further enforcement of the Chronic Nuisance 
Premises ordinance. 
 
a) If the premises owner ceases to cooperate with the 


efforts to abate the nuisance activities, the 
Department will reinstitute enforcement of the Chronic 
Nuisance Premises ordinance. 
 
1] The premises owner will be sent a Change in 


Status letter.  This letter will document the 
Department’s efforts to contact and/or obtain the 
cooperation of the owner. 


 
4. If the premises owner does not respond to the Initial Notice letter, and 


three additional nuisance activities have occurred at the premises for 
which an Initial Notice letter has been issued, and this nuisance 
activity occurred more than 13 days after the notice has been issued, 
the district commander may determine that the premises is a chronic 
nuisance and order that the owner abate the nuisance within 30 days 
of the owner’s receipt of the Billing Notice letter. 
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5. The cost of enforcement for this and any subsequent nuisance 


activities will be calculated and the owner will be notified that he is 
being billed for the cost of enforcement services for the nuisance 
activity. 
 
a. The Billing Notice letter will contain: 


 
1) The street address or legal description sufficient for 


identification of the premises; 
 
2) A description of the nuisance activity or activities for which 


the premises owner is being billed, including the dates of 
the nuisance activity or activities; 


 
3) An order that the nuisance activity be abated; and 
 
4) A statement that the premises owner may appeal the 


amount of the bill or the determination that the owner’s 
premises are a chronic nuisance. 


 
b. The Billing Notice letter will be deemed properly delivered if sent 


by first class mail to the address of the owner listed on the 
records of the Hamilton County Auditor. 
 
1) If the Billing Notice letter is returned as undeliverable, 


Personnel/Finance Management Section (PFMS) will 
forward the returned letter to the district of origin.  This 
notice will be deemed properly delivered if it is either 
posted on the front door of the premises that is the subject 
of the notice or if it is delivered in person to the owner. 


 
c. If after the receipt of the Billing Notice letter(s), the premises 


owner develops an acceptable plan and initiates action to abate 
nuisance activities occurring on the premises, the Department 
will delay further enforcement of the Chronic Nuisance Premises 
ordinance. 
 
1) The premises owner is still responsible for any enforcement 


costs incurred prior to the owner’s submitting an abatement 
plan and must either pay or appeal the bill(s). 


 
2) If the premises owner ceases to cooperate with the efforts 


to abate the nuisance activities, the Department will 
reinstitute enforcement of the Chronic Nuisance Premises 
ordinance. 
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a) The premises owner will be sent a Change in Status 


letter.  This letter will document the Department’s 
efforts to contact and/or obtain the cooperation of the 
owner. 


 
D. When requesting the billing of a premises owner for nuisance activities, the 


investigating officer will forward to PFMS: 
 
1. A copy of the Initial Notice letter. 
 
2. The original Billing Notice letter signed by the district commander.  


Do not date this letter, Personnel/Finance Management Section will 
insert a date that corresponds with the date of the invoice/bill being 
sent. 
 
a. Include copies of all previous Billing Notice letters. 


 
3. CAD printouts for all incidents for which the premises owner will be 


billed. 
 
4. When issuing a civil citation to a premises owner, include the 


Respondent copy of the Notice of Civil Offense citation. 
 
E. Upon receipt of the Billing Notice letter, PFMS will: 


 
1. Calculate the cost for enforcement services. 


 
a. The invoice for enforcement services is entered into the 


Cincinnati Financial System for tracking and collection purposes. 
 
1) Bills for the cost of enforcement services and civil citations 


that are not paid will become liens on the premises to the 
extent permitted under applicable law. 


 
2. Mail the original Billing Notice letter, a copy of the Initial Notice letter, 


copies of any previous Billing Notice letters, and the invoice for 
enforcement services to the address of the premises owner listed on 
the records of the Hamilton County Auditor. 
 
a. If a civil citation is issued, include the Respondent copy of the 


Notice of Civil Offense citation with the letter(s) sent to the 
premises owner. 


 
3. Send a copy of the invoice for enforcement services to the district of 


origin for their records. 
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4. Maintain a database of premises owners billed for enforcement 


services. 
 
F. Civil and Criminal Citations 


 
1. As an alternative to criminal prosecution, an officer may cite civilly a 


person who violates any provision of CMC Chapter 761 or fails to 
obey any order to abate a chronic nuisance. 
 
a. Citations for nuisance activities will be imposed based on the 


number of bills for enforcement sent to a premises owner for a 
specific premise within a two-year period.  This period will begin 
with the date of the nuisance activity that is the subject of the first 
bill for enforcement. 


 
b. After a premises owner has been billed on three or more 


separate dates within a two-year period for a specific premise, 
an officer will issue a civil citation to the premises owner as 
follows: 
 
1) For the fourth bill within a two-year period, a civil citation of 


$250 shall be imposed; 
 
2) For the fifth bill within a two-year period, a civil citation of 


$500 shall be imposed; 
 
3) For the sixth bill within a two-year period, a civil citation of 


$750 shall be imposed; 
 
4) For each bill after the sixth bill within a two-year period, a 


civil citation of $1000 shall be imposed. 
 
2. Premises owners who are cited civilly for violations of CMC Chapter 


761 must be given a written “Notice of Civil Offense”. 
 
a. The Respondent copy will be deemed properly delivered if sent 


by first class mail to the address of the owner listed on the 
records of the Hamilton County Auditor. 
 
1) If the Notice of Civil Offense is returned as undeliverable,   


PFMS will forward the returned civil citation to the district of 
origin.  This Notice of Civil Offense will be deemed properly 
delivered if it is either posted on the front door of the 
premises that is the subject of the notice or if it is delivered 
in person to the owner. 
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b. The pink copy goes to the Office of Administrative Hearings 


(OAH), via interdepartmental mail. 
 
c. The yellow copy goes to the Treasurer’s Office at City Hall, via 


interdepartmental mail. 
 
d. The remaining white copy (Mail copy) will be forwarded to the 


district/section/unit designee responsible for entering civil 
citations into the Civil Citation Tracking System for entry. 


 
3. Prior to charging a premises owner criminally, contact the 


Prosecutor’s Office for review. 
 
a. Criminal charges will only be filed after review and approval by 


the Prosecutor’s Office. 
 
G. Appeal Process 


 
1. A premises owner may appeal to the Patrol Bureau Commander the 


determination that the premises are a chronic nuisance or the amount 
of the bill for enforcement related to nuisance activities at the 
premises. 


 
2. The appeal must be made in writing within 30 days of the date of the 


notification that the premises is a chronic nuisance or within 30 days 
from the date the bill is issued. 


 
3. The Patrol Bureau Commander must respond in writing to the 


appellant within 30 days of receipt of the appeal. 
 
a. No change in the chronic nuisance status of the premises may 


be made without going through the written appeal process. 
 
b. A premises owner may appeal the Patrol Bureau Commander’s 


determination that the premises are a chronic nuisance or the 
determination regarding the amount of the bill for enforcement.  
The appeal must be made in writing within 30 days from the date 
of the Patrol Bureau Commander’s decision by requesting an 
administrative hearing be conducted by a Hearing Examiner with 
the Office of Administrative Hearings (OAH). 
 
1) The Hearing Examiner will issue a written response to any 


appeal that is presented in a timely manner. 
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c. A premises owner may appeal the issuance of a civil citation 
within 30 days from the date the citation is issued by requesting 
an administrative hearing be conducted by a Hearing Examiner 
with the OAH.  The OAH Hearing Examiner will issue a written 
determination on any appeal. 
 
1) The Hearing Examiner will issue a written response to any 


appeal that is presented in a timely manner. 
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17.110 REQUISITION AND INVENTORY CONTROL: 
EQUIPMENT, SUPPLIES, AND SERVICE 
 


Reference: 
 
Cincinnati Municipal Code Section 321 – Procurement and Disposal of Supplies, 
Services and Construction 
 
Procedure: 
 
A. Form 10, Monthly Supply Requisition 


 
1. Use Form 10 to order in-stock supplies. 


 
a. Enter the amount needed in the "Quantity" column 
 
b. The person completing the inventory and the unit commander 


will initial the Form 10 on the "Requesting Unit" line behind the 
unit's name 


 
c. Send the Form 10 to the Supply Unit by the 25th day of each 


month 
 
d. Supply Unit personnel will deliver filled monthly requisition orders 


to the individual districts, sections, and units 
 
B. Form 630, Equipment / Supply / Service Order Form 


 
1. Include the following information when completing a Form 630: 


 
a. Rank, name, badge, employee ID #, district/section/unit, 


organization code, date and phone number 
 
b. Quantity of item 
 
c. Model, catalog, or item number 
 
d. Description of item 
 
e. Vendor name 


 
1) Contact Fiscal Affairs to determine vender selection 


requirements 
 
a) Purchases of non-contract items of $50,000 or less 


must be given to an SBE listed for the particular 
commodity code.  (CMC Section 321-11 and 321-13) 


 
b) Purchases over $50,000 require a Request for 


Proposal (RFP) process. 
 
f. Price of item 
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g. Vendor address with phone number, if not a contract item 
 
h. Shipping charges; if no shipping charges, please state this on 


Form 630 
 
2. District/section/unit commanders will review, approve or disapprove, 


and initial all Form 630s.  Commanders will submit approved Form 
630s through their Bureau Commander to the Police Chief’s Office.  
Fiscal Affairs will begin one of the following: 
 
a. Stock Items:  Determine if the requisition is for a stock item(s) in 


supply at 800 Evans and/or City Stores. 
 
1) The district, section, or unit will pick up requisition orders at 


the Supply Unit. 
 
b. Local Contracts for Equipment/Supplies: Process requisitions for 


equipment and supplies that are not stock items but can be 
purchased from local suppliers who have a Master Agreement 
contract with the City.  
 
1) Master Agreement contracts are arranged by the 


Purchasing Department and are subject to change without 
notice.  Contact Fiscal Affairs to determine if the local 
company is still contracted to do business with the City 
before preparing a Form 630. 


 
2) Respond to the Supply Unit for a Term Purchase Release. 


 
c. Services:  Fiscal Affairs will process a requisition for services 


provided by Department personnel and/or other City 
Departments (moving office equipment, electrical wiring, 
plumbing, etc.). 


 
3. For unforeseen emergency needs where a Form 630 was not pre-


approved: 
 
a. Submit a Form 630 as outlined in Procedure 17.110B.2. as soon 


as possible. 
 
b. A Form 17 fully describing and justifying the unforeseen 


emergency must accompany the Form 630. 
 
4. Order items or services paid for with grant funds on a Form 630. 
 
5. Supply Unit will accept delivery of items, apply inventory numbers, 


and update inventory records before delivery to requesting units 
except as noted in this procedure. 
 
a. Fiscal Affairs will determine which items should be delivered 


directly to the requesting unit because installation is required or 
the item is too heavy for police transportation and will provide 
the necessary delivery instructions. 
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b. Delivery of information technology items will be made to 
Technology Management Unit (TMU) for inventory control and 
installation. 


 
C. Inventory - Office and Technical Equipment 


 
1. The Supply Unit Commander and TMU will maintain an inventory 


record of all Police Department office and technical equipment of 
substantial value or readily susceptible to loss or theft. (TMU will 
maintain the inventory within their unit.) 
 
a. The Supply Unit Commander and TMU will determine which 


articles to record on the inventory, following SOP. 
 
b. Articles will be identified by a four or five digit tag attached to 


each item. 
 
2. Supply Unit and TMU will provide each district, section, and unit 


commander with an inventory of equipment assigned to their unit. 
 
3. The OIC of each district, section, or unit will be responsible for all 


office and technical equipment under his/her control.  The OIC will: 
 
a. Conduct an inventory and inspection of equipment by January 


15 of each year.  Submit results to the Supply Unit within 30 
days. 


 
b. Conduct an inventory and inspection of equipment within 30 


days upon change of district, section, or unit commander.  
Submit results to the Supply Unit. 


 
4. The OIC of each district, section, and unit will submit a Form 630 


through channels requesting the transfer of equipment between 
districts, sections, and units. 
 
a. A representative of the Supply Unit will sign the completed Form 


630. 
 
b. When necessary, Supply Unit will help with the transfer by 


providing personnel and equipment for the move.  Supply Unit 
records the transfer when completed. 


 
5. The unit OIC will, via a Form 630, request Supply Unit to pick up and 


return to stock any large equipment no longer needed in that unit. 
 
a. Units will transport, along with a Form 630, small pieces of 


equipment to the Supply Unit. 
 
b. A representative of the Supply Unit will sign the Form 630s as 


having received such equipment. 
 
6. Return broken, worn-out equipment, etc., to the Supply Unit for 


disposal according to City Purchasing rules.  Such items, even though 
only scrap, are sold and money returned to the City Treasurer. 
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a. Document the return of these items on a Form 630.  A 


representative of the Supply Unit will sign the Form 630 as a 
receipt for the equipment. 


 
7. Unit commanders will be alert for equipment without identifying tags or 


tags which have been defaced or removed.  Bring such conditions to 
the attention of the Supply Unit so the condition can be corrected. 


 
8. To ensure unit inventories are current, complete, and correct, 


Inspections Section will conduct periodic random audits of unit 
inventories. 


 
D. Inventory - Consumer Supplies 


 
1. District, section, and unit commanders will keep consumable supplies 


(paper, pencils, film, paper clips, flares, etc.) under the control of 
designated personnel.  Maintain a perpetual inventory to prevent the 
need for a total monthly recount. 
 
a. Access to such supplies should be available whenever a unit is 


open for business, yet still under the control of designated 
personnel. 


 
2. District, section, and unit commanders will develop a Standard 


Operating Procedure (SOP) to meet individual unit needs and help 
personnel obtain supplies from unit stock.  The SOP should: 
 
a. State the location of various supplies. 
 
b. Identify personnel authorized to dispense supplies. 
 
c. Establish a simple method for keeping a perpetual inventory. 


 
E. Master Inventory 


 
1. The Master Inventory spreadsheets are located on the Department 


computers.  They contain all the shotguns, laptops, pagers, cell 
phones, pepperball guns, Tasers, and radios that are currently in use 
by the Department.  Each district/section/unit is responsible to review 
all equipment that is identified as being in their possession.  
Inventories of all equipment will be conducted bi-weekly to coincide 
with the scheduled vehicle inspections.  
 
a. A Form 17 will be prepared and emailed to Inspections Section 


addressing whether the inventories are accurate or listing any 
discrepancies or changes. 


 
F. Weapons Inventory 
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1. At intervals designated by the Police Chief, each district/section/unit 
will conduct an inspection and inventory of all weapons including 
shotguns, pepper ball guns, and Tasers. 
 
a. Districts/sections/units will account for all assigned items. 
 
b. All changes in the inventory list for the above items will be 


forwarded to Supply Unit. 
 
1) Supply Unit will update and maintain the weapons 


inventory database kept at Supply. 
 
c. Whenever a weapon is permanently taken out of service by the 


Firearms Training Unit or SWAT & Tactical Coordination, a Form 
630 will be completed by Firearms Training Unit or SWAT & 
Tactical Coordination and forwarded to Supply Unit for updating 
of the weapons inventory database. 


 
d. The Target Range and/or SWAT & Tactical Coordination will 


forward to the Supply Unit all information regarding newly 
purchased weapons received at those units.  When a new 
weapon is placed in service, the unit of assignment information 
will be forwarded by the Target Range or SWAT & Tactical 
Coordination to the Supply Unit.  Supply Unit will update the 
weapons inventory database. 


 
e. The Target Range and/or SWAT & Tactical Coordination will 


forward to the Supply Unit on a Form 630 all information 
regarding weapons that are transferred to another unit.  Supply 
Unit will update the weapons inventory database. 


 
G. Technology Management Unit (TMU) 


 
1. Information systems will be requested and purchased in accordance 


with Procedure 14.200, Information Systems. 
 
2. The TMU Commander will maintain an inventory record of all Police 


Department information technology. 





		Procedure:
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12.031 AUTOMATIC LICENSE PLATE RECOGNITION (ALPR) 
 


Reference:  
 


Procedure 12.030 Vehicles:  Assignment, Use, and Maintenance 
 


Information: 
 
The ALPR consists of three fixed cameras mounted on the light bar of selected 
marked vehicles, a USB cable and Thumb Drive located inside the passenger 
compartment and a program icon located on the Mobile Data Computer (MDC) 
touch screen.  
 
The Thumb Drive takes seven to eight minutes to download new information into 
the system.  Absent emergency conditions, the operator will complete this task 
during vehicle inspection to reduce the down time at the station.  
 
Policy: 
 
Only authorized personnel trained in the use of the ALPR are to operate the 
system.   
 
The three mounted cameras are not adjustable; no attempt to move or reposition 
them is permitted.  The Thumb Drive is assigned to each system; they are not to 
be transferred to another vehicle. The data downloaded on the Thumb Drive is 
for official use only and contains sensitive information including data from 
LEADS, RCIC and NCIC.  Downloading any other type of files or information into 
the Thumb Drive or MDC is prohibited. 
 
Any hits received from the ALPR including stolen vehicles, delinquent citations, 
open capiases or wants must be confirmed through the MDC, Police 
Communications, the Hamilton County Clerks Office or Central Warrants before 
enforcement action is taken. 
 
Procedure: 
 
A. System Inspection and activation 


 
1. Obtain the Department authorized Thumb Drive from the Shift OIC. 


Connect the Thumb Drive to the designated computer in the District 
and select (Run-Begin Shift) to update the LEADS, RCIC and NCIC 
information. 


 
2. Inspect the three mounted cameras, USB cable and Thumb Drive for 


damage. 
 
3. Power up the system by logging on to the MDC and clicking the ALPR 


icon located on the touch screen. 
 


4.     Connect the Thumb Drive to the USB cable in the vehicle. 
 


5.     Log in and select (Begin-Shift), this will take seven to eight minutes.       
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B. ALPR returns 
 


1. Hits generated by the ALPR including open warrants or stolen    
vehicles are not sent to Police Communications or the dispatcher. 
Officers should notify the dispatcher via their portable radio prior to 
taking any action. 


 
2. Operators must confirm the plate by visually checking the actual plate 


against the captured image. 
 
3. After confirming the plate and the status of a wanted return, the 


operator may take enforcement action. 
 


4. After enforcement action is taken a disposition should be entered into 
the ALPR system closing the incident.       


 
C. System shut down 
 


1. Touch (End-Shift) which will download the captured information during 
the tour of duty into the Thumb Drive. 


 
a. Log out of the system. 
 
b. Verify the system is shut down before turning off the MDC. 
 
c. Remove the Thumb Drive and down load the captured 


information into the designated district computer. 
 
d. Turn in the Thumb Drive to the shift OIC. 
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12.400 INCIDENT AND MISCELLANEOUS REPORTING 


References: 


Procedure 12.115, Handling Wild/Exotic Animals, Dangerous/Vicious Dogs, and Animal 
Reports 


Procedure 12.135, Responding To Alarms and Reporting False Alarms 
Procedure 12.230, Fatal or Potentially Fatal Crash Investigation and Placement of 


Related Charges 
Procedure 12.315, Investigation of Rape and Other Sexual Assault Offenses 
Procedure 12.403, Crime Victim/Witness Notification and Assistance 
Procedure 12.405, Closure of Offense Reports 
Procedure 12.412, Domestic Violence 
Procedure 12.415, Reporting and Classifying Assault Offenses 
Procedure 12.420, Reporting Vehicle Thefts and Related Offenses 
Procedure 12.425, Reporting and Classifying Breaking and Entering Offenses 
Procedure 12.430, Endangering Children Offenses 
Procedure 12.615, Deceased Persons/Prisoners and Death Notifications 
Procedure 12.715, Property and Evidence:  Confiscation, Accountability, Processing, 


Storage, and Release  
Procedure 12.910, Missing Persons 
Ohio Revised Code – 2901.01 Definitions 
Ohio Revised Code – 5122.01 Hospitalization of Mentally Ill Definitions 
Ohio Revised Code – 5126.058 Memorandum of Understanding 
Ohio Incident Based Reporting Manual 
State Ex Rel Beacon Journal Publishing Company v. Maurer, Sheriff, 91 OHIO ST. 3rd 


54 (2001 Ohio) 
CPD Strategic & Tactical Analytic Review for Solutions Secondary Report 
CPD Strategic & Tactical Analytic Review for Solutions Audit Calendar 
CPD Strategic & Tactical Analytic Review for Solutions Definitions 
CPD Crime Analyst Data Audit (Form CADA) 


Definitions: 


High Profile Criminal Investigations: 


• Critical firearm discharges by police officer(s). 
• A police officer uses force against a person who is admitted to a hospital. 
• A person fires a shot at a police officer. 
• A police officer is killed or seriously injured. 
• Any other investigation as identified by the Police Chief. 


Incident Reports – Form 301, Incident Report; Form 301VVS, Victim/Vehicle 
Supplement; Form 301PS, Property Supplement; Form 301AS, Arrest Supplement; 
Form 303, Motor Vehicle Incident Report; and Form 304, Missing Report. 
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Confidential Investigative Notes – Form 311G, Confidential Investigative Notes – 
General; Form 311S, Confidential Investigative Notes – Suspects; Form 311N, 
Confidential Investigative Notes – Narrative; Form 311VS, Victim’s Statement; Form 
311DV, Confidential Investigative Notes – Domestic Violence; and Form 311MO, 
Confidential Investigative Notes – Method of Operation Report. 


Records Management System (RMS) – An integrated and comprehensive 
computerized database; consisting of criminal, traffic, and administrative recordkeeping 
modules.  RMS allows access to numerous statistical reports; tracks entered information 
about people, locations, and property; and automatically assigns case report numbers. 
RMS sections are equivalent to Department forms and supplement reports. 


Mentally Handicapped Person – A person having significantly subaverage general 
intellectual function; existing concurrently with deficiencies in adaptive behavior, 
manifested during the developmental period. 


Developmental Disability – A severe and chronic disability characterized by all of the 
following: 


1. It is attributable to a mental or physical impairment or a combination of 
mental and physical impairments, other than a mental or physical impairment 
solely caused by mental illness as defined in division (A) of Ohio Revised 
Code (ORC) 5122.01. 


2. It is manifested before age twenty-two. 


3. It is likely to continue indefinitely. 


4. It results in one of the following: 


a. In the case of a person under three years of age, at least one 
developmental delay or established risk; 


b. In the case of a person at least three years of age but under six years 
of age, at least two developmental delays or an established risk; 


c. In the case of a person six years of age or older, a substantial 
functional limitation in at least three of the following areas of major life 
activity, as appropriate for the person’s age: self-care, receptive and 
expressive language, learning, mobility, self-direction, capacity for 
independent living, and, if the person is at least sixteen years of age, 
capacity for economic self-sufficiency. 


5. It causes the person to need a combination and sequence of special, 
interdisciplinary, or other type of care, treatment, or provision of services for 
an extended period of time that is individually planned and coordinated for 
the person. 
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Purpose: 


Establish Department guidelines governing the collection and preservation of facts and 
actions taken in the investigation of crimes and incidents. 


Promote uniformity, standardization, and the highest level of accuracy in reporting. 


Policy: 


Officers will conduct a preliminary investigation when called to the scene of an offense. They 
will fairly and impartially record all facts and actions.  They will provide the required police 
service and complete an accurate and thorough report, submitting reports for serious 
offenses immediately.  All other offense reports will be submitted before the completion of the 
reporting officer’s shift. 


If the investigation reveals probable cause for successful prosecution, the officer will file all 
appropriate criminal charges and prepare the case for presentation through the court system.  
If the reporting officer determines there is no evidence or witnesses, and no viable crime 
scene to assist investigators in identifying the individual(s) responsible for the offense, the 
case may be subject to immediate Early Closure by providing the complainant with a Form 
311CL, Closure Letter, as indicated in Procedure 12.405, Closure of Offense  Reports.  
Indicate in the “Narrative” Section of the Form 301, Incident Report, if a 311CL was given to 
the complainant.  The investigative supervisor will make the final decision about the case 
closure.  If necessary, the investigative supervisor may reassign an investigator in an attempt 
to gather probable cause to make an arrest.  Officers may also request an investigator 
respond to the scene to assist with an investigation.  An officer who believes a criminal case 
would be enhanced by the complainant signing/filing an affidavit may request the 
complainant to do so.  However, the officer must also sign/file an affidavit. 


Supervisors will respond on felony offenses of violence, as defined in ORC 2901.01, and all 
sexual assault offenses to ensure a proper preliminary investigation is conducted. 


Criminal Investigation Section (CIS) will respond and maintain authority over all High Profile 
Criminal Investigations and any other investigation as directed by the Police Chief.  Upon 
identification of a High Profile Criminal Investigation, a supervisor will contact the CIS desk to 
initiate their High Profile Criminal Investigation Standard Operating Procedure (SOP).  This 
policy does not preclude the use of other investigative unit personnel. 


The Police Department and Hamilton County Board of Developmental Disabilities Services 
(DDS) Investigations Unit are required to conduct joint and cooperative investigations by 
sharing and disclosing information when the victim of a crime is mentally handicapped or 
developmentally disabled (MHDD).  The Police Department will assume the lead investigative 
responsibilities for all such investigations. 


Officers assigned to investigate cases where the victim is MHDD must notify the DDS 
Investigations Unit prior to beginning their investigation.  Initial responding officers conducting 
the preliminary investigation of a criminal offense involving a MHDD victim must notify the 
DDS Investigations Unit if they are able to make an immediate arrest and successfully close 
the case, negating the need for it to be assigned to an investigator.  If an officer discovers 
that a victim is MHDD after an investigation has already begun, the investigating officer must 
contact the DDS Investigations Unit at (513) 794-3308, 24 hours a day. 
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Information: 


Incident Reports are entered into RMS using the Case Files Module.  Select “Case 
Report” in the Document Type drop-down box.  Select “Offense” in the Type of Report 
drop-down box.  Enter the “Offense Code” in the Offense drop-down-box. 


Confidential Investigative Notes are also entered into RMS using the Case Files 
Module.  Select “Investigative Note” in the Document Type drop-down box.  Select 
“Investigation (311G, 311DV)” in the Event Type drop-down box.  The information 
required for the Form 311MO must be entered in the Case Report Module under the 
“Offense” and “Offender” tabs.  The Form 311N is entered in the Officer Narratives 
Module. 


Documents pertaining to a report will be scanned and attached to the RMS case folder 
by District Quality Assurance (DQA) personnel, e.g. photographs, receipts, other 
Department forms, etc.  Officers must ensure documents and photographs contain the 
RMS case number prior to submitting. 


Incident reports are public record.  Confidential Investigative Notes are not public 
record.  Refer to Procedure 18.120, Release of Information and Public Records, for 
guidelines for completing information requests. 


Procedure: 


A. Completing Incident Reports 


1. Complete all incident reports completely and accurately. 


a. Spell all names in full: last, first, and middle. 


b. Business names consist of two names, e.g., Kroger Company. 


c. Record sex as: M-Male, F-Female, or U-Unknown. 


d. Race descriptions must be consistent with the following federal 
requirements and used on all Department reports: 


1) W – White. 


2) B – Black. 


3) I – American Indian or Alaskan Native. 


4) A – Asian. 


5) U – Unknown, not described above. 


e. Record ethnicity as: H-Hispanic, or NH-Non-Hispanic. 


2. Place of occurrence and/or street address must consist of the following: 


a. Street number - if intersection, use number closest to corner, e.g., Vine 
St. at Third, N.E. corner, use 300 Vine St. 


b. Street prefix, when applicable: North – N, South – S, East – E, and 
West – W. 
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c. Full Street Name – correctly spelled. 


d. Street suffix - will consist of one of the following: 


STREET DESIGNATOR CODE LIST 


DESIGNATOR CODE: DESIGNATOR CODE: 
Alley AL Highway HW 
Avenue AV Lane LN 
Boulevard BV Park PK 
Bridge BR Parkway PY 
Circle CR Pike PI 
Court CT Place PL 
Drive DR Road RD 
Expressway EX Square SQ 
Street ST Viaduct VI 
Terrace TE View VW 
Trail TL Way WY 


e. City 


f. State 


g. Zip Code 


3. Reporting Area 


a. RMS automatically generates the Reporting Area when the location of 
the offense or incident is entered.  Officers should not delete the 
Reporting Area number. 


4. Ohio Revised Code (ORC) Section Number 


a. Unless designated otherwise, all Department offense reports will reflect 
the appropriate ORC section number following the type of offense. 
These section numbers serve as codes to separate ORC statistics. 


5. Distribution of Crime Victims Pamphlet 


a. When an offense report is made, Department personnel will provide the 
victim, his family, or dependents one copy of the "Information for Crime 
Victims" pamphlet and other information as described in ORC Chapter 
2930. 


1) Refer to Procedure 12.403, Crime Victim/Witness Notification and 
Assistance, for crime victim notification. 


6. Confidential Investigative Notes 


a. Complete a Form 311G for every offense, except station reports and 
arrests.  Record witness names, addresses, and telephone numbers on 
the form.  Also complete Forms 311S, 311N, 311MO, 311VS and 
311DV when appropriate. 
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b. On offenses involving an individual and/or business requesting the 
dollar amount taken not be publicized, include the amount on the Form 
311G instead of on the Form 301.  Use this option sparingly in unusual 
cases where the complainant is reluctant to reveal the amount taken. 


c. Enter “$1.00” on the Form 301PS, Property Supplement, in the 
"Property" section.  Do not leave the section blank. 


7. Incomplete reports 


a. If required information is unavailable when the initial report is taken, 
select “incomplete” for the report purpose.  The assigned investigator is 
responsible for completing the original report and executing any 
additional reports. 


B. General Rules for Offense Reporting 


1. Number of offense reports 


a. Make a report for each incident. 


b. An incident is one or more offenses committed by the same offender, 
or group of offenders acting in concert, at the same time and place, 
against one or more victims. 


1) The concept of acting in concert provides that the offenders 
actually commit or assist in the commission of the crime(s).  The 
offenders must be aware of, and consent to, the commission of 
the crime(s); or even if non-consenting, their actions assist in the 
commission of the offense(s). 


2) The concept of same time and place provides that if more than 
one offense was committed by the same person or group of 
persons and the time and place intervals surrounding them were 
insignificant, all of the crimes comprise a single incident. 


3) Example:  Five persons are robbed at gunpoint.  One of the five is 
fatally shot. 


a) Complete a Form 301 with 5 victims. 


b) In the “Offense” section, list all offenses committed. 


c) Link the offense with victim in “Victim/Offense” link box. 


d) Explain in the “Narrative” section the facts of each offense 
and how it relates to each victim. 


c. Complete a Form 303 if a vehicle is stolen during a robbery, burglary, 
or breaking and entering as outlined in Procedure 12.420, Reporting 
Vehicle Thefts and Related Offenses.  List all offenses and explain in 
the “Narrative Section.” 
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d. When burglary or breaking and entering offenses occur involving 
multiple units carrying the same address and at the same time, 
complete one Form 301 with the appropriate number of victims. 


e. Report a number of thefts from a single victim, committed at the same 
place by the same person over an indefinite period, as one offense.  
List the approximate dates of the first and last known theft. 


f. Report multiple parking meters broken into in the same vicinity, same 
street, and about the same time as separate offense reports. 


2. Reporting responsibility 


a. The district of occurrence is responsible for the report.  However, if the 
complainant responds to another district, that district will make the 
report and send a blotter notification to the responsible district.  Include 
the RMS case number and victim’s name. 


EXCEPTION: Homicide supervisors will complete homicide and high 
profile criminal offense reports. 


1) When a complainant reports a Domestic Violence offense that 
occurred in another district, an officer from the district of 
occurrence will respond to complete the investigation and 
Domestic Violence Report. 


b. Notify a supervisor for serious offenses requiring immediate follow-up. 


1) If the offense occurred in another district, the reporting officer 
from the district where the offense was reported will notify a 
supervisor from the district of occurrence for immediate follow-up. 


a) Record the notification in the “Narrative” section of the 
report. 


b) Send a blotter notification to the district of occurrence.  
Include the RMS case number and victim’s name. 


2) Immediately notify the CIS desk to initiate the High Profile 
Criminal Investigation SOP when necessary. 


c. Two or more districts involved in a crime or series of crimes. 


1) In single or multiple crime situations, the district where the first 
criminal offense occurred will complete and carry the report. 


d. Criminal acts involving Cincinnati and other jurisdictions. 


1) The district of occurrence will complete offense reports for 
Cincinnati offenses, including details of crimes committed in other 
jurisdictions. 
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e. When the district of occurrence is unknown, but is believed to be within 
the Cincinnati city limits, use the address of the reporting district and 
note in the “Narrative” section of the report the location where the 
offense occurred is unknown. 


1) Carry the offense report in the resident district of the complainant. 


2) If the complainant is not a Cincinnati resident, carry the report in 
the district where the offense was reported. 


3. Use of language on Department reports 


a. Whenever profanity or obscene remarks are used in the commission of 
an offense, record the actual language on the report. 


4. Offenses involving City property 


a. List the complainant as the City department assigned the property. 


b. If the property belongs to another City entity, such as the Board of 
Education, list the name of the school as the “Complainant”. 


5. Reporting Stolen or Recovered Firearms 


a. Complete a Form 301 for stolen firearms. 


1) The following information must be provided on the 301PS in order 
to enter the stolen firearm into RCIC/NCIC: 


a) When the incident occurred 


b) Firearm serial number 


c) Gun type 


d) Gun manufacturer 


e) Caliber of the firearm 


2) Fax a copy of the 301 to Teletype and include the RMS case 
number. 


3) Confirm receipt of the fax and record the teletype number on 
the 301. 


4) Identifiable firearms with serial numbers or owner applied 
numbers will be entered as confirmed stolen. 


5) Firearms with an unidentifiable serial number or owner applied 
number will be reported as unconfirmed. 


b. Complete a Form 301 and Form 313, Firearm Report, for recovered 
firearms which had been reported stolen. 


1) Fax a copy of the 313 to the Court Property Unit. 
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2) A Court Property Unit officer will contact Teletype to receive a 
teletype number. 


6. Reporting Lost or Found Firearms 


a. Complete a Form 317, General Conditions Report, for lost firearms. 


b. Complete a Form 317 and Form 313 for found firearms which had been 
reported as lost. 


1) Fax a copy of the 313 to the Court Property Unit.  


2) A Court Property Unit officer will contact Teletype to receive a 
teletype number. 


c. Include any serial or model number, manufacturer’s name or other 
official information on the Form 317. 


d. Recovered or found firearms, reported lost or stolen from outside the 
City of Cincinnati, must be confirmed through the originating agency by 
contacting CIN1.  Officers will not contact the originating agency for 
confirmation. 


7. Property values 


a. A monetary value is not necessary for blank checks, blank driver’s 
licenses, blank auto titles, etc.  These are automatically grand thefts. 


b. Shoplifted items - list the value given by the complainant. 


c. Use the fair market value of articles, subject to depreciation. 


d. Use the victim's evaluation of items such as jewelry, watches, and other 
articles which decrease slightly in value or not at all. 


e. Use the replacement or actual cost to the victim for new or almost new 
items, e.g., money orders with cash value but no name, etc. 


f. List the replacement value given by the complainant of heirlooms, 
collector's items, antiques, museum pieces, etc. 


g. The investigating officer will use good judgment and discuss with the 
complainant any values that appear to be inflated. 


8. Unusual occurrences and attempt 


a. Incident reports 


1) Complete a Non-NIBRS Case Report to record unusual 
occurrences, which in the judgment of a supervisor, have no 
applicable ORC statute.  Follow-up investigation may be 
appropriate. 


a) In the “Administrative” section of the report, select “Incident.” 
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b. Attempt: 2923.02 


1) Complete a Form 301 to report attempts to commit a violation of 
any ORC statute listed in this procedure.  In the “Offense” section, 
select “A” (attempt). 


9. Reports requiring further investigation by Criminal Investigation Section (CIS) 


a. All district supervisors will notify CIS as soon as possible regarding 
offense reports requiring further investigation by CIS. 


EXCEPTION: If the offense is reported outside the working hours of 
Personal Crimes Squad (PCS) personnel, the district 
making the report will notify the CIS desk officer and 
send a blotter notification to PCS.  Include the offense 
type, time, date, location, and RMS case number.  If 
the shift supervisor determines PCS should 
immediately respond to the scene, request recall 
through the CIS desk officer. 


10. Complete a Form 317 for property damage incidents when no criminal intent 
is evident or if the property is damaged due to police action.  Include all 
pertinent facts. 


11. Supervisor’s Responsibility 


a. Check each offense report for accuracy and completeness of 
information. 


b. Approve the report and route it to the DQA. 


c. Return unapproved reports to the officer for correction or revision. 


C. Case Report Additions, Corrections, and Report Auditing 


1. Case investigators or reporting officers who do not have “write access” to a 
case in RMS may handle reports in need of correction in the following 
manner: 


a. Use the original report number. 


1) Do not unfound or close the original report and make a new one. 


b. Make the necessary corrections or additions. 


c. In the "Report Date/Time" block, enter the date the addition or 
correction is made. 


d. In the "Reporting Officer" block, enter the name of the officer making 
the correction or addition. 


e. Under "Narrative", clearly state the additions or corrections. 
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EXAMPLES:  Correction is to change the name of the complainant 
from Ed Brown to Charles Smith.  Addition is stolen 
bicycle valued at $100.  Correction is total value changed 
from $140 to $240. 


D. Routing Offense and Other Reports 


1. The DQA will route copies of all Department forms, supplemental reports 
and documents to the appropriate district/section/unit, other City 
departments and Police Records Section, as needed. 


E. Reporting and Follow-up Investigation:  Assignment and Responsibility 


INVESTIGATION ASSIGNMENT LEGEND 


Patrol Bureau; Traffic Unit (TRF) 
Patrol Bureau; District Investigator (INV) 
Criminal Investigation Section; Personal Crimes Squad (CIS) 


1. Assign offense reports having the necessary case assignment criteria for 
follow-up investigation and closure by designated units. 


a. An offense report listing two or more offenses will be assigned for 
investigation based on the highest degree offense against a person.  If 
there is a significant change in time, location, or events during the 
incident, the offenses may be assigned separately. 


b. Assign incident reports involving High Profile Criminal Investigations to 
CIS, regardless of the offense or potential offense. 


2. Complete a Form 301 for the following offenses and attempted offenses: 


2903.01 Aggravated Murder/Attempt Aggravated Murder (CIS) 
2903.02 Murder/Attempt Murder (CIS) 
2903.03 Voluntary Manslaughter (CIS) 
2903.04 Involuntary Manslaughter (CIS) 
2903.041 Reckless Homicide (CIS) 
2903.05 Negligent Homicide (CIS) 
2919.13 Abortion Manslaughter (CIS) 


NOTE: Refer to Procedure 12.615, Deceased Persons /Prisoners and 
Death Notifications, when completing a Form 301 for the above 
listed offenses. 


2903.06 Aggravated Vehicular Homicide/Vehicular Homicide (TRF) 
2903.08 Aggravated Vehicular Assault/Vehicular Assault (TRF) 


NOTE: Refer to Procedure 12.230, Fatal Crash Investigation and 
Placement of Related Charges, when using 2903.06, 2903.06A, 
and 2903.08. 


2903.11 Felonious Assault (INV) 
If victim is hospitalized and death appears imminent (CIS) 
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2903.12 Aggravated Assault (INV) 
If victim is hospitalized and death appears imminent (CIS) 


2903.13 Assault (INV) 
If suspect is out of town or unusual circumstances exist (INV) 


NOTE: Refer to Procedure 12.415, Reporting and Classifying 
Assault Offenses, for completing an assault report on a law 
enforcement officer. 


2903.14 Negligent Assault (INV) 
2903.16 Failing to Provide for Functionally Impaired (INV) 
2903.21 Aggravated Menacing (INV) 
2903.211 Menacing By Stalking (INV) 
2903.22 Menacing (INV) 
2903.31 Hazing (INV) 
2903.34 PA Patient Abuse (felony) (CIS) 
2903.34 Patient Neglect (misdemeanor) (INV) 
2903.34 Gross Patient Neglect (misdemeanor) (INV) 
2903.341 Patient Endangerment (misdemeanor) (INV) 
2903.341 Patient Endangerment (felony) (CIS) 
2905.01 Kidnapping (CIS) 
2905.02 Abduction (all cases) (INV) 
2905.03 Unlawful Restraint (INV) 
2905.05 Criminal Child Enticement (CIS) 
2905.11 Extortion (CIS) 
2905.12 Coercion (CIS) 
2907.02 Rape (CIS) 
2907.03 Sexual Battery (CIS) 
2907.04 Unlawful Sexual Conduct w/Minor (CIS) 
2907.05 Gross Sexual Imposition: 


Age 18 years and older (INV) 
Age 17 years and younger (CIS) 


2907.06 Sexual Imposition: 
Age 18 years and older (INV) 
Age 17 years and younger (CIS) 


2907.07 Importuning (INV) 
2907.08 Voyeurism (INV) 
2907.09 Public Indecency (INV) 
2909.04 Disrupting Public Service (INV) 
2909.05 Vandalism (INV) 
2909.06 Criminal Damaging or Endangering (INV) 
2909.07 Criminal Mischief (INV) 
2909.08 Endangering Aircraft or Airport Operations (INV) 
2911.01 Aggravated Robbery: 


All cases except financial institutions (INV) 
Aggravated Robbery of financial institutions (CIS) 


2911.02 Robbery: 
All cases except financial institutions (INV) 
Robbery of financial institutions (CIS) 
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2911.11 Aggravated Burglary (INV) 
2911.12 Burglary (INV) 
2911.13 Breaking and Entering (INV) 
2911.211 Aggravated Trespass (INV) 
2911.31 Safecracking (INV) 
2911.32 Tampering with Coin Machines (INV) 
2913.02 Theft, Grand (INV) 
2913.02 Theft, Petty (INV) 


License Plate Validation Stickers (INV) 


a. The word "Grand" or "Petty" will precede the word "Theft" on theft 
offenses.  Record the type of theft in “Larceny Type” block. 


2913.04 Unauthorized Use of Property (INV) 
2913.05 Telecommunications Fraud (INV) 


2913.11 Passing Bad Checks (refer to item “a.” below) 
2913.21 Misuse of Credit Card (refer to item “a.” below) 
2913.31 Forgery (refer to item “a.” below) 
2913.32 Criminal Simulation (refer to item “a.” below) 
2913.49 Identity Fraud (refer to item “a.” below) 


a. The investigation assignment of the above listed offenses (2913.11, 
2913.21, 2913.31, 2913.32, and 2913.49) is dependent upon the 
amount of loss reported. 


1) Amount of loss is $2500.00 or less (INV) 


2) Amount of loss is greater than $2500.00 (CIS) 


b. When completing a report for Identity Theft: 


1) Supply the victim with the phone number to the Financial Crimes 
Squad, (513) 352-3545. 


2) Notify the Major Offenders Unit at (513) 352-6473 and Financial 
Crimes Squad. 


3) Send a blotter notification to the Financial Crimes Squad.  Include 
the offense type, time, date, location, and RMS case number. 


2913.33 Making or Using Slugs (INV) 
2913.41 Defrauding a Rental Agency or Hostelry (Non-Veh) (INV) 


a. A breach of a rental agreement is a civil matter unless you can show 
criminal intent.  Criminal intent can be inferred if the suspect provides a 
false name and address at the time of the rental or moves during the 
rental period without leaving a forwarding address. 


b. If criminal intent is established, an offense report should be made and 
criminal charges should be filed.  If no criminal intent can be 
established, the complainant should be advised to seek civil redress. 


2913.41 Defrauding a Rental Agency or Hostelry (Vehicular) (INV) 
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a. Complete a Form 301 in those cases where the vehicle has been 
returned to the owner.  Otherwise, refer to Procedure 12.420, Reporting 
Vehicle Thefts and Related Offenses. 


1) Report violations of the following statutes on a Form 301 


a) 2913.02 (Theft) 


b) 2913.04 (Unauthorized Use of Property) 


c) 2913.41 (Defrauding a Rental Agency or Hostelry) 


2) If applicable, include all serial numbers, vehicle identification 
numbers, etc., on the items listed below for entry into NCIC stolen 
property files: 


a) Sailboat 


b) Rowboat 


c) Pickup camper (out of truck) 


d) Jack lift 


e) Farm machinery not designed to carry the operator 


f) Riding lawn mowers with no serial number (riding lawn 
mowers with a serial number are reported on a Form 303) 


NOTE: Refer to Procedure 12.420 for those articles to 
be reported on a Form 303. 


2913.44 Personating an Officer (INV) 
2917.21 Telecommunications Harassment (INV) 
2917.31 Inducing Panic (INV) 


a. Bomb Threats - Insert "Bomb Threat" in parentheses when an 
evacuation occurs. 


2917.32 Making False Alarms (INV) 


a. Bomb Threats - Insert "Bomb Threat" in parentheses when no 
evacuation occurs. 


b. Complete a Form 301 for any false fire alarms when an arrest is made 
or a suspect known. 


1) Complainant is the Cincinnati Fire Department. 


2) Complainant's address is 430 Central Avenue. 


3) Reporting person is the Fire Department officer in charge (OIC) at 
the scene.  The OIC's address is the fire company where 
assigned. 


4) List how the alarm was given in the “Narrative” section: telephone, 
etc. 


 
Revised 01/29/15, Replaces 01/23/14 14 







12.400 


2919.13 Abortion Manslaughter (CIS) 
2919.22 Endangering Children (CIS) 
2919.23 Interference with Custody (CIS) 
2919.25 Domestic Violence (INV) 
2919.27 Violating Protection Order or Consent Agreement (INV) 
2921.02 Bribery (CIS) 
2921.03 Intimidation ( ** ) 
2921.04 Intimidation of Crime Victim or Witness ( ** ) 
2921.05 Retaliation ( ** ) 


NOTE: **Will be investigated by the investigator assigned 
the original offense or incident. 


2921.51 Impersonating a Peace Officer or Private Policeman (CIS) 
2923.161 Discharging a Firearm at Habitation or School (INV) 
2927.12 Ethnic Intimidation/Aggravated Menacing (INV) 
2927.12 Ethnic Intimidation/Menacing (INV) 
2927.12 Ethnic Intimidation/Criminal Mischief (INV) 
2927.12 Ethnic Intimidation/Criminal Damaging (INV) 
2927.12 Ethnic Intimidation/Telephone Harassment  (INV) 


3. Complete a Form 303 for the following offenses/instances: 


2913.02 Theft – Stolen Vehicles (INV) 


a. Investigated by the district where the theft occurred. 


2913.02 Recovered Stolen Vehicle (INV) 


a. Investigated by personnel in the district where the theft occurred. 


2913.02 Theft - Stolen License Plate(s) (incl. expired plates) (INV) 
2913.03 Unauthorized Use of a Vehicle (INV) 
2913.41 Vehicular Defrauding of a Rental Agency or Hostelry (INV) 


NOTE: The DQA will enter a monetary value for stolen 
and recovered vehicles on the report.  The value 
of a vehicle is determined by using the following 
Internet sites: http:www.kbb.com/, the Kelly Blue 
Book home page, or http:www.nadaguides.com/, 
the NADA guidebook home page. 


F. Case Closure Audit 


1. On a monthly basis, the district commander will ensure a random audit of 
cases closed by both investigative and uniformed personnel is conducted.  
Early closures will not be included in this audit. 


a. This audit will include: 


1) A ten percent sample of inactive or “J” closures. 


2) A ten percent sample of otherwise or “D” closures. 
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3) A ten percent sample of unfounded closures. 


b. A district supervisor not assigned to the Investigative Unit will conduct 
this audit. 


1) The auditing supervisor will personally contact the complainant to 
ensure the report was properly closed and that the investigating 
officer properly notified them of the closure. 


c. The district commander will ensure a monthly summary of the case 
closure audit is forwarded to him for review. 


d. District commanders will ensure quarterly reports are biannually 
compiled and forwarded to the Bureau Commander (first and second 
quarter submitted during July, third and fourth quarter submitted during 
January). 


G. Investigation Requests from Other Law Enforcement Agencies 


1. CIS will monitor and control investigative requests from law enforcement 
agencies outside the Department. 


a. Document and forward all extensive investigative requests received 
from outside law enforcement agencies to CIS. 


1) CIS will assign the request within the Department. 


2) The district, section, or unit receiving the request will conduct the 
follow-up investigation, provide the requested assistance, if 
possible, and contact the outside agency advising them of the 
investigative results. 


a) Affected districts will handle routine requests for assistance 
from adjoining police agencies. 


H. Strategic & Tactical Analytic Review for Solutions (STARS) Audit Process 


1. Crime analysts will perform regular audits of reports included in the RMS 
according to their scheduled rotation on the STARS Audit Calendar to 
ensure the accuracy of data reported internally and externally.  The STARS 
Audit Calendar is available to all crime analysts by accessing the Crime 
Board folder on the H: drive. 


a. District crime analysts will audit one Part I crime category each week on 
a rotating basis (Robberies, Aggravated Assaults, Burglary, Theft from 
Auto, Personal/Other Theft, Auto Theft) for accuracy by physically 
comparing the number of crime reports in that category (within their 
respective district/section/unit) to the number of offenses reported on 
the STARS report. 


1) Crime analysts will document their findings on the Crime Analyst 
Data Audit Form (CADA) and route it through their 
district/section/unit chain of command. 
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2) When the Form CADA has been approved by the crime analyst’s 
district/section/unit commander, the DQA will route the original, 
approved Form CADA to the Director of Technology and Systems 
Section. 


3) A copy of the approved Form CADA will also be maintained within 
the crime analyst’s district/section/unit.  Form CADA’s are 
available to all crime analysts by accessing the Crime Board 
folder on the H: drive. 


4) When a problem is identified with an individual report, the issue 
will be thoroughly documented on the Form CADA. 


a) If the problem can be resolved immediately, the crime 
analyst should work with the respective DQA and/or 
Investigative Supervisor to resolve the problem.  The 
resolution should also be documented on the Form CADA. 


b) The crime analyst will certify their findings and submit the 
Form CADA through their district/section/unit, chain of 
command as outlined above. 


b. The CIS analyst will review all Rape and Homicide reports each week 
for accuracy.  They will physically compare the number of reports in 
that category to the number of offenses reported on the STARS report. 


1) The crime analyst’s findings will be documented on the Form 
CADA and submitted as outlined above. 


c. The Crime Analysis and Problem Solving Unit (CAPS) will review all 
fatal and non-fatal shooting reports each week for accuracy.  The 
CAPS will compare the count of crimes within the RMS to information 
maintained independently and used for the Secondary STARS report.  
The findings will be documented on the Form CADA and submitted as 
outlined above. 
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17.115 MATERIAL SAFETY DATA SHEETS 
 


Reference: 
 


Hazardous Chemicals Inventory 
Administrative Regulation #60 


 
Purpose: 


 
Provide Police Department employees a safe and healthy work environment.  
Provide important, immediate information in case of an accident. 


 
Comply with the Occupational Safety and Health Act (OSHA) 


 
Procedure: 


 
A. Hazardous Chemicals Inventory 


 
1. Equipment Section will maintain a Hazardous Chemicals Inventory. 


 
B. Material Safety Data Sheets (MSDS) 


 
1. Equipment Section will keep MSDS for each substance listed on the 


Hazardous Chemicals Inventory. 
 


a. The manufacturer and/or distributor supplies the MSDS.  Any 
purchase order or supply contract must require delivery of the 
MSDS with the product. 
 


2. Equipment Section will assure MSDS are received with the products. 
 


a. Equipment Section will copy the MSDS and maintain a master 
file. 


 
b. Equipment Section will forward a copy of each MSDS to the 


receiving work unit. 
 


3. All districts/sections will maintain MSDS at the same worksite as the 
product.  Make sure they are easily accessible to all employees that 
may come in contact with a hazardous product. 
 


4. If a dangerous contact with a hazardous material occurs, refer to the 
specific MSDS for signs, symptoms, and first aid measures. 
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12.033 MOUNTAIN BIKES AND SEGWAYS: ASSIGNMENT, USE, 
AND MAINTENANCE 


Reference: 


Procedure 12.020 - Uniforms, Related Equipment, and Personal Grooming 


Definitions: 


Department Mountain Bike Coordinator - A Police Officer/Specialist who is a member 
of the bike patrol.  The duties of the Department Mountain Bike Coordinator are to 
oversee the safe, efficient, and economical operation of the mountain bike equipment; 
to review the mountain bike inspection and preventative maintenance program for the 
districts; and to review all mountain bike related paperwork requesting repair or 
replacement of any mountain bikes, mountain bike equipment, or uniform parts. 


District Mountain Bike Supervisor - A supervisor designated by the District 
Commander.  The District Mountain Bike Supervisor will maintain a list of all certified 
officers assigned to bike patrol duties. 


Purpose: 


To familiarize Department personnel with the functions, capabilities, assignment, use, 
and maintenance of the Department Mountain Bikes and Segways. 


Policy: 


Mountain bikes and Segways are primarily used for patrol duties.  They are designed to 
have officers more accessible and visible to the public.  This will facilitate contact 
between officers and the community. 


Segway officers shall utilize the assigned dual beam headlight and the flashing red light 
at all times while operating Segway equipment. 


Information: 


Each district has officers trained to perform patrol duties on mountain bikes.  Mountain 
bike equipment will be assigned and deployed to districts / sections / units by the Patrol 
Bureau Commander.  Mountain bike equipment will only be operated by certified 
department personnel or personnel authorized by the Police Chief.  Issued mountain 
bike equipment will be used by assigned officers only.  Mountain bike equipment may 
be used by another bike officer with permission from the Department Mountain Bike 
Coordinator, or Mountain Bike Supervisor in the District. 


Segways will only be operated by trained Department personnel. 
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Procedure: 


A. Deployment 


1. When transporting bikes or Segways to various beats on a marked police 
unit, officers will park in a centrally located area within their beat that is 
visible to the general public.  Officers assigned to Segways will be assigned 
to a scout car or district pickup truck for transport purposes.  Only two 
Segways will be transported at a time. 


a. Bike carriers will be secured in the trunk of the vehicle while officers are 
on bike patrol, and at the end of their tour of duty. 


1) Whenever possible, bike officers or Segway officers should be 
assigned to patrol in pairs. 


B. Weather 


1. Bike officers are expected to ride their bikes in varying weather conditions.  
Officers and supervisors should take a common sense approach toward 
riding in extreme conditions, which would pose an obvious threat to their 
physical health (i.e., extremely cold/extremely hot and humid). 


a. Restrictions 


1) Riders will return to vehicle patrol when the following conditions 
exist: 


a) Thunderstorms and active lightning in the area 


b) Severe weather warnings 


c) Snow and/or ice covered streets and sidewalks 


d) District supervisor determines that service demands are high 
and/or district coverage needs are present 


2) In addition to above, Segways will not be operated when the 
outdoor temperature is below 40 degrees Fahrenheit. 


2. If any of the restricted conditions occur after officers begin their tour of duty, 
they will remain in bike uniform for the remainder of their tour. 


3. If any of the restricted conditions occur before their tour of duty, all bike 
officers will wear the operational uniform. 


a. Bike officers will maintain a complete operational uniform in their district 
locker. 


b. Bike officers will be subject to change their uniform at the discretion of 
a district supervisor. 


4. Segway operators will only wear the operational uniform, including a 
department-approved helmet (CDOP or department bicycle helmet) and eye 
protection. 
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C. Prisoner Transportation 


1. Orderly Prisoners 


a. Orderly prisoners will be guarded at the scene by one bike/Segway 
officer.  The other bike/Segway officer will ride to retrieve the vehicle 
and transport the prisoner. 


1) If the bike/Segway officers do not have a vehicle in the field, a 
beat car will transport the orderly prisoner to the district and meet 
the bike/Segway officers. 


2. Disorderly Prisoners 


a. Back up units will transport the prisoner.  The bike/Segway officers will 
relieve the transporting unit at the Justice Center once they have 
retrieved their vehicle. 


D. Mountain Bike and Segway Equipment 


1. Districts have varying amounts of fully equipped mountain bikes.  These 
bikes all have the following accessories: 


a. Rear red flashing battery operated light 


b. Cyclometer 


c. Two water bottle cages 


d. Rear heavy duty kick stand 


e. Rear rack (for top mount bag) 


f. Top mount expandable bag with “Police” markings 


g. Protective tire liners for front and rear 


h. Mini tire pump 


i. Inner tube repair kit with tire levers 


j. Security cable 


2. If a replacement part/equipment is needed, the officer will complete a Form 
630. 


3. Segway accessories include: 


a. Wireless Infokey Controller 


b. Front dual beam headlight, with rechargeable battery. 


c. Red flashing battery operated light. 


d. Security cable. 
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E. Equipment Security 


1. Officers will secure their bikes or Segways whenever they are away from 
them, unless circumstances exist that prevent the officer from doing so 
(crime in progress, assistance, etc.).  When officers are away, they will use 
the security cable, using their spare set of handcuffs to lock the cable. 


2. Bikes and Segway related equipment will be kept in a secured area in the 
district when not in use. 


F. District Equipment 


1. The following bike equipment will be maintained in the district: 


a. Bike stand - used for making minor repairs 


b. Floor tire pump 


c. Front dual beam headlight 


1) Signed in/out of the Electronic Blotter 


2. The following Segway equipment will be maintained in the district: 


a. Segway stand 


b. Floor tire pump 


c. Repair tools 


3. Spare Parts 


a. A sufficient amount of spare parts for minor repairs should be 
maintained in the district.  Parts should include, but are not limited to: 


1) One high and low beam replacement bulb per bike 


2) One replacement inner tube per bike 


3) AA batteries (1 case) for rear lights 


4) Any other bike related equipment, manuals, and instruction 
sheets 


b. These items will be kept in a secured locker with access limited to 
supervisors /or bike officers. 


c. A bike patrol log will be maintained for pertinent information regarding 
bike repairs, parts removed, damage, etc.  The Department Mountain 
Bike Coordinator will note any repairs made in the log. 


d. A monthly inventory of the locker will be kept by the District Mountain 
Bike Supervisor to ensure that an adequate inventory of replacement 
parts is maintained. 
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G. Inspection 


1. By the fourth Sunday of each calendar month, the District Mountain Bike 
Supervisor will ensure a Form 428 is completed for each bike, and forward it 
to the Department Mountain Bike Coordinator. 


2. The Department Mountain Bike Coordinator will prepare and keep on file a 
Form 428A (Cincinnati Police Department Mountain Bike Inspection 
Summary) indicating that each bike has been inspected. 


3. Bike officers will make daily inspections of their assigned mountain bike 
before and after their tour of duty, (including an unassigned bike if used 
during their tour of duty). 


4. A monthly inspection of the Segways and accessories will be completed by a 
designated supervisor, who will be assigned by the District Commander. 


H. Maintenance and Repairs 


1. The Mountain Bike Officer is responsible for the upkeep of their bike, to 
include notifying the Mountain Bike Supervisor of repairs and service 
needed. 


2. Maintenance Files 


a. Department Mountain Bike Coordinator will maintain bike jackets, which 
must contain: 


1) City number, model, and serial number of the bike & assigned officer 


2) Replacement Parts Form 630 


3) Date of purchase and purchase price 


4) Description of the bike and accessories 


5) Maintenance contract date of purchase and expiration 


6) Repair slips, copies of Forms 630, purchase orders, and any 
invoices 


7) Damage reports 


b. The district commander will designate a supervisor who will maintain a 
file on each Segway including: 


1) City and manufacturer serial numbers 


2) Description and accessories 


3) All repair records including copies of all purchase orders, repair 
slips, Forms 630 and invoices. 


4) Maintenance contracts 


5) Damage reports 
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3. Monthly bike tune ups and repairs will be scheduled at each district. 


a. Minor repairs can be made on the scene by the bike officer. 


1) Complete the repair slip indicating what the repair was and any 
parts used. 


2) If possible, tire repair/replacement will be done by the bike officer 
at the district. 


4. Major repairs are those that only a bike mechanic may handle. 


a. During business hours: 


1) Fill out a repair slip and take the bike to the vendor for repair. 


b. Non-business hours: 


1) If the repair is needed and the vendor is not open for business, 
take the bike out of service. 


a) The District Mountain Bike Supervisor will notify the vendor 
of the repairs needed.  The vendor will respond to pick up 
the bike or the officer will drop the bike off. 


c. If the request for parts is not covered by the maintenance contract: 


1) The bike officer will send a copy of the Form 630 to the 
Department Mountain Bike Coordinator for review and 
recommendation. 


2) The officer will submit the form to their District Mountain Bike 
Supervisor. 


d. Personnel picking up or accepting delivery of repaired bikes will obtain 
a completed repair slip, with cost and signature included. 


1) Forward the signed repair slip to the Department Mountain Bike 
Coordinator. 


e. Repainting or replacement of frames, or replacement bikes must be 
requested on a Form 630 explaining the reason for the request. 


1) The officer will forward a copy of the 630 to the Department 
Mountain Bike Coordinator. 


5. Segways in need of service or repair will be documented on a repair slip and 
forwarded to the designated supervisor. 


a. The city has a service contract for the Segways.  The designated 
supervisor will notify the service provider for repair and pick-up after 
receiving a repair slip. 
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I. Cleaning 


1. Bikes should be wiped down daily with a dry rag to remove dirt.  If water is 
needed to clean, use a damp cloth.  Never spray a bike with water from a 
hose.  Sprayed water can damage internal bearings. 


2. Segways can only be cleaned with a damp cloth.  No water should be 
sprayed on the Segway.  Sprayed water can damage electrical components 
and internal bearings. 


J. Mountain Bike Training and Public Appearances 


1. Requests for mountain bike training/public appearances will be submitted 
through the officer’s chain of command. 


a. Once approval has been given, the officer will contact the Mountain 
Bike Coordinator for necessary information. 
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12.413 ENFORCEMENT OF COURT ORDERS 


References: 


Procedure 12.120, Labor Disputes and Strikes 
Procedure 12.403, Crime Victim/Witness Notification and Assistance 
Procedure 12.412, Domestic Violence 
Cincinnati Police Department Training Bulletin #2015-05, Enforcement of Protection Orders 
Ohio Revised Code 1901.32, Bailiffs 
Ohio Revised Code 1923.13, Writ of Execution 
Ohio Revised Code 2705.031, Initiating Contempt Action for Failure to Pay Support or 


Comply with Visitation Order 
Ohio Revised Code 2903.213, Motion for and Hearing on Protection Order 
Ohio Revised Code 2903.214, Petition for Protection Order in Menacing by Stalking Cases 
Ohio Revised Code 2919.25, Domestic Violence 
Ohio Revised Code 2919.26, Motion for and Hearing on Protection Order 
Ohio Revised Code 2919.27, Violating Protection Order  
Ohio Revised Code 3113.31, Domestic Violence Definitions – Hearings 
Ohio Revised Code 5122.11, Court Ordered Treatment of Mentally Ill Person 
Ohio Rule of Civil Procedure 65.1, Civil Protection Orders 
United States Code Title XVIII, Section 2262 – Interstate Violation of a Protection Order 
United States Code Title XVIII, Section 922 – Prohibition Against Disposal of Firearms 


to, or Receipt of Firearms by, Persons 
Who Have Committed Domestic Violence 


Purpose: 


Clarify the responsibility regarding enforcement of orders issued by the Hamilton 
County Court of Common Pleas, the Hamilton County Municipal Court, or any other 
court of record. 


Effectively enforce Ohio Revised Code (ORC) 2903.214 and 2919.27, and provide the 
complainant with the protection ordered by the court according to ORC 2903.213, 
2919.26, or 3113.31. 


Policy: 


Domestic Violence radio runs are considered high frequency, high risk events.  Officers 
will enforce Domestic Violence Temporary Protection Orders (TPO), Anti-stalking TPOs 
and Civil Protection Orders (CPO) issued by a court of record in a fair and impartial 
manner.  If Hamilton County Municipal Court, Hamilton County Court of Common Pleas 
or Hamilton County Domestic Relations Court issues the protection order, confirm these 
orders with the Central Warrant Processing Unit (CWPU).  If an out-of-county or out-of- 
state court issues the protection order, confirm with the Clerk of Courts of the issuing 
jurisdiction. 


If unable to confirm a protection order by above means, do not arrest for a violation of 
TPO or CPO. 
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Information: 


Generally officers do not enforce orders issued by the Court of Common Pleas, 
Juvenile Court, or the Municipal Court.  The enforcement of most court orders is the 
responsibility of the Hamilton County Sheriff’s Office. 


Exceptions to this rule include Domestic Violence TPOs, Anti-stalking TPOs, or CPOs 
issued by a court of record within the state of Ohio.  Out-of-state TPO and CPO court 
orders are also enforceable.  Take appropriate action for observed criminal violations 
not related to the court order. 


Procedure: 


A. Investigation of Domestic Violence TPO, Anti-stalking TPO, CPO Complaints and 
Out-of-State TPO and CPO Court Orders 


1. Officers shall enforce the terms of a TPO and CPO issued by any State of 
Ohio or out-of-state court. 


a. Make a thorough effort to confirm the existence and terms of a TPO 
and CPO. 


b. Report TPO and CPO violations in the Records Management System 
(RMS).  Complete a Case Report (301) and Investigative Note for 
Violating Protection Order or Consent Agreement (ORC 2919.27). 


c. If unable to confirm an order, do not arrest for a violation of the TPO or 
CPO. 


2. Query all suspects on the scene to find in-progress information. 


a. Note the case number and confirm the existence of the TPO or CPO if a 
suspect is in process or has a conviction for domestic violence or anti-
stalking, or the complainant states a TPO and CPO has been signed. 


b. Confirm existence and terms of a criminal TPO issued by the Hamilton 
County Municipal Court or any other Ohio court by one of the following: 


1) Call CWPU to confirm the terms and existence of the order. 


2) Call the clerk of courts office of the issuing jurisdiction to confirm 
the existence and terms of the criminal TPO issued by an out-of-
county Ohio court. 


a) The Emergency Communications Section (ECS) has a copy 
of the State of Ohio, Clerk of Courts phone directory. ECS 
will not make phone calls. 


b) Phone numbers for out-of-county clerk of court offices are 
also available by calling the Hamilton County Clerk’s Office. 
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3) Include the clerk of court’s phone number, name of person 
confirming, court case number, date of issue of the order, and 
name of the issuing court on the Form 527, Arrest and 
Investigation Report. 


3. Confirm a civil CPO issued by the Hamilton County Domestic Relations 
Court or any other Ohio Domestic Relations Court by one of the following: 


a. Call CWPU to confirm the terms and existence of the order. 


b. Call the clerk of courts office in the issuing jurisdiction for an Ohio out-
of-county court order.  Confirm the existence and terms of the CPO. 


4. When probable cause exists, immediately arrest defendants in violation of a 
TPO or CPO for ORC 2919.27, Violating Protection Order or Consent 
Agreement. 


a. The officer will sign the criminal complaint. 


1) The defendant must have acted recklessly in disregarding the 
order to constitute a violation. 


b. A first offense for this charge is a first-degree misdemeanor. Refer to 
ORC 2919.27 (subsection B) for offenders with previous convictions 
and other stipulations which upgrade the penalty. 


1) Confirm prior convictions with the Clerk’s Office before charging 
as a first degree misdemeanor or fifth degree felony. 


5. Sign a warrant for ORC 2919.27 when the suspect cannot be located and 
there is probable cause a TPO, CPO, or TRO was violated. 


6. Out-of-state TPO and CPO court orders are enforceable. 


a. Follow above procedure for in-state TPO and CPO violations. 


B. Injunctions/Restraining Orders 


1. Generally, officers have no legal duty to enforce civil injunctions except for 
those listed in Section A of this procedure. 


a. Parties to these disputes should address violations to the court issuing 
the injunction or restraining order. 


b. If the injunction/restraining order is due to a labor dispute/strike, refer to 
Procedure 12.120. 


2. Officers should read injunctions/restraining orders carefully and take 
appropriate action for matters clearly criminal in nature. 


a. Contact the City Solicitor’s Office if you are unsure if a criminal offense 
is involved. 


1) Outside normal business hours, officers may contact a prosecutor 
via their on-call phone:  (513) 401-4947. 
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C. Temporary Detention Orders – Probate Court  


1. A court can issue an order directing a police officer to take a mentally ill 
person to a hospital.  The order may designate a specific hospital. 


a. Use UC Health Psychiatric Emergency Services at the Ridgeway 
Pavilion when the order does not designate another hospital. 


2. Officers have the legal obligation and authority to enforce the terms of these 
orders. 


D. Eviction Orders  


1. Officers have no authority to enforce eviction orders. 


a. The sheriff, bailiff, or constable of the court serves eviction orders. 


b. The terms of a TPO or CPO may include an order for the defendant to 
vacate the household.  This is the exception to the above rule.  Officers 
will enforce these terms of a TPO or CPO order.  Officers will not 
remove property from any household. 


1) If the defendant refuses to leave, immediately arrest for violation 
of a TPO or CPO.  Sign a complaint for the charge. 


2. If a bailiff calls officers to the scene of an eviction, provide necessary 
assistance. 


a. Officers are ex officio bailiffs of the Hamilton County Municipal Court 
according to ORC 1901.32. 


b. A supervisor will respond to the scene when a bailiff’s request is to 
provide more than personal security, or is unreasonable. 


c. Document the incident on a Form 17 if there are questions regarding 
the frequency or reasonableness of a bailiff’s request. 


E. Emergency Juvenile Court Orders 


1. These orders are enforced by the Hamilton County Sheriff’s Office.  If 
requested, officers will respond and provide a uniform police presence during 
the enforcement of the order. 


a. When an officer is present, the officer must obtain the name of the 
deputy requesting a Cincinnati officer and enter it into the MDC 
disposition field. 


F. Body Attachment – Issued by the Hamilton County Domestic Relations Court 


1. A body attachment is the equivalent of a capias. 


a. Officers have the authority to serve only criminal contempt orders which 
are in the form of a body attachment. 


1) Body attachments are in the computer system and available by 
running a query. 
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2) Call CWPU to confirm the existence of the body attachment. 


3) Physically arrest an individual with a confirmed body attachment 
and transport to the Hamilton County Justice Center.  Do not cite 
on body attachments. 
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12.035 REPORTING POLICE VEHICULAR ACCIDENTS AND 
DAMAGE 


Reference: 


Procedure 12.225 - Vehicular Crash Reporting 
Procedure 12.435 - Reporting Conditions Affecting Other Departments - Form 318 
Procedure 12.535 - Emergency Operation of Police Vehicles and Pursuit Driving 
Traffic Crash Report Procedures - Ohio Department Highway Safety 
Administrative Regulation #52 - Substance Abuse Policy 
Ohio Revised Code - Chapter 2744:  Political Subdivision Tort Liability 


Definitions: 


Police Motor Vehicle Accident - an occurrence that results in property damage and/or 
injury and meets the following conditions: 


• It is an accident. 


• It involves a motor vehicle that is owned or leased by the City of Cincinnati or the 
Police Department, or is under the control of a Police Department member during 
the performance of official duties. 


When a disabled vehicle is moved utilizing “push-bumpers” and damage occurs to 
either vehicle, the incident is not considered a vehicular accident. 


Category 1 (negligent) – A Department member has committed a Category 1 violation 
when found at fault for a vehicular accident and the member has violated a minor 
misdemeanor provision of the Cincinnati Municipal Code (CMC), Ohio Revised Code 
(ORC), or applicable statute from another jurisdiction. 


Category 2 - A Department member has committed a Category 2 violation when they: 


• Are at fault for a vehicular accident and have violated any provision of Procedure 
12.535, Emergency Operation of Police Vehicles and Pursuit Driving; 


• Are at fault for a vehicular accident and have violated a provision of the CMC, 
ORC, or applicable statute from another jurisdiction that is a fourth degree 
misdemeanor or higher. 


• Operated a vehicle involved in an accident and failed to properly wear a seatbelt 
restraining device. 


Original documents – Photographs, DVR disks, and any documents that are 
handwritten or contain an original signature. 


Call to duty - Including, but not limited to, communications from citizens, police 
dispatches, and personal observations by peace officers of inherently dangerous 
situations that demand an immediate response on the part of a peace officer. 
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Purpose: 


Provide for the investigation and uniform reporting of police vehicular accidents and 
damage to police vehicles. Police vehicles include automobiles, motorcycles, bicycles, 
Segways and trailers. 


Policy: 


Department members are subject to corrective and/or disciplinary action for Category 1 
and 2 motor vehicle accidents. 


Procedure: 


A. Documentation Needed for Accidents 


1. Form OH-1, Ohio Traffic Crash Report. 


2. Form 90SP, Supervisors Review of Vehicle Crash.  The following must be 
investigated at the scene by a supervisor: 


a. When vehicle is in motion with a driver. 


b. When vehicle is in motion without a driver. 


c. When vehicle is parked on public or private property. 


d. When a bike, Segway, etc., is struck by a motor vehicle. 


B. Police Vehicles Involved in Auto Accidents 


1. The operator of any police vehicle involved in any vehicular accident will: 


a. Allow all involved vehicles to remain in the post-accident position if 
traffic conditions permit. With the exception of emergency 
circumstances, do not remove vehicles from the immediate vicinity. 


b. Provide necessary aid and transportation for the injured. 


c. Immediately request Emergency Communication Section (ECS) to 
dispatch a district car and district/section/unit supervisor to investigate 
the accident. 


1) It is the responsibility of the district/section/unit supervisor to 
which the operator is assigned to conduct the supervisory portion 
of the investigation. 


a) If the responsible district/section/unit supervisor is 
unavailable, the nearest available district supervisor will 
conduct the investigation and will forward the forms to the 
vehicle operator’s unit of assignment for review and 
processing. 


2) If a serious accident involving a police vehicle occurs, the 
investigating supervisor will request Traffic Unit respond, including 
recall if necessary. 
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3) The investigating supervisor will also have ECS notify the Fleet 
Management supervisor at line 352-6365, while at the scene if 
any of the following apply: 


a) A police vehicle has sustained substantial damage. 


b) Traffic Unit conducts the investigation. 


c) The accident results in serious injury to an officer or citizen. 


d) A police vehicle requires immediate mechanical inspection 
or examination. 


4) The investigating supervisor will ensure, if possible, photographs 
are taken of damage to all involved property. 


2. Required reports 


a. When police equipment is involved in an auto accident, even if on 
private property, supervisors will ensure the following are completed: 


1) Form OH-1 completed by the investigating officer. 


a) The police equipment operated by the on duty police officer 
will be identified as a “Police Vehicle” on the OH-1 in the 
space provided for “Type of Unit.”  This applies to all marked 
and unmarked police vehicles including motorcycles and 
trucks. 


2) Form 90SP completed by the investigating supervisor. 


a) The investigating supervisor shall note in the narrative the 
type of “call to duty” the officer was responding to when the 
accident occurred. 


3) Form BMV3303, Ohio Motor Vehicle Crash Report, is only 
required if a driver cannot show proof of insurance at the accident 
scene. 


a) Fleet Management will forward the Form BMV3303 to the 
Ohio Bureau of Motor Vehicles when required. 


b) Officers are required to sign the Form BMV3303 when the 
driver of an involved vehicle is uninsured.  The Form 
BMV3303 is then forwarded to Fleet Management. 


4) The investigating supervisor will retrieve the Form OH-1from RMS 
and scan the BMV3303, into the computer if applicable.  Attach 
both files to the appropriate ETS case folder. 


b. If the accident causes damage to other City property, e.g., fire hydrant, 
the investigating supervisor will prepare Form 318, Conditions Affecting 
Other Departments, in accordance with Procedure 12.435. 
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3. The vehicle operator’s supervisor will make a blotter entry briefly describing 
the facts of the accident.  Indicate the necessary reports have been 
completed. 


4. The supervisor will make the appropriate entries in the police vehicle jacket. 


5. The investigating supervisor will examine the damaged vehicle to determine 
if it is safe for use. Consider both mechanical defects and unsightliness.  If 
unsure if the vehicle is safe to use, call the Fleet Management supervisor. 


a. Tow or drive the vehicle to the Fleet Services body shop if the vehicle is 
removed from service. 


b. During regular Fleet Services working hours (0800-1630), if the vehicle 
is safe for patrol duty, take it to Fleet Services for an estimate at the 
body shop. 


c. After regular Fleet Services working hours, the first shift officer in 
charge (OIC) will send the vehicle to the Fleet Services body shop after 
0800 hours on the next regular working day for an estimate. 


d. The officer taking the vehicle to the body shop will take the BMV3303 
only if it was completed due to the involvement of an uninsured 
motorist.  Body shop personnel will fill out the BMV3303.  The officer 
will then sign the BMV3303 and forward it to Fleet Management. 


e. The supervisor will enter the estimate in the blotter and on the Form 
90SP. 


C. Documentation Needed for Non-Auto Accident Incidents 


1. Immediately notify a supervisor in the district of occurrence of the incident. 


2. Do not complete a Form 90SP.  Supervisors will ensure the necessary forms 
are completed based on the cause of the damage. 


a. Damage (scratches, dents, body damage, etc.) not the result of a 
criminal act is reported on a Form 317, General Conditions Report. 


b. Damage (broken window, flattened tire, radio antenna broken, etc.) 
which is the result of a criminal act is reported on Form 301, Incident 
Report.  An estimate will be completed by Fleet Services for possible 
restitution when criminal charges are filed.  All forms will be sent 
through the chain of command and forwarded to Fleet Management. 


c. Incidents occurring which result in personal injury or property damage 
by police equipment (collisions involving Department bikes, Segways, 
etc., with persons or property) are reported on a Form 301. 


D. Progressive Corrective and/or Disciplinary Action 


1. Progressive corrective and/or disciplinary action will be administered for 
Department members involved in Category 1 and Category 2 vehicular 
accidents. 
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a. Department members will be subject to disciplinary action for auto 
accidents where they are found to have been negligent and any of the 
following apply: 


1) The member has been found at fault in four or more Category 1 
motor vehicle accidents within a 24-month period. 


2) The member has been found at fault in two or more Category 2 
motor vehicle accidents within a 24-month period. 


3) The member has been found at fault in three Category 1 and one 
Category 2 motor vehicle accidents within a 24- month period. 


4) The member has been found at fault in a Category 1 or Category 
2 motor vehicle accident that resulted in serious injury, as defined 
by ORC 2901.01(E), or death. 


E. Uniform Corrective/Disciplinary Action Guidelines 


1. Mitigating factors, such as injuries and property damage, will be considered 
to affix disciplinary penalties within the range indicated by this policy.  
Disciplinary action will be added to Employee Tracking Solution (ETS) 
vehicle crash case folder by using the “Add Employee Supplement Log” or 
“Add Attachment” function, or both. 


a. Category 1 Accidents (24-month period): 
• 1st Category 1 accident: ESL entry. 
• 2nd Category 1 accident: ESL entry and driver’s training. 
• 3rd Category 1 accident: Written Reprimand and driver’s training. 
• 4th Category 1 accident: Pre-disciplinary Hearing. 
• Sustained finding for 4th Category 1 accident: 8 hours suspension. 
• Sustained finding for 5th Category 1 accident: 8 - 24 hours 


suspension. 
• Sustained finding for 6th Category 1 accident: 24 - 40 hours 


suspension. 
• Sustained finding for 7th Category 1 accident: 40 hours 


suspension – dismissal. 


b. Category 2 Accidents (24-month period) 
• 1st Category 2 accident: Written Reprimand and driver’s training. 
• 2nd Category 2 accident: Pre-disciplinary Hearing. 
• Sustained finding for 2nd Category 2 accident: 8 - 24 hours 


suspension. 
• Sustained finding for 3rd Category 2 accident: 24 - 40 hours 


suspension. 
• Sustained finding for 4th Category 2 accident: 40 hours 


suspension – dismissal. 


F. Responsibilities of District/Section/Unit Commanders 


1. District/section/unit commanders will carefully analyze and evaluate all 
accidents involving personnel under their command.  They will arrange 
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appropriate corrective training and make disciplinary recommendations.  The 
primary objective is to identify the accident prone and careless driver.  The 
district/section/unit commander will: 


a. Initial and make recommendations/comments in Block 33 of Form 
90SP. 


b. Work-flow the completed Form 90SP and attached documents through 
the chain of command to Fleet Management.  Route the hard copy of 
the BMV3303 through channels to Fleet Management, if applicable.  
Photographs are retained in the vehicle jacket at the 
district/section/unit. 


2. All reports of police vehicle accidents will be reviewed by the affected 
district/section/unit commander and forwarded to the affected bureau 
commander for review.  If the circumstances listed under Section E.1. apply, 
a pre-disciplinary hearing will be scheduled. 


3. Fleet Management, upon receipt of Forms 90SP, OH-1, and BMV3303, will: 


a. Examine the reports for completeness and accuracy and evaluate the 
facts of the accident. 


1) Forward copies of Forms 90SP, OH-1, and Fleet Services 
estimate to Fleet Services Subrogation Section when an outside 
party is at fault. 


b. Send the signed original Form BMV3303 to the BMV when required. 


c. Send a form letter to the BMV with pertinent information from the Form 
OH-1 to ensure sworn personnel do not receive points on their driver's 
license for on-duty accidents. 


d. File a copy of the Form 90SP in the vehicle jacket: 


e. Work-flow the information to Training Unit for additional training when 
recommended. 


f. Finalize the case in ETS. 


G. Post-Accident Testing. 


1. As soon as practical following a vehicular accident involving a Department 
member, while in the course and scope of duty and/or who was operating a 
city vehicle, the member shall be tested for drugs and alcohol if: 


a. The accident involves the loss of human life, or, 
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b. The member receives a citation under state or local law for a moving 
violation arising from the accident. 


2. A member who is subject to post-accident testing shall remain readily 
available for such testing or may be deemed to have refused to submit to 
testing.  Nothing in this section shall be construed to require the delay of 
necessary medical attention for injured persons following an accident or 
prohibit a member from leaving the scene of an accident for the period 
necessary to obtain assistance in responding to the accident or necessary 
medical care. 


a. The results of blood or breath tests for alcohol detection, or urine tests 
for drug detection, conducted by federal, state, or local officials having 
independent authority for the test shall be considered to meet the 
requirements of this section, provided such tests conform to applicable 
federal, state, or local requirements and the results are obtained by the 
city. 


3. Members required to take a post-accident alcohol test shall not use alcohol 
for eight hours following the accident or until the member undergoes a post-
accident test, whichever comes first. 


a. If an alcohol test is not administered to the member within two hours 
following the accident, the supervisor will prepare a Form 17 stating the 
reasons the test was not administered. 


b. If an alcohol test is not administered to the member within eight hours 
following the accident, attempts to administer an alcohol test shall 
cease and the supervisor will prepare a Form 17 stating the reasons 
the test was not administered. 


4. If a drug test is not administered to the member within 32 hours following the 
accident, attempts to administer a drug test shall cease and the supervisor 
will prepare a Form 17 stating the reasons the test was not administered. 


a. CONCENTRA Medical Center, located at 4623 Wesley Avenue 
Suite C, Cincinnati, will administer drug tests Monday through 
Friday, 0800 hours to 1700 hours. 


b. Contact CONCENTRA at (859) 486-8757 or (513) 807-8879 to arrange 
a drug and/or alcohol test after regular business hours from 1700 hours 
to 0800 hours and on weekends. CONCENTRA Medical Center located 
at 1825 Airport Exchange Blvd., Erlanger, KY has extended hours of 
operation Monday through Friday, 0700 hours to 2100 hours and 
Saturdays, 0900 hours to 1500 hours. 


1) A CONCENTRA staff member will meet the notifying supervisor 
and Department member at CONCENTRA Medical Center. 


2) If the Department member is being treated at a hospital and 
cannot respond to CONCENTRA Medical Center, a 
CONCENTRA member will respond to the treating hospital. 
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12.401 TELEPHONE CRIME REPORTING UNIT (TCRU) 


Reference: 


Procedure 12.400 – Incident and Miscellaneous Reporting 
Procedure 12.420 – Reporting Vehicle Thefts and Related Offenses 
Procedure 12.425 – Reporting and Classifying Breaking and Entering Offenses 
Procedure 12.435 – Reporting Conditions Affecting Other Departments – Form 318 
Ohio Revised Code 2919.25 – Domestic Violence 
Ohio Revised Code 2903.341 – Patient Endangerment 
Ohio Revised Code 5123.01 – Definitions 


Purpose: 


Provide citizens information in police matters and take minor police reports by 
telephone, leaving field units available for other police tasks. 


Policy: 


Officers, regardless of their assignment, will record all facts and actions fairly and 
impartially when taking an incident report.  Officers will provide the requested police 
service and will complete an accurate and thorough report. 


Officers dispatched or on the scene of an incident requiring a police report or having 
personal contact with a citizen requiring a police report, regardless of the complaint, will 
make the report.  Officers will not refer the citizen to TCRU. 


District/unit desk personnel and Emergency Communications Section (ECS) operators 
will refer qualifying report requests received by telephone to TCRU.  District/unit desk 
personnel will take reports from citizens who have responded to the district/unit. 


Procedure: 


A. Telephone Crime Reporting Unit (TCRU) Reporting: 


1. TCRU can be contacted at 352-2960, Monday through Friday. 


2. Before referring a call to TCRU, the following questions should be answered 
with "No": 


a. Did the offense just occur? 


b. Could anything be gained by sending a police officer? 


3. TCRU will ordinarily take the following types of reports: 


a. Thefts 


1) Grand and Petty, where there is no possibility of immediate 
apprehension or property recovery and the value stolen is less 
than $5000.00. 


a) Theft of firearms is not a TRCU reportable offense and 
requires dispatch. 
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2) "Drive off" type thefts including incidents which have just 
occurred. 


b. Breaking & Entering 


1) Detached garages, etc., no suspects or possibility of a property 
recovery. 


c. Criminal Damage 


d. Simple Assault 


1) No medical attention necessary 


e. Menacing 


1) Send an officer if suspect is expected or threatens to return. 


f. Attempt Auto Thefts 


g. Lost or Stolen License Plates 


h. Telephone Offenses (Except Bomb Threats) 


1) Send an officer if suspect is expected or threatens to return. 


i. Any offense reported by a mentally handicapped person or 
developmentally disabled person (MH/DD) or the caretaker or 
caseworker of the MH/DD victim.  


1) These offenses must meet the criteria as described in Section A.2. 


a) Domestic Violence and Patient Endangerment offenses are 
not TCRU reportable offenses and require dispatch. 


j. Property Lost 


k. Property Damage 


l. Dog Bites 


1) No medical attention needed, owner is known, and no 
transportation is needed. 


m. Conditions Affecting Other Departments (Form 318) 


1) Incidents where the City of Cincinnati could not be held liable. 


2) Immediate investigation is not required by a police officer, such as 
parking meters out of order, defaced street signs, etc. 


4. The TCRU officer may dispatch a police unit if the officer believes the 
presence of an officer is needed. 


5. The listed report categories will be the normal guidelines but the TCRU 
officers could expand on these if circumstances warrant. 
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6. TCRU will make a Form 311G, Confidential Investigative Notes - General, 
when appropriate information is available.  Upon receipt of the report by the 
affected district or unit, the report can be assigned for follow-up investigation 
at their discretion. 
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18.100 CIVILIAN ADULT SCHOOL CROSSING GUARDS 
 


Procedure: 
 


A. School Crossing Guard Coordinator: 
 


1. The School Crossing Guard Coordinator is assigned to the Traffic 
Unit. 


 
2. The School Crossing Guard Coordinator is responsible for all 


functions concerning the adult crossing guards, including supervision. 
 


a. First shift supervisors and beat officers should know all school 
crossing guard locations in their district and assist in checking on 
the guards' attendance and actions. 


 
1) Each district will maintain a file card index of all school 


crossings in their district.  The School Crossing Guard 
Coordinator will furnish the file card. 


 
2) The file card will include the: 


 
a) Crossing guard's name. 


 
b) Crossing location. 


 
c) Hours of work. 


 
d) School affected by the crossing. 


 
b. Each crossing guard must notify the school and the coordinator 


whenever he will not be in attendance at his assigned times. 
 


c. Report absenteeism or any improper actions to the School 
Crossing Guard Coordinator. 


 
3. Forward any information concerning adult school crossing guards to 


the School Crossing Guard Coordinator at the Traffic Unit. 
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12.101 PREMISE HISTORY CONTROL 
 


Purpose: 
 


To provide added information and security for field units who have occasion to 
respond to a location that has some history of importance (either noteworthy or 
hazardous). 


 
To provide immediate information for officers who are responding to a call. 


 
To provide location information for hard to find places. 


 
To establish a guide and procedure for entering, processing, disseminating, and 
validating premise information. 


 
Policy: 


 
This procedure will act as a guide to Department employees in the gathering and 
disseminating of important and timely premise information by the Computer 
Aided Dispatch System (CAD) at Police Communication Section (PCS). 


 
Premise information is available to all Department members. Use of this resource 
is highly recommended and encouraged. 


 
Information: 


 
The term "premise history" refers to any information connected to a specific 
address that may be of interest to responding officers. Premise information will 
include the following items: 


 
1. Police Warnings (PW): a possible hazard to police officers, i.e., violent 


mentally impaired person, wanted fugitive, possible weapons on 
premises, communicable disease carriers, etc. This will also include 
locations that provide services needed for the orderly flow of 
government, i.e. Water Works, Cinergy/CGE, Cincinnati Bell 
Telephone, etc. 


 
2. Police Histories (PH): address information on businesses and property 


which would include private driveways, new subdivisions/streets, Ohio 
River mile markers, schools, banks, health care and nursing homes. 


 
3. Occupant Information (OC): addresses of upper management 


employees within the various City departments including City Council, 
City Manager, and Mayor. 


 
4. Fire Warnings (FW): address with possible hazards, and building 


information to assist firefighters. This includes information such as 
locations of water supplies, hazardous chemicals, etc. 


 
PCS is responsible for inserting premise information into the CAD. 


 
The preferred method of relaying information to the responding officer will be via 
the MDT. The dispatcher will advise responding officers of the existence of 
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premise information. It will be the responsibility of the responding units to view 
this information. 
 
An alternate method of relaying information to responding officers will be voice 
transmission on the primary dispatch channel. If information is of a sensitive 
nature and cannot be broadcast, information will be relayed by phone. 


 
Procedure: 


 
A. Entering Premise Information (PIN) Files 


 
1. Information reported should be for the purpose of alerting responding 


officers to a condition regarding a specific location. 
 


a. Intersections cannot be used for a PIN. Entries can be made for 
specific addresses only. 
 


2. Discretion should be used regarding the amount of information 
entered. Information should be factual and concise. All requests are 
subject to review and will be edited by PCS if necessary. 


 
a. Confidential medical information must be worded in a sensitive 


manner. 
 


b. No entry can be made which will completely deny service to 
someone for any reason, i.e., a mentally impaired person who 
has a history of calling 911 cannot be denied service without first 
evaluating the reason for the current request. 


 
c. Entries are for law enforcement purposes only. This file may not 


be used for personal matters. 
 


3. When a determination is made to establish premise information on an 
address, an officer may do one of the following: 


 
a. Make an entry via the MDT. All field officers have the capability 


of entering PIN via the MDT. These entries will remain in the 
system for four days. 


 
1) While assigned to an incident, type the following: PE,{text 


of the information you want entered}, or 
 


2) After an incident is closed, type the following: PE #P{4 digit 
inc number}, text of the information you want entered}, e.g. 
PE #P1230, Caution, occupants have threatened to kill 
police. 


 
3) If you mistakenly enter information, contact PCS for 


removal of the Premise Information entry. 
 


b. Contact a PCS supervisor for direct CAD entry. 
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4. Officers’ entries and direct entries by PCS supervisors will be 
automatically purged in four days if a Form 310, Premise History 
Control, is not received requesting an extension. 


 
B. Extensions and Updates of Premise Information Entries 


 
1. To request a continuation of a PIN, a Form 310 must be initiated by a 


supervisor and sent to PCS. Requests will normally be extended for a 
period of 90 days. 


 
2. Any request for an indefinite PIN entry or extension must be requested 


on a Form 310 with a valid explanation. 
 
3. Updates can be made on a PIN to modify or delete information on an 


existing record. Updates must be requested on a Form 310. 
 
4. Update requests should include sufficient information to identify the 


original record and should specify the needed change. 
 


C. Premise Information Validations 
 


1. PCS will send out a quarterly PIN list, with a Form 17 cover letter 
attached, to the following districts/sections/units for review: 


 
a. All districts 
 
b. Criminal Investigation Section 
 
c. Intelligence Unit 
 
d. General Vice Enforcement Unit  
 
e. Street Corner Unit 
 
f. Special Services Section 


 
2. The above districts/sections/units will be responsible for reviewing and 


returning the attached Form 17 cover with recommendations noted in 
the areas provided. 


 
3. Since PIN entries are automatically purged by CAD after the 


expiration date, all districts/sections/units should return these 
validations in a timely manner. 
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12.403 CRIME VICTIM/WITNESS NOTIFICATION AND 
ASSISTANCE
 


References: 
 


Ohio Revised Code Chapter 2930 – Victims’ Rights  
Ohio Revised Code 2933.41 - Disposition of property held by law enforcement 


agency; written internal control policy; records and 
reports; funding citizens’ reward programs 


Ohio Revised Code 2933.42 - Offenses involving contraband; forfeiture of 
property used in committing violation 


Ohio Revised Code 2933.43 - Procedure for seizure and forfeiture of contraband; 
law enforcement agency authorized to use, 
destroy, or sell forfeited contraband; distribution of 
proceeds of sale 


Ohio Revised Code 109.42 - Victim's bill of rights pamphlet 
United States Code - Violent Crime Control and Law Enforcement Act of 1994 


 
Definitions: 


 
Crime means any felony or violation of Ohio Revised Code (ORC) Sections 
2903.05 Negligent Homicide, 2903.06 Aggravated Vehicular Homicide, 2903.13 
Assault, 2903.21 Aggravated Menacing, 2903.21.1 Menacing by Stalking, 
2903.22 Menacing, 2907.06 Sexual Imposition, 2919.25 Domestic Violence, and 
2921.04 Intimidation of Crime Victim or Witness (as outlined in ORC 2930.01 
Definitions).  


 
Victim means a person who is identified as the victim of a crime in a police 
report or in a complaint, indictment, or information charging the commission of a 
crime. 


 
Notice under ORC Chapter 2930 will be given to a victim by any means 
reasonably calculated to provide prompt actual notice.  Notice may be oral or 
written.  


 
Policy: 


 
Department personnel are responsible for providing proper notification and 
assistance to victims and witnesses of crime as outlined in the ORC 2930 
Victims’ Rights section. 


 
It is incumbent upon investigators assigned cases whose offenses are outlined in 
ORC section 2930.01 to provide assistance to and follow-up with victims and 
witnesses as required under the victim’s rights statute. 


 
Procedure: 


 
A. When investigating an offense, the victim of the offense, his family, or his 


dependents must be given a copy of the following: 
 


1. "Your Rights and Responsibilities as a Crime Victim" booklet 
distributed by the Attorney General of the State of Ohio.  
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a. This booklet can be given to the dependents or the family of the 
victim if the condition or age of the victim dictates. 
 


2. Telephone number of district/section/unit investigating the offense. 
 


3. Printed list of medical, counseling, housing, and emergency services 
available to the victim. 
 


4. Business phone number of the Prosecutor of Hamilton County and the 
City of Cincinnati. 


 
5. Written notification of the victim's right to contact the Police 


Department to learn the status of the case, if the victim is not notified 
of the arrest of the offender in the case. 


 
NOTE:  Information contained in subsections 2., 3., 4., and 5. above will 


be attached to the inside back cover of the Attorney General's 
booklet. 


 
B. Distribution of the above listed material will be made in the following 


manner: 
 


1. A copy will be given to the victim, his family, or dependents on the first 
contact by the reporting officer. 
 


2. If the victim, his family, or dependents are unable to understand the 
significance of the information, it will be given on the second contact 
by the investigating officer. 
 


3. A copy will be given to the victim, his family, or dependents by mail if it 
was not given on the first contact and there is no second contact in 
person (includes those specified offenses reported through Telephone 
Crime Reporting Unit).  


 
a. Mailing of information will be the responsibility of the affected 


district. 
 


1) Responsibility for mailing will be determined by the district 
commander. 


 
C. The follow-up investigator will give the victim, his family, or dependents the 


following information: 
 


1. Business phone number of the investigator. 
 


2. Notification when the defendant is arrested and if the defendant is 
eligible for pretrial release.  


 
3. A contact phone number of the Police Department to ascertain 


whether the defendant has been released. 
 


a. When an arrest is made at the time of an offense and no 
investigator is assigned to the case, the arresting officer will give 
the victim the above listed information. 


Rev. 10/03/06, Replaces 12/02/03 2







12.403 


D. The follow-up investigator is responsible for providing the following 
assistance to crime victims/witnesses: 


 
1. Explain the procedures involved in the prosecution of their cases. 
 
2. If the impact upon the victim or witness was unusually severe, make 


periodic contacts to determine if their needs are being met.  
 
3. Attempt to schedule interviews, etc. at the convenience of the victim or 


witness. 
 
4. Advise the victim of a felony offense that the Victim/Witness Division 


of the Hamilton County Prosecutors’ office will assign an advocate to 
provide assistance as needed at the Grand Jury hearing.  The Rape 
Crisis and Abuse Center contacts all victims of domestic violence and 
offers advocate services to those victims. 


 
E. The Police Department will return the property of the victim as soon as 


possible unless one of the following applies: 
 


1. There is a dispute of ownership. 
 


2. It is evidence, contraband, or property used in committing an offense 
as defined in ORC sections listed below: 


 
a. ORC Section 2933.41, Disposition of property held by law 


enforcement agency; written internal control policy; records and 
reports; funding citizens’ reward programs. 


 
b. ORC Section 2933.42, Offenses involving contraband, forfeiture 


of property used in committing violations. 
 
c. ORC Section 2933.43, Procedure for seizure and forfeiture of 


contraband; law enforcement agency authorized to use, destroy, 
or sell forfeited contraband; distribution of proceeds of sale. 


 
3. If the defendant in a case files a motion to retain the property of the 


victim because the property is needed for the defense in the case, the 
Police Department will retain the property until the court rules on the 
motion. 
 


F. The Ohio Department of Rehabilitation and Correction will notify the 
Criminal Investigation Section (CIS) of a prisoner being placed on 
electronically monitored early release. 


 
1. CIS will make a blotter entry and advise the affected district of the 


electronically monitored prisoner's early release. 
 


a. The district receiving the information from CIS will make a blotter 
entry. 
 


2. The Rapid Indictment Program supervisor will distribute this 
information at the next Investigative Supervisors’ meeting.    


Rev. 10/03/06, Replaces 12/02/03 3







12.403 


G. The U.S. Courts Probation and Parole will notify CIS of prisoners who have 
been released from the federal system on supervised release and have 
been convicted of a crime of violence or a drug trafficking. 


 
1. CIS will make a blotter entry and advise the affected district of the 


prisoner's early release. 
 


a. The district receiving the information from CIS will make a blotter 
entry. 
 


2. The Rapid Indictment Program supervisor will distribute this 
information at the next Investigative Supervisors’ meeting. 
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18.103 COMMUNICATION WITH PEOPLE WHO ARE DEAF OR 
HEARING IMPAIRED AND USE OF FOREIGN LANGUAGE 
INTERPRETERS 


Reference: 


Procedure 18.104 – Civilian Volunteers 
Title II of the Americans with Disabilities Act of 1990 
Title VI of the Civil Rights Act of 1964 
Cincinnati Police Department Training Bulletin - #2006-03 
Cincinnati Police Department Training Bulletin - #2010-10 
Cincinnati Police Department Training Bulletin - #2015-01 


Definitions: 


Limited English Proficient (LEP) – Individuals who do not speak English as their 
primary language and who have a limited ability to read, speak, write, or understand 
English. 


Telecommunication Relay Service (TRS) – TRS is a free service that permits 
individuals with a hearing or speech impairment to use the telephone system via a text 
telephone (TTY) or by dialing 711, to call persons with or without such impairments.  
The person will automatically be connected to a TRS operator who will facilitate the 
communication between parties.  The 711 code can also be utilized by persons without 
a hearing or speech impairment. 


Volunteer Interpreter Program (VIP) – VIP is available to assist all Department 
members with interviews when an officer is unable to communicate with a Spanish 
speaking victim or witness. 


Purpose: 


To provide officers with the resources for effectively communicating with citizens who 
are deaf or hearing impaired, have speech impairments, or are LEP. 


Policy: 


Officers encountering individuals who are deaf or hearing impaired or in need of a 
foreign language interpreter will take all appropriate steps to ensure they communicate 
effectively with these individuals.  The input of people who are deaf or hearing impaired 
or LEP is just as important to the law enforcement process as the input of others.  
Officers will not draw conclusions about incidents unless they fully understand, and are 
understood by, all those involved. 


In situations when a non-disabled person would have access to a telephone, officers 
must provide a person who is deaf or hearing impaired the opportunity to place calls 
through the Telecommunication Relay Service (TRS) by dialing 711, or by providing the 
use of a telephone with volume control if that will be effective for the caller.  Officers 
must also accept telephone calls placed by a person who is deaf or hearing impaired, 
including calls placed through TRS. 
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Officers will give primary consideration to the type of communication aid requested by 
the person who is deaf or hearing impaired unless there is an equally effective means of 
communication available. 


Information: 


Calls from the hearing impaired may come directly to the district/section/unit through the 
Telecommunication Relay Service (TRS).  The TRS operator will facilitate the 
communication between parties.  The TRS 711 code is not just for use by persons with 
impairments.  Both voice and TRS users can initiate a call from any telephone in the 
United States without having to use a seven or ten-digit access number.  When calls 
from LEP individuals come directly to the district/section/unit, officers should initiate a 
three-way call with G2Local, if necessary. 


There are several ways of communicating effectively with people who are deaf or 
hearing impaired.  In some instances, a qualified sign language or oral interpreter is 
required to assist with communication.  In other circumstances, use of gestures or visual 
aids to supplement speech, an exchange of written notes, use of computer or a 
telephone with volume control, or use of the TRS will be effective.  The type of aid 
required for effective communication will depend on the individual’s usual method of 
communication, and the nature, importance, and duration of the communication at 
issue. 


The Department utilizes the services of Global to Local Language Solutions (G2Local).  
G2Local can be reached locally at (513) 526-5011, or at (877) 353-9129, 24 hours a 
day, 7 days a week, for in-person interpretations, sign language and services via the 
telephone.  G2Local’s role is to serve as a neutral third party, interpreting 
communication between parties. 


The Department also utilizes the Volunteer Interpreter Program (VIP).  VIP is available 
to assist all Department members with interviews when an officer is unable to 
communicate with a Spanish speaking victim or witness.  This program should be an 
officer’s first choice when requiring this type of service.  VIP’s are not to be used to 
interview or question suspects. 


Additionally, the Department utilizes the Hearing Speech and Deaf Center of Greater 
Cincinnati for qualified sign language and oral interpreter services for people who are 
deaf or hearing impaired.  The Center is an alternate service and will be utilized by ECC 
if G2Local is unable to provide interpreter services for a Cincinnati Police Department 
request. 


Sign language and oral interpreters will be made available 24 hours a day, 7 days a 
week.  “Oral interpreters” are not foreign language interpreters; they usually facilitate 
communication with people who were deafened later in life and do not use sign 
language. 
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Procedure: 


A. Sign Language and Oral Interpreters for People who are Deaf or Hearing Impaired 


1. If an officer has reason to believe that an individual with whom he is 
attempting to communicate has a hearing impairment, the officer will: 


a. Determine whether the individual has a hearing impairment. 


b. Notify the individual through the use of auxiliary aids (pen and paper) 
that a qualified sign language or oral interpreter will be provided at no 
charge, if desired. 


1) If the individual requests a qualified sign language interpreter, 
determine whether the individual uses American Sign Language 
(ASL) or Signed English (SE) to communicate and relay the 
information to ECC. 


2) Face the deaf or hearing impaired individual and do not turn away 
while speaking.  The officer should not cover his or her mouth 
while talking to the individual.  Only one person should speak at a 
time and it may be necessary to speak more slowly. 


c. An officer will remove handcuffs from a non-violent arrestee who is deaf 
or hearing impaired, or will secure the arrestee in such a manner which 
permits communication, as safely as possible, after arrival at a secure 
facility.  Officer safety and the safety of citizens must take precedence. 


1) The immediate priority in any emergency is for the officer to stabilize 
the situation.  If the deaf or hearing impaired individual is in immediate 
danger, exhibiting violent behavior, or if the officer has probable cause 
to make an arrest, the officer can request an interpreter respond to the 
location to which the subject is being transported. 


2) Officers should refrain from using family members or friends of the 
deaf or hearing impaired individual, unless it is urgent to communicate 
immediately and that is the only option.  However, if the deaf or 
hearing impaired individual requests that arrangement, the other 
person agrees, and the circumstances suggest that the relationship is 
not coercive or otherwise inappropriate, the officer may proceed. 


B. Foreign and Sign Language Interpreters 


1. When an officer comes in contact with an individual who is deaf or hearing 
impaired, LEP, or in need of a foreign language interpreter, and the officer is 
unable to effectively communicate with the individual, the officer should either 
notify ECC of the need for an interpreter or contact Global to Local Language 
Solutions (G2Local) at (513) 526-5011 or 1-877-353-9129.  G2Local 
provides service for over 150 foreign languages including sign language, and 
is available 24 hours a day, 7 days a week. The officer will: 


a. Advise the G2Local agent what language needs to be interpreted. 
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b. Provide the CPD four-digit access code (4087), the officer’s name, and 
the district/unit of assignment. 


c. Be connected to the appropriate language interpreter for assistance. 


d. In the event that G2Local is unable to provide the required sign language 
interpreter, the officer will notify ECC who will contact the Hearing Speech 
and Deaf Center of Greater Cincinnati to assist with the request. 


2. If an officer needs to arrange in-person interpreter services or translation 
services of vital documents, a Form 630, Equipment/Supply/Service Order, 
must be completed and submitted through the chain of command for 
approval. 


a. In the event the in-person interpreter service is needed immediately, a 
supervisor must be advised and the Form 630 may be submitted after 
the service is received. 


b. A document will be considered vital if it contains information that is critical 
for obtaining federal services and/or benefits, or is required by law (e.g. 
consent and complaint forms and notices of rights).  For many larger 
documents, translation of vital information contained within the document 
will suffice and the documents need not be translated in their entirety. 


c. ECC will attempt to locate an on-duty officer fluent in the necessary 
language before contacting a person not employed by the Department. 


3. When calls from the hearing impaired come directly to the district/section/unit through 
the TRS, the TRS operator will facilitate the communication between parties. 


a. In the event that a deaf or hearing impaired individual needs to be 
contacted by telephone, the officer will initiate a TRS call by dialing 711 
to communicate effectively with the party. 


4. When calls from LEP individuals come directly to the district/section/unit and the 
officer is unable to effectively communicate with the individual, the officer will: 


a. Initiate a three-way call with G2Local.  To place a three-way call the 
officer will: 


1) Advise the caller to stay on the line.  Press the conference button 
(do not put caller on hold). 


2) Call G2Local and follow Section B.1. 


3) Press the conference button again to be connected to all parties 
simultaneously. 


5. When an officer is unable to communicate with a Spanish speaking victim or 
witness, the officer will first request ECC to contact the Volunteer Interpreter 
Program (VIP). 


a. If a Volunteer Interpreter (VIP) is not available or when an interpreter is 
needed for interviewing suspects, G2Local will be utilized. 
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12.404 COMMUNITY NOTIFICATION OF PERSON PAROLED 
FOR A VIOLENT PERSONAL CRIME 
 


Reference: 
 


Cincinnati Municipal Code Chapter 717 
Procedure 12.406 – Sexual Predator Address Verification 
 
Definitions: 
 
Neighbor – one living or located near another. 
 
Neighborhood – being immediately adjacent or relatively near another. 
 
Notification – personal notice to an adult family member. 
 
Purpose: 


 
Comply with state law and city ordinances, and to establish Police Department 
procedure for community notification of persons on parole for certain listed 
offenses and monitor the felon's presence. 


 
Procedure: 


 
A.  Criminalistics Squad Responsibilities 


 
1. Register persons on parole or judicial supervision for the following 


offenses of the Ohio Revised Code (ORC) or the equivalent offenses 
under the laws of the United States or of the state in which the offense 
was committed. 


 
a. Aggravated Murder - ORC 2903.01 


 
b. Murder - ORC 2903.02 


 
c. Voluntary Manslaughter - ORC 2903.03 


 
d. Rape - ORC 2907.02 


 
e. Sexual Battery - ORC 2907.03 


 
f. Gross Sexual Imposition - ORC 2907.05 


 
g. Kidnapping - ORC 2905.01 


 
h. Abduction - ORC 2905.02 


 
2.  Maintain a registration list and forward a copy weekly to the 


Community Oriented Policing (COP) Coordinator. 
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B. COP Coordinator Responsibilities 
 


1. Maintain a file of the felony registration list. 
 
2. Forward a Form 17, Felony Notification, to the affected district for 


community notification. 
 
3. Ensure the notification process is completed for each registered felon 


pursuant to Cincinnati Municipal Code Chapter 717. 
 


a. The COP Coordination Unit will maintain a file of the completed 
Form 17, Felony Notification, upon receipt from the affected 
districts. 


 
C. District responsibilities 
 


1. Notification by district personnel using the Form 605, Notification of 
Release, will occur within 10 days of receipt of the Form 17, Felony 
Notification, utilizing the following guidelines: 


 
a. If the residential area is a single family dwelling, the district 


officer will notify an adult member of each household 
immediately adjacent to the subject. 


 
b. If the building has four or less separate residences, the district 


officer will notify an adult member of each residence. 
 


c. If the building has more than four separate residences, the 
district officer will notify an adult member of each residence on 
the same floor as the subject.  


 
d. Personal delivery of the Form 605, Notification of Release, is the 


preferred method of notification.  However, officers may leave 
the Form 605 at the residence after making every reasonable 
attempt to make personal contact. 


 
1) Maintain a file of the Form 605. 


 
2. Complete the Form 17 and forward to the COP Coordinator verifying 


the affected neighbors were notified.   
 


a. Maintain a copy of the Form 17 in the district’s files. 
 


3. District personnel will notify communities of the registered felons at the 
affected community council/CPOP meetings. 


 
a. This discussion does not take the place of an official notification 


in the neighborhood. 
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12.105 EMERGENCY MEDICAL SERVICE, PANIC/DURESS 
ALARMS, 911 DISCONNECT CALLS, 911 SILENT CALLS, 
AND FORCED ENTRIES 
 


References: 
 


Mincey v. Arizona, 437 US 391, 98 (1978) 
State v. Nields, 93 Ohio St. 3d 6 (2001) 
Procedure 12.135 - Reporting False Alarms on a Form 315 


 
Policy: 


 
The Cincinnati Fire Department will evaluate a citizen's request for emergency medical 
service.  They will also administer first aid and transport all persons in need of 
hospitalization. 


 
Emergency Communications Center (ECC) will not dispatch officers on medical runs 
unless requested by the Fire Department.  ECC will dispatch police and fire units 
simultaneously on some select calls. 
 
Because of the circumstances involved in a 911 silent/disconnect call and panic/duress 
alarms, every effort should be made to determine the cause of the call.  When unable, 
further investigation is necessary.  The Supreme Court has held that police may make 
warrantless, and presumably, forcible entry into a home where they reasonably believe 
a person within is in need of immediate aid. 
 
To reduce the threat of civil claims, forcible entry will be done with reasonable care and 
with as little damage as possible.  


 
Procedure: 


 
A. Emergency Medical Request for Service 


 
1. Fire Department personnel will not transport: 


 
a. Dead on arrivals (DOAs). 
 
b. Ambulatory crime victims with no injuries. 
 
c. Rape victims with no injuries. 


 
d. Dog bite victims with no injuries. 
 
e. Any violent or potentially violent victim. 
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2. When Fire Department transportation is not available: 
 
a. The Fire dispatcher will request police response.  Fire Department 


personnel at the scene will determine if a beat car or a scout car is 
necessary. 


 
1) At the time of dispatch, ECC will advise the officer a Fire 


Department ambulance is unavailable. 
 


b. When requested by the ranking Fire Department officer or EMT at the 
scene, a police officer will provide transportation services. 


 
1) If the police officer believes transporting a victim will risk serious 


injury or loss of life, he will request an EMT to accompany the 
victim and provide patient care. 


 
2) After providing the transportation service, if the police officer feels 


the request was unreasonable, he will bring the incident to the 
attention of his supervisor. 


 
3. If the police are needed at the scene: 


 
a. The fire dispatcher will notify ECC of fire runs only when police are 


needed at the scene. 
 


1) ECC will dispatch the appropriate police unit, which will respond 
without delay. 


 
2) The fire dispatcher will advise ECC if an emergency response is 


needed.  Unless advised of an emergency, the police unit will not 
respond with emergency lights and siren. 


 
3) Fire Department personnel will remain on the scene until police 


arrive. 
 


a) Fire Department personnel will request police response in 
the following cases: 


 
1] Any death 
 
2] Suicide attempt 
 
3] Shooting or cutting 
 
4] Violent mental 
 
5] Any injury where death may occur 
 
6] Any criminal offense 
 
7] A threat to fire personnel 
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b. Fire personnel will make every effort to keep witnesses at the scene 
and to protect evidence. 


 
c. Officers will complete the appropriate report when transporting a victim 


of an accident or crime, or any person for a medical reason. 
 
d. Police vehicles will not escort other transporting vehicles. 


 
4. Requests for Escort 


 
a. When the ECC operator receives a call from a civilian requesting a 


police escort during a medical emergency, the operator will determine 
the nature of the emergency and location of the caller. 


 
b. ECC will contact fire dispatch who will dispatch the appropriate 


emergency units. 
 


c. ECC will advise the caller: 
 


1) The Department will not provide an escort 
 


2) Stay at their location and await the emergency vehicles 
 


d. Any officer encountering a civilian requesting a medical escort will 
remain at that location and notify ECC of the situation. 


 
B. Panic/Duress Alarms 


 
1. When panic/duress alarms are received from various alarm companies, the 


operator will dispatch two field units to the location. 
 


C. 911 Disconnect Calls 
 


1. When the ECC operator answers an emergency 911 call and the caller is 
disconnected from the operator, the dispatcher will: 


 
a. Attempt to recall the phone number supplied by the automatic number 


identifier (ANI) in the CAD system. 
 


1) If the attempt to recall is successful and no emergency exists, no 
units will be dispatched. 


 
2) If the attempt to recall is unsuccessful, ECC will dispatch two units 


to the location supplied by the automatic location identifier (ALI). 
 


a) If the location is identified as a pay phone, ECC will dispatch 
one unit. 


 
D. 911 Silent Calls 


 
1. When the ECC operator answers an emergency 911 call and the caller fails 


to give a voice response and the line remains open the operator will: 
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a. Dispatch two officers to the location supplied by the ALI in the CAD 
system. 


 
1) If the location is a pay phone, ECC will dispatch one unit. 
 


2. The ECC operator will attempt to keep the line open until the officer on 
scene hangs up the phone.  The ECC supervisor may give permission to 
hang up the line if the call originates from a pay phone and no activity is 
heard. 


 
E. Forced Entries 


 
1. Officers responding to 911 silent/disconnect calls or panic/duress alarms 


which may require a forced entry will: 
 


a. Attempt to get a response at the location. 
 
b. If no response, request a computer generated history from ECC of runs 


at the location to determine if other 911 silent/disconnect calls or 
panic/duress alarms have occurred at the location. 


 
c. Evaluate the current situation 


 
1) Are there any neighbors who may have a key to the premises 


(landlord, etc.)? 
 
2) Have ECC check for further information from the alarm company 


or monitoring station. 
 


d. If unable to determine the cause of the 911 silent/disconnect call or 
panic/duress alarm, request a supervisor respond to the scene. 


 
1) If an on-scene officer believes an emergency situation exists, with 


supervisory approval, a forced entry may be made prior to the 
supervisor's arrival. 


 
2. Any other situation requiring a forcible entry will necessitate prior approval of 


a supervisor. 
 


F. Supervisor Responsibilities 
 


1. If a forced entry is necessary, the supervisor will: 
 


a. Announce at the door a forced entry will be made if no one answers. 
 
1) The Fire Department has entry devices and can gain access to 


upper floors when a forced entry is necessary. 
 


b. Ensure the entrance is secured before leaving the scene. 
 


c. Process a Form 17 through channels to the Police Chief explaining the 
circumstances of the forced entry.  Complete a Form 317, Cincinnati 
Police General Conditions Report, if any damage was done to property 
during the forced entry. 
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18.104 CIVILIAN VOLUNTEERS 


Reference: 


Procedure 19.105 – Sick/Injured With Pay And Special Leaves 


Definitions: 


Civilian Volunteer is a non-compensated individual who willingly offers services for a 
limited time, acting in a specific capacity.  A volunteer with the Department has no 
salary, benefits, or labor rights of a city employee and serves “at the will” of the Police 
Chief. 


Purpose: 


To establish guidelines for processing civilian volunteer requests and injuries in an 
efficient and effective manner. 


Policy: 


Civilian volunteers must have the capacity to comprehend and retain training information, 
show decisiveness in dangerous situations, and maintain the primary goal of safety for all 
members. 


All injuries to volunteers while volunteering their services will be properly reported to 
Risk Management through the chain-of-command. 


Information: 


The Department has several volunteer program opportunities available for citizens.  
Officers can contact the Community Liaison Unit and district Neighborhood Liaison 
Units for more information. 


Procedure: 


A. Becoming a Citizen Volunteer 


1. Refer citizens who request information about volunteer opportunities with the 
Department to the Community Liaison Unit or any district Neighborhood 
Liaison Unit. 


2. Citizen volunteers must: 


a. Complete the Form 580A, Cincinnati Police Volunteer Program 
Application, truthfully and accurately.  


b. Participate in the program activities as requested by the volunteer 
program coordinator.  


c. Follow the “rules of conduct” outlined in their respective volunteer 
program manual. 


d. Adhere to the mission and values of the Cincinnati Police Department. 
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3. The Volunteer Program Coordinator will: 


a. Review all applications for the volunteer positions. 


b. Submit a copy of completed applications to the Recruitment and Background 
Squad, who will conduct a background investigation of the applicant. 


1) Upon completion of the background investigation, Recruitment and 
Background Squad will submit a Form 17 to the Chief requesting 
review and approval of qualified applicants. 


c. Schedule applicants who have successfully completed the application 
process, met all standards of the background investigation, and been 
approved by the Police Chief for training at the Police Academy. 


d. Upon completion of training, assign the citizen volunteers to their 
program. 


e. Maintain a file on each volunteer which includes the application and 
documentation of all hours worked by each volunteer. 


f. Investigate and report all complaints involving volunteers to the Police 
Chief via Form 17.  Include all information obtained and a 
recommendation on action to be taken. 


B. Volunteer Personnel Injured On Duty 


1. Volunteer personnel injured on duty will be provided with an employee injury 
packet, which will be completed at the initial care facility.  


2. When a volunteer is injured, a district/section/unit supervisor will complete a 
Form 91SP, Supervisory Investigation of Employee Injury Report. 


a. The Form 91SP will contain the volunteer’s social security number, 
home address and Department issued identification number, if 
applicable.  


b. Fax a copy of the Form 91SP to the Risk Management Office and 
Volunteer Program Coordinator. 


c. Forward the original Form 91SP to the Police Chief through the chain-
of-command. 


3. Complete a Form 91SP even if the volunteer refuses treatment for a non-
visible injury. 
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12.405 CLOSURE OF OFFENSE REPORTS 
 
References: 
 
Ohio Incident Based Reporting System Manual 
Procedure 12.400 – Incident and Miscellaneous Reporting 
Procedure 12.401 – Telephone Crime Reporting Unit (TCRU) 
Procedure 12.420 – Reporting Vehicle Thefts and Related Offenses 
 
Policy: 
 
When taking an offense report, the reporting officer will complete a thorough initial 
investigation.  The officer will record all pertinent information accurately on the original 
Ohio Incident Based Report and the Form 311, Incident Report Supplement.  Under the 
Early Closure System, the maintenance of a high standard of clearance is dependent 
on the quality of the preliminary investigation. 
 
If the reporting officer determines there is no evidence or witnesses, and no viable 
crime scene to assist investigators in identifying the individual(s) responsible for the 
offense, the case may be subject to immediate Early Closure by providing the 
complainant with a Form 311CL, Closure Letter.  The offense will be reported as usual, 
reviewed and approved by a supervisor and forwarded to a district investigative 
supervisor.  The investigative supervisor will review the report for any crime patterns, 
trends or case similarities.  The investigative supervisor will make the final decision 
about the case closure. 
 
The closure process will include:  reviewing and analyzing all previous reports prepared 
in the preliminary phase; Department records; results from laboratory examinations; 
conducting additional interviews and interrogations; seeking additional information (from 
uniformed officers, informants); planning, organizing, conducting searches, and 
collecting physical evidence; identifying and apprehending suspects; determining 
involvement of suspects in other crimes; checking suspects’ criminal histories; 
preparing cases for court presentation; and making a “second contact” with principals 
involved in a case requiring follow-up investigations or which has been closed. 
 
Information: 
 
Close offense reports assigned to Patrol Bureau and Criminal Investigation Section 
(CIS), with the exception of homicide cases and missing persons, within 28 days from 
the date reported to police.  
 
Neither a Form 311 nor an Ohio Incident Based Report, is required to close a case with 
an original arrest or an original otherwise.  If a case is an original arrest closure, the 
arrested must be charged with the reported offense.  An original otherwise closure 
requires a statement justifying why the case is not closed by arrest.  Record this 
information on the original Ohio Incident Based Report, in the "Narrative" section.  
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However, fill out a Form 311G, Confidential Investigative Notes-General, if there are 
additional suspects not arrested, or if the offense is similar to other unsolved offenses. 
 
The recovery of stolen property is supplemental to the closure of an offense.  It has no 
bearing on the type of closure.  
 
The unit commander, or designate, must review and approve closing reports to ensure 
the report is complete and correct.  
 
Procedure: 
 
A. Case Assignment Criteria for Follow-Up Investigation: 


 
1. Follow-up investigation of an offense report will occur when any of the 


following apply: 
 
a. Suspect identification can be developed from: 


 
1) Usable fingerprints. 
 
2) Significant physical evidence. 
 
3) Victim, witness, or informant information. 
 
4) A license number or significant description of a vehicle used in the 


offense. 
 
b. There is serious physical harm, or the threat of serious physical harm to 


the victim.  Generally bomb threats and obscene phone call offenses 
are not assigned for investigation.  However, aggravated circumstances 
may cause assignment of any of these offenses. 


 
c. The suspect used a deadly weapon or dangerous ordinance. 
 
d. There is a significant modus operandi (MO) which will aid in the 


solution of the offense. 
 
e. The offense is a sex crime in which the victim and suspect had physical 


contact. 
 
f. There is another reason to assign the offense for investigation. 


 
Example:  Hazardous or dangerous material stolen 
 
Example:  A reported offense which would raise community concern 
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2. All offenses involving Motor Vehicle Thefts, Unauthorized Use of a Motor 
Vehicle, and License Plates Thefts will have a three day follow-up 
investigation period to verify registration and to ensure accurate information.  
When assigned, these cases will have a 28 day follow up. 


 
B. On-scene Closure of Incident Reports 


 
1. During the initial offense investigation, if the reporting officer determines 


there is no evidence or witnesses, and no viable crime scene, the officer will: 
 
a. Complete the appropriate Ohio Incident Based Report(s). 
 
b. Provide a Form 311CL, Closure Letter, to the complainant and answer 


any questions they may have. 
 
c. Indicate on the 311 that the complainant was provided with a Closure 


Letter.  
 
d. Submit the report for review and approval as usual. 


 
2. If the complainant strongly disagrees with the early closure, the reporting 


officer should submit the report for investigation, indicating on the 311G the 
reason no 311CL was given to the complainant. 


 
C. Methods Used to Close Offense Reports: 


 
1. An offense is cleared by "Arrest" when at least one person is arrested and 


charged with the commission of the reported offense. 
 
a. List the arrest's name, address, sex, race, age, charge, control number, 


etc., on the closing Form 311. 
 
b. In cases involving juveniles, place the charge of Juvenile Delinquency 


along with the specific offense on the Form 311. 
 
2. In order to clear an offense with an exceptional clearance i.e. "Death of 


Offender," "Prosecution Declined," "In Custody of Other Jurisdiction," "Victim 
Refused to Cooperate," or "Juvenile/No Custody," the following conditions 
must be met and all necessary information must be documented on the 
closing Form 311: 
 
a. The investigation has definitely identified at least one suspect. 
 
b. Sufficient probable cause was established to support the arrest and 


prosecution of the suspect. 
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c. The suspect’s exact location is known and an arrest can be made. 
 
d. There is some reason outside police control preventing the charging 


and arrest of the suspect. 
 
e. Complete suspect information (name, address, sex, race, DOB, etc.) 


must be on the closing Form 311. 
 
3. Substantiate related multiple exceptional clearance closures (four or more) 


by one of the following: 
 
a. A copy of a recorded statement or a copy of a signed statement by the 


suspect.  The contents will include the suspect admitting to the 
offenses and some details of the commission of the offenses. 


 
b. A Form 17 signed by a unit supervisor listing the offenses submitted for 


closure (offense number and the complainant's name) and details for 
the otherwise closures. 


 
4. Inactive Closures ("Warrant Issued" or "Investigation Pending") 


 
a. An offense can have an "Inactive" closure even though there is 


property recovered and/or there is knowledge of the identity of the 
perpetrator who has not been apprehended. 


 
b. Reopen and close these inactive reports according to new 


developments. 
 
5. Unfounded Reports 


 
a. Unfounding an offense report does not count as a case closed.  The 


offense is removed from the reported crime statistics. 
 
b. A report is unfounded because the reported facts do not constitute a 


reportable offense, or the investigation reveals the reported facts did 
not occur. 


 
D. Early Closure of Ohio Incident Based Reports ("Closed"): 


 
1. Early close an Ohio Incident Based Report that does not meet the criteria for 


follow-up investigation.  Complete a Form 311.  Select "EC" next to the 
"Closed" box. 
 
a. The case assignment supervisor will review all offenses and determine 


the case assignment status. 
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2. When an offense does not meet the necessary criteria for follow-up 
investigation, the investigating officer will review, sign, and immediately 
forward a postcard to the complainant with the early closure information. 


 
E. Final Disposition of Ohio Incident Based Reports (Except Early Closure): 


 
1. Upon conclusion of the follow-up investigation, the investigator will: 


 
a. Conduct a final interview with the complainant by telephone or in person. 
 
b. Advise the complainant the investigation is being terminated.  If there 


are additional investigative leads, such as an arrest or property 
recovery, the investigation may be reopened and the complainant will 
be contacted and provided with the pertinent developments. 
 
1) Note notification of the complainant of the case closure on the 


closing Form 311. 
 
2. When there is an arrest when taking the original Ohio Incident Based Report, 


note in the "Narrative" section that the complainant was notified of the case 
closure. 


 
F. Supplementary Offense Report (Form 311): 


 
1. Use the Form 311 to close the Ohio Incident Based Report.  


 
a. Complete information pertinent to any closure must appear on the 


Form 311. 
 


2. Complete a Form 311 to report the recovery of stolen property believed to 
have been stolen locally, but not identified with any local offense reports. 
 


G. Scoring Arrests:  
 
1. As the scoring of arrests is determined from the officers' names and district 


appearing on the Arrest and Investigation Report (Form 527) under 
"Arresting Officer," only those officers who qualify within the definition should 
be listed. 
 
a. The arresting officers are only those officers at the scene of the arrest 


who actively participate in the arrest. 
 
b. Officers who may supply information leading to an arrest or develop 


evidence pertaining to the arrest will be termed "Cooperating Officers," 
and their names will be entered on the Form 527 under "Facts of Arrest." 
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2. In general, when making an arrest, the credit goes to the arresting officer(s)' 
district or unit of assignment.  Examples are: 
 
a. If a District One officer makes an arrest in District Two, credit the arrest 


to District One. 
 
b. If the Criminal Investigation Section makes an arrest in District One, 


credit the arrest to the Criminal Investigation Section. 
 
c. If a District One officer is off duty and makes an arrest in District Two, 


credit District One with the arrest. 
 
3. When officers from more than one district or unit make an arrest, credit the 


arrest to the district wherein the arrest is made, provided one of the arresting 
officers is assigned to the district of arrest. 
 
a. The above policy for crediting arrests will also apply to multiple arrests. 


 
4. Officers employed by private agencies who work in a police capacity will be 


considered in the same class as a private policeman.  When they make 
arrests while so engaged, credit for their arrest goes to the district where the 
arrest was made. 
 
a. It will be the responsibility of the arresting officers to furnish the 


Hamilton County Justice Center Intake sufficient information of their 
outside employment status (under the above paragraph), so that 
correct information can be placed on the arrest forms.  
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18.105 CIVILIAN RIDE ALONG PROGRAM 


Reference: 


Procedure 12.021 - Visitor Identification in Police Facilities 
Procedure 12.700 - Search Warrants/Consent to Search 
Procedure 18.106 - Police Clergy Program 


Purpose: 


To develop an open relationship of integrity and trust with the citizens of the community 
by providing an opportunity for citizens to observe the daily patrol operations. 


Policy: 


All civilians, except Police Department Clergy, non-sworn employees, volunteer 
program members, and interns, who request to participate in the Department Ride 
Along Program must be registered online. 


Civilians may only ride in a uniform Patrol Bureau assignment.  While accompanying 
the police officer, civilians are restricted to observing only and will not become actively 
involved in police incidents. 


The U.S. Supreme Court ruled it is a violation of the Fourth Amendment for police to 
bring members of the media or other third parties, i.e. citizen observer, into a home 
during the execution of a warrant when the presence of the third parties in the home 
was not in aid of the execution of the warrant. 


Police Clergy Program members and non-sworn Department employees may ride at 
any time without prior scheduling provided space is available. 


Information: 


Non-sworn employees are not required to complete online registration, as long as they 
are observing in the performance of their job. 


Police Clergy, volunteer program members, and interns are not required to register 
online as long as they remain an active member of their respective program. 


Procedure: 


A. Request to Participate in the Ride Along Program 


1. All requests to participate in the Civilian Ride Along Program must be 
submitted online.  Officers can: 


a. Provide the citizen with the registration link. 


1) The registration link is available on the Department Intranet. 


b. Refer the citizen to contact the Community Liaison Unit or district 
Neighborhood Liaison Unit. 


c. Complete the online registration for the citizen. 
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2. Requests are automatically routed to the Recruitment and Background 
Squad for processing.  Civilians will not be permitted to ride if they are a 
defendant in an open case involving an offense of violence, serious 
misdemeanor, or felony; or if they have: 


a. Been convicted of any offense of violence. 


b. Been convicted of a serious misdemeanor. 


c. Been convicted of any felony. 


d. Any outstanding warrants or capiases. 


3. Upon completion and processing, Recruitment and Background Squad will 
forward the verification to the district administrative sergeant. 


a. The district administrative sergeant will forward the email confirmation 
to the affected relief supervisor. 


b. The relief supervisor will ensure the observer is listed on the lineup. 


1) Include the observer’s name, assigned police officer, and hours. 


a) When an insufficient number of field units prevent an 
observer from participating in a ride along, the relief 
supervisor will ensure the observer is notified. 


3. All juveniles age 14 through 17 must have parental consent. 


a. A parent or legal guardian must sign the email registration in the 
presence of a police officer. 


1) The witnessing officer must provide their name and badge 
number on the email registration. 


4. The Community Liaison Unit will schedule organized groups who request to 
participate in the ride along program. 


5. Civilians may only ride one time in a six month period, unless they are 
participating in the Intern Program, a recognized field placement program, or 
the Cincinnati Police Explorer Program. 


6. File the email confirmation at the district where the civilian completes the 
ride along. 


B. Desk Officer Responsibilities 


1. Ensure the observer has the registration email and photo identification. 


a. The observer will not be permitted to ride without the registration email. 


b. A juvenile’s registration email must include a parent or legal guardian’s 
signature and the witnessing officer’s name and badge number. 


2. Query observer through the Law Enforcement Automated Data System 
(LEADS) and Regional Crime Information Center (RCIC). 
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a. The observer will not be permitted to ride if they have an outstanding 
warrant or capias. 


C. Assigned Officer Responsibilities: 


1. Instruct the observer on the rules of conduct. 


2. Instruct the observer not to view the Mobile Data Computer (MDC) while in 
use. 


a. Advise the observer it is a violation of the LEADS rules and regulations 
and can result in sanctions against the Department. 


3. Indicate the assignment of an observer on their Daily Activity Log. 


D. Observer Responsibilities: 


1. Present an email confirmation and photo identification to the front desk officer 
and supervisor where the observer will ride. 


2. Wear identification while in police facilities and while riding. 


3. Refrain from looking at the MDC screen while in the vehicle. 


E. Reporting Incidents: 


1. Department employees will promptly report all cases of improper behavior or 
unusual occurrences involving a civilian observer to a supervisor. 


a. Supervisors may refuse/terminate the observer's participation: for 
improper attire or conduct. 


b. Document the refusal/termination on a Form 17. 


1) Route a copy to the Community Liaison Unit for filing. 


2. If an observer is injured while participating in a Department program, a 
supervisor will document the details on a Form 17. 


a. Route a copy to the Community Liaison Unit for filing. 
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12.406 SEXUAL PREDATOR ADDRESS VERIFICATION 
 


Reference: 
 


Cincinnati Municipal Code Section 717 - Community   Notification 
Ohio Revised Code Section 2950 - Sexual Predators, Habitual Sex Offenders, 


Sexually Oriented Offenders 
Standards Manual - 55.1.1 


 
Information: 


 
The Hamilton County Sheriff’s Office is required by state law to register sex 
offenders living within the county.  The process requires verification of a sexual 
predator’s registered address.  Due to the hours of operation, the Sheriff’s Office 
may be unable to verify the addresses of certain sexual predators living within 
the city limits. 


 
Cincinnati Police Department personnel will verify the address of a sexual 
predator when the Sheriff’s Office is unable.  Assistance requests will be 
submitted to the Community Oriented Policing (COP) Coordinator in the form of a 
Confirm Residence Packet. 
 
Definitions: 


 
Neighbor - one living or located near another 


 
Neighborhood - being immediately adjacent to or relatively near another 


 
Notification - personal notice to an adult family member 


 
Verification - a personal check of the listed residence by Police Department 


personnel of a person determined to be a sexual predator 
 


Purpose: 
 


To establish a procedure for processing the Hamilton County Sheriff’s Confirm 
Residence Packet.   


 
To initially verify the address of a person classified as a sexual predator.   


 
To perform periodic checks every 90 days to substantiate the place of residence. 


 
To protect the citizen of the community from known sexual predators. 


 
Procedure: 
 
A. Hamilton County Sheriff’s Office Community Verification Follow-up: 


 
1. After an initial attempt to verify the sexual offender’s residence, the 


Hamilton County Sheriff’s Office will forward a Confirm Residence 
Packet to the COP Coordinator.  The packet will contain the following:  


 
a. Sex Offender Residence Verification/ Neighbor Notification Form 
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b. Press Board laser photo Predator Sheet 


 
2. The Sex Offender Residence Verification/ Neighborhood Notification 


Form will be documented with “unable to verify,” including the date, 
time, signature and badge number of the Deputy Sheriff who 
attempted the first step of the process. 


 
3. Neighborhood officers will personally verify the address exists and the 


offender resides at that address. 
 


a. Personal identification is required when an offender is residing in 
a halfway house as a condition of the offender’s parole.  A phone 
call to the facility will not be accepted. 


 
1) Obtain the signature of the sexual predator if possible. 


 
b. Verification will be completed within five days of receipt of the 


Sex Offender Residence Verification Form, or until verification is 
made. 
 


c. If unable to verify the offender’s residence or the investigation 
determines the offender does not live at the given address, a 
brief explanation of the investigation results will be required for 
prosecution. 


 
4. Notify adjacent neighbors of the offenders’ presence in the community 


and record this information on the Sex Offender Residence 
Verification/Neighborhood Notification Form.  List the address and 
name of the neighbor who receives the notification. 


 
a. If the residential area is a single family dwelling, the 


neighborhood officer will notify an adult member of each 
household immediately adjacent to the subject. 


 
b. If the building has four or less separate residences, the 


neighborhood officer will notify an adult member of each 
residence. 


 
c. If the building has more than four separate residences, the 


neighborhood officer will notify an adult member of each 
residence on the same floor as the subject.  


 
d. Accurate address information of neighbors is imperative.  The 


Sheriff’s Sex Offender Coordinator will make subsequent 
neighbor notifications using a form letter, which will be mailed to 
the neighbors’ residence. 


 
5. Return completed Confirm Residence Packet to the COP coordinator.  
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18.106 POLICE CLERGY PROGRAM 
 


Introduction: 
 


The Police Clergy Program assists Department personnel in handling a variety of 
crisis situations.  It provides our citizens with the best service in times of personal 
crisis or tragedy. 


 
Assigned chaplains are on call 24 hours a day for each of the five police districts. 


 
Each chaplain has completed a comprehensive Crisis Ministry Course at the 
Cincinnati Training Section.  Each carries an official ID card issued by the 
Hamilton County Police Association. 


 
Chaplains can aid police in handling crisis situations.  These include death or 
serious injury notifications, attempted or contemplated suicides, aggravated 
domestic problems, police-related shootings, SWAT call ups, or any other 
situation in which the officer feels a chaplain could calm or aid persons. 


 
Purpose: 


 
To familiarize police personnel with the services, duties, and responsibilities of 
the Police Clergy Program. 


 
To promote a better understanding of the program between officers and 
chaplains. 


 
Procedure: 


 
A. Officers will notify the district when they have a crisis situation where the 


presence of a chaplain would help resolve a problem. 
 


1. The desk officer will page a chaplain and request their assistance.  
When the chaplain responds to the page, information conveyed 
should include the nature of the situation, names of persons involved, 
and the location where the chaplain is to respond. 


 
a. Each district will have a roster of available chaplains.  The Police 


Clergy Program supplies this roster which contains complete 
paging directions. 


 
b. If the chaplain does not answer the page within five minutes, the 


desk officer will page the Police Clergy Program Supervisor. 
 


2. Chaplains will refer all news media requests to the on scene police 
supervisor. 
 


B. On occasion chaplains will accompany police officers on patrol to observe 
and discuss police operations.  This will acquaint them with police 
personnel and the community, and make them available for assistance 
should the need arise. 
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1. Upon entering the program, each chaplain completes a Release of All 
Claims (Form 612).  The Form 612 is in force for the duration of 
membership in the program. 


 
2. When a chaplain accompanies an officer on patrol, the officer will 


notify Police Communications Section (PCS).  The officer will give the 
chaplain's name and the assigned officer's radio call number. 


 
a) If a spare radio is available at the district, the chaplain may use it 


while riding on patrol.  Advise PCS of the radio number and 
record in the blotter before leaving the district. 
 


3. Each district will have bulletproof vests for use by Police Clergy 
Program members.  Make a blotter entry when a vest is used. 
 


C. Refer all inquiries concerning the Police Clergy Program to the Public 
Information Office. 
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12.111 POLICE INTERACTION WITH HOMELESS 
ENCAMPMENTS 
 


Purpose 
 
To provide guidance for all officers to ensure the fair and equitable treatment of 
homeless persons. 
 
To ensure that notice is given to those who are unlawfully trespassing on public 
property and that personal property is safeguarded according to law and 
Department procedure. 
 
Policy 
 
Department personnel encountering homeless encampments that require police 
action for trespassing on public property will immediately bring such condition to 
the attention of their Neighborhood Squad supervisor for investigation and 
appropriate action. Any additional law violations observed shall be addressed 
immediately by the responding officer. 


 
The Police Department will allow 72 hours notice of trespass prior to arrest and 
removal of personal possessions from a homeless encampment, provided the 
homeless person properly identifies himself, is not violating any other laws, and 
exigent circumstances do not exist. The Notice Letter issued to each person at 
the encampment shall reflect that minimum period of time to gather his 
possessions and depart. 
 
The 72 hour period refers to regular business hours and does not include 
weekends or holidays. This is necessary to allow outreach workers a reasonable 
period of time to contact persons in need and arrange necessary services, 
space, etc. 
 
Information 
 
Homelessness is an issue of significant social concern. Police interaction has 
been the focus of much litigation and Police Officers must approach such 
situations remembering that the plight of the homeless person may well be the 
result of a disease or mental condition that cannot be controlled. Even so, law 
violations will not be ignored or be permitted to go unattended. Trespass actions 
require some type of notice to the offender that his actions are not permitted. 
 
If the only law violation observed is trespassing on public property, then this 
procedure will be followed. 
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Procedure 


 
A. Police Action: 
 


1. Duties of the Initial Responding Officer: 
 
a. Upon observation of, or receipt of, a complaint of a homeless 


encampment on public property, the officer will respond and 
assess the situation. 


 
b. Discuss the homeless person(s) presence on the property with 


any and all persons found there to determine their purpose and 
intended length of stay and whether they have permission to be 
on that property. 


 
c. Inspect the immediate area for health and/or safety violations 


that require immediate attention to avoid harm to persons. Take 
immediate action on observed dangerous conditions and law 
violations. 


 
d. Complete a Form 560, Community Problem Solving Worksheet. 


Include on the Form 560 as much information as possible about 
the person(s) on the property. Forward the Form 560 to the 
Neighborhood Supervisor prior to the end of the shift. 


 
2. Duties of the Neighborhood Squad Supervisor: 


 
a. Review all Form 560 concerning homeless encampments. 


 
b. Assign personnel as necessary to visit the encampment and 


assess the situation. Any assistance or social service referral 
that may provide immediate assistance shall be offered and 
facilitated to the extent possible. 


 
c. Complete a Form 314, Notice to Appear, for each person found 


to be camping or living on the property. The NTA must be clearly 
marked WARNING and will not be placed on the citation board. 
These NTA's must be sent to Records Section for entry. Also, 
give each of them a Notice Letter. This is the written warning 
notifying them that that they are committing a trespass offense 
and they must depart. Note on the NTA that the Notice Letter 
was issued. 
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d. Fax a copy of the Notice Letter and the NTA, on the same day 


issued, to the Greater Cincinnati Coalition for the Homeless 
office in order to notify appropriate outreach workers of the 
identity and location of a person(s) in need of services. The 
general phone number is (513)421-2701, fax number is 
(513)421-7813 and the email address is 
georginegetty@yahoo.com. Be sure to redact the necessary 
information such as social security and control numbers. 


 
e. Send a copy of the NTA to Records Section for entry. 


 
f. Following the reasonable notice period, respond to the affected 


location. Persons found there who have been previously warned 
will be given a final opportunity to depart. If they fail to depart or 
refuse, a physical arrest for Criminal Trespassing is appropriate. 


 
3. Handling and Disposition of Property at a Homeless Encampment: 


 
a. If the homeless person chooses to depart rather than face arrest, 


they shall be encouraged to take all their personal property and 
possessions with them. Reasonable efforts shall be made to 
assist them in this endeavor. 


 
b. Property located at the encampment site after all persons have 


departed, either voluntarily or by arrest, shall be assessed: 
 


1) Items that are spoiled or mildewed shall be considered 
trash. Appropriate arrangements shall be made to have the 
area cleaned up. 


 
2) Personal items that are/were owned by the departed 


trespassers that do not fit the criteria above, such as 
clothing, photographs, personal papers, and keepsakes, 
shall be processed into the Court Property Unit as 
Found/Hold For Owner. 
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12.412 DOMESTIC VIOLENCE 


References: 


Procedure 12.400, Incident and Miscellaneous Reporting 
Procedure 12.403, Crime Victim/Witness Notification and Assistance 
Procedure 12.413, Enforcement of Court Orders 
Procedure 12.555, Arrest/Citation: Processing of Adult Misdemeanor and Felony 
Offenders 
Procedure 12.715, Property and Evidence:  Confiscation, Accountability, Procession, 


Storage and Release  
Procedure 12.900, Processing Juvenile Offenders 
Ohio Revised Code 2317.02 – Privileged Communications 
Ohio Revised Code 2903.11 – Felonious Assault 
Ohio Revised Code 2903.12 – Aggravated Assault 
Ohio Revised Code 2919.25 – Domestic Violence 
Ohio Revised Code 2919.26 – Motion for and Hearing on Protection Order Ohio 


Revised Code 2919.27 – Violating Protection Order  
Ohio Revised Code 2935.03 – Authority to Arrest Without Warrant; Pursuit Outside 


Jurisdiction 
Ohio Revised Code 2935.032 – Policy and Procedure for Responding to Domestic 


Violence Incidents or Protection Order Violations 
Ohio Revised Code 3113.31 – Domestic Violence Definitions - Hearings 
Ohio Rules of Criminal Procedure, Rule 16, Discovery and Inspection 
United States Code Title XVIII, Part 1, Chapter 110A, Section 2261 – Interstate 


Domestic Violence 
United States Code Title XVIII, Part 1, Chapter 110A, Section 2262 - Interstate Violation 


of Protection Order 
United States Code Title XVIII, Section 922 - Prohibition Against Disposal of Firearms 


to, or Receipt of Firearms by, Persons Who 
Have Committed Domestic Abuse 


Definitions: 


Mandatory Arrest – Mandatory arrest is an immediate arrest based on probable cause 
that the offense of Domestic Violence has occurred and is supported by evidence 
indicating the suspect committed the offense. 


Probable Cause – Exists when facts and circumstances would cause a reasonable 
person to believe an offense has been, or is being committed by the person to be 
arrested.  


Preferred Course of Action – Ohio law provides that arrest is the “preferred course of 
action” when an officer has reasonable cause to believe someone has committed the 
offense of domestic violence or violated a civil or criminal protection order.  Arrest is the 
preferred course of action, and non-arrest measures are the exception.  Sanctions may 
be imposed upon a peace officer who fails to comply with any provision or any other 
applicable Ohio law concerning domestic violence. 
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Purpose: 


Provide officers with the knowledge to effectively respond to and investigate incidents of 
domestic violence. 


Policy: 


Officers will respond to the scene of reported incidents of domestic violence without 
delay. 


In the interest of officer and victim safety, exercise extreme caution in disregarding 
backup officers even if the offender is no longer present.  Give consideration to the  
possibility the offender may return to the scene while the officer is present or 
immediately thereafter. 


Domestic violence is a violent crime.  The involvement of family members does not 
lessen the use of arrest and prosecution as an effective deterrent. 


If a victim completes the Form 311VS, Victim’s Statement, and alleges facts and 
circumstances meeting the elements of Ohio Revised Code (ORC) Section 2919.25, 
Domestic Violence, probable cause exists to arrest or issue warrants for the suspect. 


Completion of a Form 311VS alone is not sufficient to sign a warrant.  The officer must 
review the victim’s statement and determine if it alleges facts and circumstances 
meeting the elements of Domestic Violence.  The victim can complete and sign the 
Form 311VS, or the investigating officer can write the form and have the victim review it 
for accuracy and sign. 


Department policy regarding domestic violence is the immediate arrest of the offender 
when probable cause exists.  The formal arrest/court process is the most appropriate 
method of resolution. 


Officers will complete a Motion for Temporary Protection Order for any of the following 
offenses in which the victim and suspect are family or household members: 


2903.01 Aggravated Murder 2903.02 Murder 
2903.03 Voluntary Manslaughter 2903.04 Involuntary Manslaughter 
2903.11 Felonious Assault 2903.12 Aggravated Assault 
2903.13 Assault 2903.15 Permitting Child Abuse 
2903.21 Aggravated Menacing 2903.211 Menacing by Stalking 
2903.22 Menacing 2905.01 Kidnapping 
2905.02 Abduction 2905.11 Extortion 
2907.02 Rape 2907.03 Sexual Battery 
2907.05 Gross Sexual Imposition 2909.02 Aggravated Arson 
2909.03 Arson 2909.04 Disrupting Public Services 
2911.01 Aggravated Robbery 2911.02 Robbery 
2911.11 Aggravated Burglary 2911.12 Burglary 
2917.01 Inciting to Violence 2917.02 Aggravated Riot 
2919.22 Child Endangering 2919.25 Domestic Violence 
2921.03 Intimidation 2921.04 Intimidation of Attorney, Victim 
2921.34 Escape 
2923.161 Improperly Discharging Firearm Into a Habitation/School Zone 
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The Motion for Temporary Protection Order must accompany the Form 527, Arrest and 
Investigation Report, at the time an arrested individual is admitted to the Hamilton 
County Justice Center.  This requirement applies to the arrest of adult suspects only; 
juvenile suspects are exempt from this requirement. 


Information: 


Under domestic violence law a fetus is not considered a child.  If the domestic violence 
victim advises she is pregnant and states the offender is the father of her unborn child, 
and no other facts constitute domestic violence, charge with the appropriate assault 
violation.  If the domestic violence victim has an infant, advises the offender is the 
father and they do not or have not resided together, charge with assault and domestic 
violence.  Domestic violence is a valid charge under the Putative (supposed) Rule.  The 
assault charge is filed in the event test results indicate the putative father is not the 
biological father.  If blood test results indicate the offender is not the father of the child, 
the domestic violence charge will be dismissed because the blood test eliminates the 
relationship. 


The mother of a child has sole custody if: 


1. The couple is not married; 
2. There is no court order to the contrary; and 
3. The child was born on or after 1/1/98 


If the child was born before 1/1/98 both parents have equal rights to the child.  When 
confronted with this situation, officers shall use discretion and good faith when 
considering the best interest of the child.  


Procedure: 


A. Initial Response 


1. When Emergency Communications Center (ECC) receives a report of 
domestic violence, they will dispatch one two-person unit or two single 
person units and emergency medical services (EMS), if necessary. 


2. If the victim leaves the scene where the offense occurred and responds to a 
different district or to a hospital, an officer from the district where the offense 
occurred will be dispatched to the victim’s location.  The officer dispatched 
will handle the investigation and complete the Records Management System 
(RMS) case report. 


3. Detail officers who witness or are made aware of a domestic violence 
offense will request a beat car respond to assist with the completion of the 
RMS case report, the arrest, and/or signing warrants. 


a. The officer completing the report will ensure the detail number and 
detail officer’s name is included in the report. 
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B. On Scene Investigation 


1. Upon arrival, responding officers will separate the involved parties.  
Separation is the most effective method of gathering necessary details of the 
incident while protecting all parties from injury once the offender(s) and 
victim(s) are identified. 


a. Determine the nature of injuries to any parties and request EMS 
respond, if necessary. 


b. Give primary consideration to the safety of all parties and the 
immediate cessation of further violence. 


2. Make every attempt to identify the primary physical aggressor in the incident.  
Consider the following elements in this identification: 


a. The history of domestic violence or any other violent acts committed by 
all parties in the incident. 


b. Whether the violence was committed in the act of self-defense. 


c. Each participant's reasonable fear of the other person based on the 
person's history of any threatened or committed acts of violence. 


d. The comparative severity of any injuries sustained by the individuals 
involved in the incident. 


3. Base probable cause for arrest of the primary physical aggressor on the 
following elements: 


a. The victim, or the parent of a child victim, completes a written allegation 
(Form 311VS) describing the elements of domestic violence. 


1) When probable cause exists, do not demand or otherwise require 
the victim's specific consent or a signed allegation (311VS) as a 
prerequisite to arresting and/or charging an alleged offender with 
a domestic violence offense. 


b. In the absence of a written statement, any personal knowledge and 
observation of the incident by the officer. 


c. Any other information, including but not limited to, reasonable 
trustworthy information given by the alleged victim or any witness to the 
incident, describing the elements of domestic violence. 


4. Once probable cause is established the preferred course of action is to 
identify and arrest the primary physical aggressor. 


5. If the offender is not on scene, make every attempt to obtain positive 
identification and immediately broadcast a description, possible destination, 
means and direction of travel. 


6. If probable cause exists and the offender is not on scene, officers will 
promptly sign/file a warrant for the offender’s arrest. 







12.412 


Revised 09/10/15, Replaces 10/31/13 5 


a. The officer will request the victim/complainant complete the Form 
311VS. 


1) If the victim refuses to complete and sign the Form 311VS, the 
officer will write VICTIM REFUSED on the form. 


b. The investigating officer will respond to the Clerk's Office to sign/file 
appropriate criminal charges. 


1) Complete a Motion for Temporary Protection Order when signing 
the domestic violence charge. 


a) The completed Motion for Temporary Protection Order must 
accompany the Form 527 when submitted during the intake 
procedure. 


b) If there is not an immediate arrest, fill out the Motion for 
Temporary Protection Order when signing any applicable 
warrants(s), make a copy and leave the original with the 
Hamilton County Clerk’s Office. 


7. Conduct a thorough investigation.  If the domestic violence incident resulted 
in serious physical harm to the victim or physical harm was attempted 
/caused by a deadly weapon or dangerous ordnance, charge the primary 
physical aggressor with the appropriate felony offense (Felonious or 
Aggravated Assault). 


a. Do not charge the individual with misdemeanor Domestic Violence in 
addition to the felony assault charge. 


8. If the individual who committed the felony assault is not the primary physical 
aggressor, additional investigation may be necessary to determine if the 
felony assault was a result of self-defense. 


a. If the felony assault appears to be a result of self-defense, include all 
pertinent information in the Investigative Note of the RMS Case Report.  
The follow-up investigator will determine if charges should be filed. 


1) Arrest and charge the primary physical aggressor with Domestic 
Violence. 


b. If the felony assault does not appear to be in self-defense, arrest and 
charge with the appropriate felony offense (Felonious or Aggravated 
Assault).  Arrest and charge the primary physical aggressor with 
Domestic Violence. 


9. Notify the Criminal Investigation Section (CIS) if death appears imminent to 
the victim of a domestic violence offense. 


10. Seize any weapons involved by threat, display, use, or attempted usage in a 
domestic violence offense as contraband and/or evidence. 


11. The arresting officer will sign the appropriate affidavits and complaints for all 
charges when the complainant is medically unable or refuses to cooperate 
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with the investigation and there is probable cause a domestic violence 
offense occurred.  The arresting officer will sign all felony charges arising 
from a domestic violence offense. 


a. Charge as a felony if there is a prior conviction for domestic violence 
and the current offense does not constitute a threat. 


1) Confirm the conviction with the Clerk's Office before signing the 
felony charge. 


b. Charge as a misdemeanor if a prior domestic violence conviction exists 
and the current domestic violence offense is a threat against the victim. 


c. The arresting officer will sign a TPO request when filing domestic 
violence, felonious assault, or aggravated assault charges. 


1) Officers signing a TPO request will not appear at arraignment. 


d. Complete a detailed Form 527A, Case and Bond Information Sheet, to 
assist the judge in setting bond and TPO terms. 


12. Use a camera to photograph all visible and alleged injuries as soon as 
possible. 


a. This includes parts of the body the victim alleges were hit, grabbed, 
punched, etc., but the injury is not visible. 


b. Take a minimum of one full frontal photograph of the victim and one of 
each reported injury and/or area affected. 


1) Ensure each photograph contains the RMS case number prior to 
submitting. 


c. When taking photographs, use department issued cameras and 
equipment whenever possible. 


1) If a personal camera or cell phone is used, a search warrant could 
be obtained as part of evidence in the case.  If the search warrant 
is granted and executed, privacy is lost as other personal pictures 
or information can be viewed. 


13. Provide the victim with the following information: 


a. Ohio Attorney General's "Your Rights and Responsibilities as a Crime 
Victim" booklet.  On the inside cover, include: 


1) Crisis Service Agency phone numbers 


2) Telephone numbers of the Prosecutors' Offices and Police 
Department. 


3) Information regarding the availability of a TPO or CPO. 


b. Reporting officer's name, badge number, and phone number. 
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14. Advise victims they must appear at the criminal arraignment on the next 
court day regardless of who requested the TPO. 


a. Felony and misdemeanor charges are arraigned at 0900 hours in 
Room A of the Hamilton County Justice Center (HCJC). 


b. Advise the complainant to check with the Clerk of Courts Office, Room 
113, HCJC, if there is doubt about the location of the arraignment. 


15. Provide assistance to the victim and/or children in obtaining transportation to 
a safe location when necessary. 


a. Use private or public transportation if possible. 


b. Officers may provide transportation if other means are not available to 
the victim. 


c. Obtain Fire Department transportation to the hospital for injuries. 


d. Call the YWCA Battered Women’s Shelter (872-9259) before 
transporting to their location. 


16. If the elements of domestic violence are not present, refer the complainant 
to: 


a. Hamilton County Domestic Relations Court, Room 346, 800 Broadway 


b. Women Helping Women 


c. Talbert House Victim Service Center 


d. YWCA Battered Women’s Shelter 


e. Police Clergy Team 


C. Case Reporting and Preparation 


1. Complete a Case Report (301) and Investigative Note in RMS for all 
domestic violence offenses, violations of TPO/CPO, and felonious assault or 
aggravated assault offenses arising from domestic violence. 


a. Make one 301 for domestic violence if an offender commits a domestic 
violence offense and a TPO/CPO violation offense at the same time. 


1) List the facts of the TPO/CPO violation in the “Narrative" section 
of the 301. 


b. Report incidents of felonious assault and aggravated assault that occur 
during a domestic violence offense on a 301.  Do not make an 
additional 301 for domestic violence. 


1) Select "88 – Domestic Violence" in the hate bias section of the 
Administrative tab. 


2) Select the appropriate felony assault charge as the “Offense” and 
complete all related fields. 
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3) Enter “Yes” for a Non OIBR offense and select the appropriate 
domestic violence offense, degree and description. 


2. Obtain the following information from the victim, offender and available 
witnesses to include in the Investigative Note: 


a. Detailed statement of the reporting officer's observation of the victim, 
offender, and the scene. 


b. Listing of visible injuries to the victim and offender. 


c. Identification of any weapons found at the scene. 


1) Detailed description of any weapons seized or materially involved 
in the reported incident. 


d. Actions of the victim and offender in the officer's presence. 


e. Verbal and/or written statements of the offender. 


f. Explanation as to why no arrest was affected, if applicable. 


1) This explanation may not refer to the availability of cell space at 
the HCJC or HCJCYC.  Such availability is not to be considered in 
determining the arrest of the alleged offender and is prohibited 
pursuant to ORC Section 2935.03. 


g. Detailed listing of similar prior incidents, calls for assistance, and 
respective dispositions. 


h. Final disposition of warrant filing (e.g., "complaint/warrant filed by 
reporting officer"). 


3. After completing the RMS case report, print a copy of the 301.  Ensure all 
related photographs and documents contain the RMS case number. 


a. Submit the copy of the 301, photographs and related documents to 
District Quality Assurance (DQA), who will scan and attach them to the 
RMS case folder. 


b. The DQA will fax a copy of the domestic violence 301 to Women 
Helping Women. 


4. For all Felony Domestic Violence cases, complete a Form 527E, Case 
Investigation Jacket, and log it into the Form 527E logbook.  The jacket will 
include: 
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a. Copies of all reports 


1) A copy of the 301, Investigative Note, and all related 
documentation. 


2) A copy of the Form 311VS. 


3) A copy of the Form 527, if applicable. 


b. A copy of the TPO/CPO, if applicable. 


c. A copy of the Motion for Temporary Protection Order. 


d. Copies of the photographs related to the incident. 


e. Audio tape copies of any 911 calls to ECC, if applicable. 


f. The original Form 527B. 


1) Immediately fax the Form 527B to the Hamilton County Grand 
Jury.  Include the fax transmittal report in the 527E case jacket. 


g. Statements 


1) Any written or recorded statement by the defendant or a co-
defendant, including any summaries of such statements. 


2) Any written or recorded statement by the victim or witness. 


h. All laboratory or hospital reports. 


i. Results of physical or mental examinations, experiments or scientific 
tests. 


j. Documentation of evidence collected. 


5. A supervisor will review each 527E case jacket for completeness and 
accuracy. 


a. The DQA will scan and attach photographs and additional documents 
to the RMS case folder. 


D. Follow-Up Investigation 


1. All reported cases of domestic violence, felonious assault and aggravated 
assault arising from a domestic violence offense, and violation of protection 
order or consent agreement, will be assigned for follow-up investigation even 
when an arrest is made at the scene by the reporting officer. 


a. District commanders will determine the assignment of reported 
misdemeanor and felony domestic violence and TPO/CPO offenses. 


b. Reported cases of felonious assault, aggravated assault, and 
abduction arising from a domestic violence offense will be assigned to 
a district investigator for follow-up investigation, per Procedure 12.400, 
Incident and Miscellaneous Reporting. 
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1) Felonious assault and aggravated assault cases arising from a 
domestic violence offense in which the victim is hospitalized and 
death appears imminent will be investigated by CIS, per 
Procedure 12.400. 


2. The follow-up investigator will ensure the following tasks are accomplished: 


a. Recontact the victim within 48 to 72 hours to obtain the following 
information: 


1) Any information the victim might be able to add. 


2) Additional photographs of injuries sustained in the incident, when 
applicable. 


b. Provide the victim with the investigator's name, badge number, and 
business phone number. 


c. Obtain audio tape copies of 911 calls from ECC, if applicable. 


d. Obtain medical records of suspect, if applicable. 


e. Conduct additional investigation, if necessary (e.g., Investigative Note 
indicates victim caused serious physical harm to primary physical 
aggressor). 


E. Temporary/Civil Protection Orders 


1. Reference Procedure 12.413, Enforcement of Court Orders, for information 
regarding investigations of violations of a Temporary/Civil Protection Order, 
ORC 2919.27.  Out-of-state TPO and CPO court orders are enforceable.  
Follow Procedure 12.413, Section A. 


2. TPOs may be issued in addition to any charges filed alleging domestic 
violence, felonious, aggravated or simple assault, menacing by stalking, or 
trespassing which involves a family or household member as defined in the 
ORC. 


a. TPOs are only in effect until the disposition of the criminal charge, the 
issuance of a CPO based on the same activities, or otherwise revoked 
by the issuing court. 


b. Any TPO or CPO issued by a court of record of the State of Ohio is 
subject to enforcement in any political jurisdiction within the State of 
Ohio. 


1) TPOs and CPOs issued by a court of record within the State of 
Ohio, other than Hamilton County, may be officially registered by 
the complainant in Hamilton County in accordance with ORC 
Section 3113.31. 


a) TPOs and CPOs issued by a court of record within the State 
of Ohio will be enforced regardless of whether or not the 
order was registered by the complainant in Hamilton County. 
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F. Release of Medical Records of Suspect(s) Involving an Official Criminal 
Investigation, Criminal Action, or Proceeding 


1. In order to obtain information regarding the presence of alcohol, drugs of 
abuse, or both in a person's blood, breath, or urine, a police officer can 
submit a written statement to a health care provider advising an official 
criminal investigation, criminal action, or proceeding has begun regarding a 
specific person.  This requires the provider supply to the officer copies of 
records the provider possesses pertaining to any test or the results of any 
test administered to the specific person to determine the presence or 
concentration of alcohol, a drug of abuse, or both in the person's blood, 
breath, or urine at any time relevant to the criminal offense in question. 


a. A Form 604, Request for Release of Records, will be filled out by the 
officer and presented to the health care provider to obtain this type of 
record. 


1) The officer will keep the white copy for court. 


2) Give the canary copy to the health care provider. 


3) Submit the pink and gold copy to the DQA to be filed. 


2. Contact the City Prosecutor when a medical provider refuses to comply with 
this request. 








18.107 


Rev. 10/97, Replaces 5/95 1


18.107 PEER SUPPORT PROGRAM 
 


Reference: 
 


Procedure 19.106 - Post Shooting Trauma 
 


Purpose: 
 


Provide all Department employees and their families with the opportunity for peer 
support in times of personal or professional crisis. 


 
This program is not intended to provide officers or civilians who may have 
violated the law with a method of relieving themselves of real or perceived guilt, 
nor is it to be construed that a penitent/confessor relationship exists any time a 
crime is revealed. 


 
Policy: 


 
Communication between a peer support team member and a person in need is 
considered privileged by the Department except for matters which involve threat 
to self or others, violations of law, or serious misconduct.  If concerns arise, peer 
support team members will contact the Police Psychologist's Office for guidance 
and assistance. 


 
Nothing in this procedure negates your duties and responsibilities as a member 
of the Police Department. 


 
Procedure: 


 
A. Objectives: 


 
1. Provide assistance to any Department employee or family member in 


time of need. 
 


a. Peer support team members are not a resource for the general 
public. 
 


2. Provide follow up support as long as necessary. 
 


3. Maintain program credibility and integrity. 
 


4. Develop a referral system for persons in need. 
 


5. Maintain an awareness program. 
 


6. Provide periodic training sessions. 
 


B. Program Regulations and Guidelines: 
 


1. Any Department employee or family member may seek assistance 
from a peer support team member at any time by: 
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a. Obtaining names and phone numbers, which are posted in all 
districts/sections/units. 


 
b. Calling Police Communications Section (PCS) to have a team 


member contacted. 
 


1) If PCS cannot reach a team member, they will assist in 
locating the Police Psychologist, during and after normal 
business hours. 


 
2. It is essential to the continued success of the program that strict 


confidentiality be maintained between the peer support team member 
and the person in need, except as noted in the Purpose and Policy 
sections of this procedure. 
 
a. Individual participation in the program is strictly voluntary. 


 
1) Referrals made to the program by any concerned person 


will prompt a discreet and tactful inquiry by a peer support 
team member into the problem. 
 


b. Nothing discussed, except those matters mentioned in the Policy 
section, will be divulged to any other Department personnel 
without written consent of the person in need. 


 
c. Discussions between a peer support team member and a person 


in need will not be recorded for use in administrative or 
disciplinary proceedings or discussed with Department 
personnel. 


 
C. Staffing: 


 
1. The Peer Support Program is and will continue to be staffed by Police 


Department employees. 
 


a. Interested employees should submit membership requests to the 
Peer Support Coordinator. 


 
1) Selections are made after reviewing these requests and 


conducting interviews by the Police Psychologist.  The 
Police Chief approves the final selections. 


 
D. Training: 


 
1. All peer support team members receive in-service training in basic and 


proper support techniques. 
 
a. Additional in-service training is conducted periodically. 
 


E. Peer Support Team Member Responsibilities: 
 


1. Attend all in-service training. 
 


2. Render support on a volunteer basis, on or off duty. 
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3. Develop a sincere rapport with the individual. 
 


4. Maintain confidentiality as adopted by the Peer Support Steering 
Committee. 


 
5. Agree to be on a Department wide 24 hour availability list. 


 
6. Help individuals identify their own concerns and assist or direct them 


toward self help or other referral needs. 
 


7. Offer long term support to the individual, as necessary. 
 


8. Follow up on referrals. 
 


9. Consult with the Police Psychologist, as needed. 
 


10. Immediately refer to the Police Psychologist any incidents of threat, 
violation of law, or serious misconduct. 
 


11. Have specially trained post shooting peer support team members 
respond to shootings, as specified in Procedure 19.106, Post Shooting 
Trauma. 
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18.110 DEPARTMENT MEDALS, AWARDS AND RECOGNITION 


Reference: 


Procedure 12.020, Uniforms, Related Equipment, and Personal Grooming 


Definitions: 


Serious physical injury – For the purpose of this procedure only, is an injury that: 


• Is capable of, or likely to cause death, permanent disability, or 


• Results in extensive hospitalization, surgical procedure and rehabilitation to 
recover from, and/or 


• Leaves significant physical scarring or serious permanent disfigurement 


In general, simple broken bones, minor incidental cuts, bruising, swelling, etc. that are 
common-place injuries in the policing profession, are not considered to be “serious 
physical injuries.”  However, any injury sustained as the result of a gunshot is to be 
automatically considered a serious physical injury.  Final determination of a “serious 
physical injury,” for the purpose of Departmental award of a medal, will be left to the 
sole discretion of the Police Chief. 


Enamel Commendation Award Bar (CAB) - An enamel insignia to be worn on the 
uniform.  The insignia measures 1-3/8” x 3/8” and slides into a holder which is clutch-
pinned to the uniform.  The six CABs authorized by this procedure will be uniquely 
colored to correspond to each respective award. 


Cloth Commendation Ribbon - A cloth ribbon worn on the nylon windbreaker and 
storm jacket.  The ribbon measures 1-3/8” x 3/8” and is sewn to the jacket.  The three 
cloth commendation ribbons authorized by this procedure are uniquely colored to 
correspond to each medal. 


Neck Ribbon – A cloth ribbon uniquely colored to correspond to each respective 
medal.  The medal, when worn, shall be suspended from the neck by the appropriate 
ribbon. 


Information: 


Medal of Valor 


The cloth commendation ribbon and CAB for the Medal of Valor are white with a gold 
border, two narrow dark blue vertical stripes separating the left and right quarters. The 
CAB has a gold shield in the center.  White signifies excellence and dedication to duty.  
Blue signifies policing and the call to serve the community.  Gold reflects the value 
placed on this award.  A number upon the shield indicates successive awards received 
by an individual.  The neck ribbon suspending the medal is blue and white equal halves. 
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Medal of Personal Sacrifice with Scarlet Ribbon 


The cloth commendation ribbon and CAB for The Medal of Personal Sacrifice with 
Scarlet Ribbon are solid scarlet red in color with a gold border.  The CAB has a gold 
shield in the center.  Red signifies bloodshed in service to the community.  Gold reflects 
how highly we, as police officers, value the sacrifice made.  A number upon the gold 
shield indicates successive awards received by an individual.  The neck ribbon 
suspending the medal is solid scarlet red. 


Medal of Personal Sacrifice 


The cloth commendation ribbon and CAB for The Medal of Personal Sacrifice are 
scarlet red in color with a gold border and two narrow dark blue vertical stripes 
separating the left and right quarters.  The CAB has a gold shield in the center.  Red 
signifies bloodshed in service to the community.  Gold reflects how highly we, as police 
officers, value the sacrifice made.  Blue signifies policing and the call to serve the 
community.  A number upon the gold shield indicates successive awards received by 
an individual.  The neck ribbon suspending the medal is red and blue equal halves. 


Police Chief’s Award for Distinguished Service 


The CAB for the Police Chief’s Award for Distinguished Service is dark blue and white 
in color with a gold border.  The insignia is divided into equal thirds with fields of dark 
blue on the outer thirds and a field of white in the center.  Blue signifies policing and the 
call to serve the community.  White signifies excellence, purity of action, selfless 
commitment, and dedication to the citizens.  Gold reflects the value we, as police 
officers, place on this achievement.  A number in the center of the insignia indicates 
successive awards received by an individual. 


Police Department Award for Exemplary Conduct 


The CAB for the Police Department Award for Exemplary Conduct is white with a 
narrow gold vertical stripe in the center and a gold border.  White signifies excellence 
and dedication to duty.  Gold reflects the value of the outstanding character and 
conduct of the officer. 


Police Department Award for Safe Driving 


The CAB for the Police Department Award for Safe Driving is green and white in color 
with a gold border.  The insignia is divided into equal thirds with fields of green on the 
outer thirds and a field of white in the center.  Green signifies safety.  White signifies 
excellence and the absence of damage or injury.  Gold reflects the value placed on 
careful and safe operation of police vehicles. 


Health and Fitness Achievement Medal 


Health and Fitness Achievement Medals contain one to four gold stars with a blue 
background and gold border, or one silver star with a blue background and a silver 
border.  Department Health and Fitness program standards are based on 
predetermined age and gender-based health and fitness standards approved annually 
by the Police Chief and maintained by the Training and Development Section. 
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Years of Service Recognition pins 


Years of Service Recognition pins are dark blue with gold laurel wreaths on either side.  
A gold number in the center of the pin designates 20, 25, or 30 years of service.  The 
gem stone color is clear for 20 years, red for 25 years, and green for 30 years of service 
to the Cincinnati Police Department. 


Purpose: 


Within an organization, recognition is an essential part of group dynamics.  It serves as 
a positive reinforcement for dedication to excellence, as well as a method for improving 
morale.  It provides a tangible example for others within the organization to strive to 
emulate.  Careful consideration must be given to standardization and specific criteria for 
recognition of achievement or sacrifice within a group.  Varying levels of honor are 
required to accomplish proper recognition.  This ensures the level of recognition 
awarded measures up to the level of achievement or sacrifice made by the honoree. 


As a professional organization, members of the Police Department regularly perform 
their duties and functions with a high level of competency and excellence.  There are, 
however, times when individuals within the Department greatly exceed the standards 
that their duties require of them.  These individuals are deserving of additional 
gratitude, honor, praise and recognition by the organization. 


To establish a procedure in which Department members are commended and 
recognized for bravery, extraordinary sacrifice and/or outstanding performance. 


To bring special recognition to police officers who display extraordinary acts of courage, 
at the risk of their own personal safety, when no duty to act is required. 


To bring special recognition to Department personnel who suffer a gunshot wound from 
hostile action in the line of duty, or while acting honorably, in the capacity of a police 
officer while off-duty. 


To bring special recognition to Department personnel who suffer a serious physical 
injury (as defined above) in the line of duty, or while acting honorably, in the capacity of 
a police officer while off-duty. 


To bring special recognition to police officers distinguishing themselves through 
extraordinary acts of service or exemplary initiative on behalf of the Department, be it in 
patrol, investigation, administration or any other assignment. 


To bring recognition to police officers who continuously conduct themselves in a 
professional manner and serve as an outstanding example for other members of the 
Department. 


To bring recognition to police officers, whose duties include a primary function of 
continual vehicular operation for the Department on a daily basis; when the officer 
consistently exemplifies diligence, sound judgment, and safe driving habits as 
demonstrated by a spotless driving record. 


To establish an awards nomination system ensuring Department members receive 
equal exposure for recognition of outstanding achievement. 
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To ensure a complete and accurate historical record of commendations and award 
nominations. 


Policy: 


Nominations for all medals, awards, and commendations, with the exception of the 
Exemplary Conduct and Safe Driving Awards, will be submitted through the chain of 
command on a Form 17 to be reviewed and approved by the Police Chief or their 
designee.  At the Chief’s discretion, a designated representative or review panel may 
be appointed for the purpose of screening member nominations. 


Any incident or event involving multiple Department members, which may ultimately 
result in the presentation of a medal, an award, or a commendation, may be 
summarized on a single comprehensive Form 17.  Each department member receiving 
such award shall be recognized and honored individually. 


The Department encourages all commanders, supervisors and members to promote 
excellence through formal recognition. 


The wearing of Department awarded medals, cloth commendation ribbons and CAB 
insignia must be in compliance with Procedure 12.020, Uniforms, Related Equipment, 
and Personal Grooming. 


The awards for Exemplary Conduct and for Safe Driving are based upon consistent 
conduct and driving habits for a 36 month period.  If an officer who has earned the 
award falls out of good standing for the award by receiving disciplinary action (excluding 
ESLs) or being found at fault for an auto accident, the officer may no longer wear the 
award CAB.  The officer may resume wearing the CAB after a 36 month period free of 
disciplinary action or at-fault auto accidents. 


Procedure: 


NOTE:  Due to the possibility a Department member may give their life, making the 
ultimate sacrifice while performing the police mission, it may become necessary 
to bestow the Medal of Valor, Medal of Personal Sacrifice with Scarlet Ribbon, 
or Medal of Personal Sacrifice upon the recipient posthumously.  In the event 
this occurs, the appropriate medal will be respectfully presented to the 
deceased member’s surviving family. 


A. Medal of Valor 


1. A member of the Department becomes eligible for nomination to receive the 
Medal of Valor when, while conducting themselves within the accepted 
standards of the policing profession, they: 


a. Exhibit an extraordinary act of bravery, without regard for their own 
personal safety, and no duty to act is required; or 


b. Engage in combat with an armed and dangerous adversary, and face 
an unusually high risk of sustaining serious physical injury; and 


c. Display great courage, professionalism, and dedication to duty to 
prevail over the situation or adversary. 
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2. Eligible Department members may be nominated by another member 
through the submission of a Form 17 to the Police Chief containing all 
pertinent facts to substantiate the nomination. 


a. The nominating member must ensure all relevant supporting 
documents detailing the incident are included. 


3. After review and approval, the Police Chief’s office will forward the Form 17 
to the Public Information Office (PIO) for coordination of the presentation of 
the award, and recognition during Police Memorial Week. 


4. PIO will: 


a. Arrange and coordinate a formal award ceremony for the purpose of 
publicly presenting the recipient with the Medal of Valor. 


b. Ensure the following items are on hand, ready for presentation: 


1) The Medal of Valor with the corresponding blue and white neck 
ribbon. 


2) The appropriate presentation box. 


a) The Standard Presentation Case is to be used whenever the 
recipient is able to receive the award. 


b) The wood Deluxe Presentation Box is to be used whenever 
the award is being bestowed posthumously. 


3) The corresponding CAB, with the successive award number when 
appropriate. 


4) The corresponding cloth commendation ribbon. 


5) The framed certificate of recognition, signed by the Police Chief, 
to accompany the award. 


c. Notify the recipient to be present for the award 14 days before the 
ceremony. 


d. Prepare a news release 14 days before the award is to be presented. 


e. Forward a copy of the press release to Planning Unit for inclusion in the 
Department Staff Notes. 


f. Maintain the original Form 17 in a separate Central Awards File, and 
forward a copy of the Form 17 to Personnel Section. 


g. Thirty (30) days before Police Memorial Week, obtain a list of Medal of 
Valor recipients for the preceding year from Personnel Section, dating 
back to the prior Police Memorial Week. 


5. Personnel Section will make a notation on the Commendation page of the 
recipient’s original Personnel Jacket and make the appropriate entry into the 
Employee Tracking Solution (ETS). 
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6. The Medal of Valor will be presented to the recipient during a formal award 
ceremony arranged by the Police Chief’s Office.  It shall be presented by the 
Police Chief or an Assistant Police Chief during the Police Chief’s absence. 


a. The Police Chief or designated representative will individually recognize 
all of the past year’s recipients of the Medal of Valor during the public 
ceremony preceding the parade celebrating Police Memorial Week. 


B. Medal of Personal Sacrifice with Scarlet Ribbon 


1. A member of the Department becomes eligible for nomination to receive the 
Medal of Personal Sacrifice with Scarlet Ribbon when the following criteria 
are met: 


a. While acting honorably and functioning within the accepted standards 
of the policing profession, either: 


1) In the line of duty; or 


2) In the capacity of a police officer while off-duty. 


b. Sustain a gunshot wound as a direct result of the criminal act of 
another 


2. Eligible Department members may be nominated by another member 
through the submission of a Form 17 to the Police Chief containing all 
pertinent facts to substantiate the nomination. 


a. The nominating member must ensure all relevant supporting 
documents detailing the incident are included. 


3. After review and approval, the Police Chief’s office will forward the Form 17 
to PIO for coordination of the presentation of the award, and recognition 
during Police Memorial Week. 


4. PIO will: 


a. Arrange and coordinate a formal award ceremony for the purpose of 
publicly presenting the recipient with the Medal of Personal Sacrifice 
with Scarlet Ribbon. 


b. Ensure the following items are on hand, ready for presentation: 


1) The Medal of Personal Sacrifice with Scarlet Ribbon and 
corresponding solid scarlet red neck ribbon. 


2) The appropriate presentation box. 


a) The Standard Presentation Case is to be used whenever the 
recipient is able to receive the award. 


b) The wood Deluxe Presentation Box is to be used whenever 
the award is being bestowed posthumously. 
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3) The corresponding CAB, with the successive award number when 
appropriate. 


4) The corresponding cloth commendation ribbon. 


5) The framed certificate of recognition, signed by the Police Chief, 
to accompany the award. 


c. Notify the recipient to ensure they are able to be present for the award 
14 days before the ceremony. 


d. Prepare a news release 14 days before the award is to be presented. 


e. Forward a copy of the press release to Planning Unit for inclusion in the 
Department Staff Notes. 


f. Maintain the original Form 17 in a separate Central Awards File, and 
forward a copy of the Form 17 to Personnel Section. 


g. Thirty (30) days before Police Memorial Week, obtain a list of Medal of 
Personal Sacrifice with Scarlet Ribbon recipients for the preceding year 
from Personnel Section, dating back to the prior Police Memorial Week. 


5. Personnel Section will make a notation on the Commendation page of the 
recipient’s original Personnel Jacket and make the appropriate entry into 
ETS. 


6. The Medal of Personal Sacrifice with Scarlet Ribbon will be presented to the 
recipient during a formal award ceremony arranged by the Police Chief’s 
Office.  It shall be presented by the Police Chief or an Assistant Police Chief 
during the Police Chief’s absence. 


a. The Police Chief or designated representative will individually recognize 
all of the past year’s recipients of the Medal of Personal Sacrifice with 
Scarlet Ribbon during the public ceremony preceding the parade 
celebrating Police Memorial Week. 


C. Medal of Personal Sacrifice 


1. A member of the Department becomes eligible for nomination to receive the 
Medal of Personal Sacrifice when the following criteria are met: 


a. While acting honorably and functioning within the accepted standards 
of the policing profession, either: 


1) In the line of duty; or 


2) In the capacity of a police officer while off-duty. 


b. Sustain a serious physical injury, other than a gunshot wound, as a 
direct result of: 







18.110 


Revised 12/3/15, Replaces 6/18/15  8 


1) The criminal act of another; or 


2) Performing a selfless and courageous act, above and beyond the 
call of duty, in an effort to: 


a) Render critical aid or assistance to another; or 


b) Save the life of another. 


2. Eligible Department members may be nominated by another member 
through the submission of a Form 17 to the Police Chief containing all 
pertinent facts to substantiate the nomination. 


a. The nominating member must ensure all relevant supporting 
documents detailing the incident are included. 


3. After review and approval, the Police Chief’s office will forward the Form 17 
to PIO for coordination of the presentation of the award, and recognition 
during Police Memorial Week. 


4. PIO will: 


a. Arrange and coordinate a formal award ceremony for the purpose of 
publicly presenting the recipient with the Medal of Personal Sacrifice. 


b. Ensure the following items are on hand, ready for presentation: 


1) The Medal of Personal Sacrifice with the corresponding red and 
blue neck ribbon. 


2) The appropriate presentation box. 


a) The Standard Presentation Case is to be used whenever the 
recipient is able to receive the award. 


b) The wood Deluxe Presentation Box is to be used whenever 
the award is being bestowed posthumously. 


3) The corresponding CAB, with the successive award number when 
appropriate. 


4) The corresponding cloth commendation ribbon. 


5) The framed certificate of recognition, signed by the Police Chief, 
to accompany the award. 


c. Notify the recipient to ensure they are able to be present for the award 
14 days before the ceremony. 


d. Prepare a news release 14 days before the award is to be presented. 


e. Forward a copy of the press release to Planning Unit for inclusion in the 
Department Staff Notes. 


f. Maintain the original Form 17 in a separate Central Awards File, and 
forward a copy of the Form 17 to Personnel Section. 
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g. Thirty (30) days before Police Memorial Week, obtain a list of Medal of 
Personal Sacrifice recipients for the preceding year from Personnel 
Section, dating back to the prior Police Memorial Week. 


5. Personnel Section will make a notation on the Commendation page of the 
recipient’s original Personnel Jacket and make the appropriate entry into 
ETS. 


6. The Medal of Personal Sacrifice will be presented to the recipient during a 
formal award ceremony arranged by the Police Chief’s Office.  It shall be 
presented by the Police Chief or an Assistant Police Chief during the Police 
Chief’s absence. 


a. The Police Chief or designated representative will individually recognize 
all of the past year’s recipients of the Medal of Personal Sacrifice 
during the public ceremony preceding the parade celebrating Police 
Memorial Week. 


D. Police Chief’s Award for Distinguished Service 


1. A member of the Department distinguishing themselves by demonstrating 
exemplary initiative and service, in any capacity (patrol, investigative, 
administrative, etc.), which results in bringing positive regard to themselves 
and/or the Department, is eligible to be nominated for the Police Chief’s 
Award for Distinguished Service.  A nomination must contain all pertinent 
details and be submitted on a Form 17, through the chain of command, to 
the Police Chief. 


2. Approval for the award will be at the discretion of the Police Chief.  Upon 
approval, the Chief’s Office will forward the Form 17 to PIO. 


a. Nominations not approved by the Police Chief will automatically be 
considered for recognition under Section I. of this procedure. 


3. PIO will: 


a. Notify the award recipient 14 days in advance to be in attendance at 
the Police Chief’s Staff Meeting, as determined by the Chief, for 
presentation of the award. 


b. Review for possible media release. 


c. Forward a copy of the Form 17 to Planning Unit for inclusion in the 
Department Staff Notes. 


d. Ensure the following are on hand and ready for presentation: 


1) The corresponding CAB, with the successive award number when 
appropriate. 


2) The framed certificate of recognition, signed by the Police Chief, 
to accompany the award. 
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e. Maintain the original Form 17 in a separate Central Awards File, and 
forward a copy of the Form 17 to Personnel Section. 


4. Personnel Section will make a notation on the Commendation page of the 
recipient’s original Personnel Jacket and make the appropriate entry into 
ETS. 


5. The Police Chief, or an Assistant Chief during the Police Chief’s absence, 
will present the recipient with the Police Chief’s Award for Distinguished 
Service during a regularly scheduled Chief’s Staff Meeting or other 
appropriate ceremony as determined by the Police Chief’s Office. 


E. Police Department Award for Exemplary Conduct 


1. A member of the Department who consistently conducts themselves in a 
highly professional manner, leading by example for co-workers to follow, for 
a continuous period of 36 months and is free of written reprimands, 
suspensions, Administrative Insights, or other significant disciplinary action, 
is eligible for nomination to receive the Police Department Award for 
Exemplary Conduct. 


a. Counseling noted in Evaluation Supplement Log (ESL) entries shall not 
count as disciplinary action. 


b. Eligibility is to be verified by the member’s supervisor(s) annually during 
the employee performance evaluation rating. 


2. The supervisor who conducts the annual performance evaluation will review 
the member’s ETS history for the past 36 months and mark the appropriate 
Service Award status field on the performance evaluation.  


3. After review and approval, the district/section/unit commander will forward 
the performance evaluation through the chain of command to Personnel 
Section.  


4. Personnel Section will: 


a. Enter the recipient’s award in ETS under the Commendation page and 
make a notation in the recipient’s original Personnel Jacket. 


b. On a quarterly basis forward a Form 17 with the names of award- 
eligible officers to Supply Unit. 


c. In the event an officer’s eligibility has been discontinued due to 
discipline, Personnel Section will mark ETS accordingly. 


5. Supply Unit will: 


a. Ensure the corresponding CAB is prepared and ready for presentation. 


b. Forward the CAB and a copy of the Form 17 to the award recipient’s 
district/section/unit commander. 
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c. Forward a copy of the Form 17 to Planning Unit for inclusion in the 
Department Staff Notes. 


d. Advise Personnel Section when the CAB has been forwarded to the 
award recipient’s district/section/unit commander. 


e. Maintain the original Form 17 in an awards file at Supply Unit. 


6. The district/section/unit commander will present the award during a regularly 
scheduled staff meeting, roll call, or other appropriate ceremony as 
determined by the district/section/unit commander. 


a. Prior to scheduling the presentation of award, ensure the recipient is 
notified and able to be present. 


F. Police Department Award for Safe Driving 


1. A member of the Department assigned to uniform patrol, that operates 
marked police vehicles on a daily basis for the majority of their duty day, and 
consistently demonstrates safe driving habits for a minimum period of 36 
continuous months, is eligible for nomination to receive the Police 
Department Award for Safe Driving. 


a. Eligibility is to be verified by the member’s supervisor(s) annually during 
the employee performance evaluation rating. 


2. The supervisor who conducts the annual performance evaluation will review 
the member’s ETS history for the past 36 months and mark the appropriate 
Service Award status field on the performance evaluation. 


3. After review and approval, the district/section/unit commander will forward 
the performance evaluation through the chain of command to Personnel 
Section. 


4. Personnel Section will: 


a. Enter the recipient’s award in ETS under the Commendation page and 
make a notation in the recipient’s original Personnel Jacket. 


b. On a quarterly basis forward a Form 17 with the names of award-
eligible officers to Supply Unit. 


c. In the event an officer’s eligibility has been discontinued due to an auto 
accident, Personnel Section will mark ETS accordingly. 


5. Supply Unit will: 


a. Ensure the corresponding CAB is prepared and ready for presentation. 


b. Forward the CAB and a copy of the Form 17 to the award recipient’s 
district/section/unit commander. 


c. Forward a copy of the Form 17 to Planning Unit for inclusion in the 
Department Staff Notes. 
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d. Advise Personnel Section when the CAB has been forwarded to the 
award recipient’s district/section/unit commander. 


e. Maintain the original Form 17 in an awards file at Supply Unit. 


6. The district/section/unit commander will present the award during a regularly 
scheduled staff meeting, roll call, or other appropriate ceremony as 
determined by the district/section/unit commander. 


a. Prior to scheduling the presentation of award, ensure the recipient is 
notified and able to be present. 


G. Health and Fitness Achievement Medal/Certificates 


1. The Department Health and Fitness Program is a voluntary comprehensive 
fitness, health, and wellness program. 


2. A member becomes eligible to receive the Health and Fitness Achievement 
Medal (or certificate for civilian members) based on the individual’s level of 
achievement on an annual fitness test and their proper participation in the 
Healthy Lifestyles Program. 


a. Health and Fitness standards are approved by the Police Chief 
annually. 


1) The Health and Fitness program is coordinated, maintained and 
audited by the Training and Development Section Commander, 
who is also the Director of the Department’s Health and Fitness 
Program. 


b. All Health and Fitness Achievement Medals/Certificates are awarded 
by the Training and Development Section Commander or their 
designee upon verification of the proper participation in the Healthy 
Lifestyles program and completion of the annual fitness test. 


1) The Training Unit will forward the name(s) of any department 
member(s) earning the Health and Fitness Achievement Medal to 
Personnel Section for entry in ETS. 


c. Department members must participate in the Health and Fitness 
Program annually to maintain their status in the Health and Fitness 
Program. 


1) Each year in December, the Training Unit will audit the Health and 
Fitness Program to determine Department participation metrics, 
ensure current standards of fitness and health, and submit a 
summary report to the Police Chief with any recommendations. 


2) The Training Unit will forward any status changes in department 
member participation to Personnel Section for the removal of the 
Health and Fitness Achievement Medal in ETS, if necessary. 
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H. Years of Service Recognition 


1. Sworn personnel – Years of Service Recognition pins shall be presented to 
police officers who have completed 20, 25 and 30 years of sworn service to 
the Cincinnati Police Department. 


2. Civilian personnel – Appreciation Certificates recognizing years of service 
shall be presented to civilians who have completed 20, 25 and 30 years of 
civilian service to the City of Cincinnati. 


3. The Police Chief will recognize recipients biannually during a regularly 
scheduled staff meeting, roll call, or other appropriate ceremony as 
determined by the Police Chief’s Office. 


4. Personnel Section will coordinate all Years of Service Recognition 
ceremonies for the Police Chief’s Office. 


I. Commendation from the Police Chief 


1. When a Department member performs in an exceptional manner, that merits 
commendation, the district/section/unit commander will prepare, for the 
Police Chief's signature, a letter of commendation detailing the incident. 


2. Upon approval the Police Chief's Office will: 


a. Return the original letter of commendation through the bureau 
commander to the affected district/section/unit commander. 


1) A supervisor will read the letter at a roll call or other appropriate 
assembly and present it to the member. 


a) Note receipt of the letter of commendation by issuing an 
ESL to the officer in ETS. 


b. Forward one copy to PIO for its Central Awards file and to review for 
possible media release. 


c. Forward a copy of the Form 17 to Planning Unit for inclusion in the 
Department Staff Notes. 


d. Forward a copy to Personnel Section for noting on the Commendation 
page of the member's original Personnel Jacket and entry into ETS. 


3. When the incident involves more than one member, prepare separate letters 
for each member involved. 


J. Bureau/District/Section/Unit Citation 


1. When the bureau/district/section/unit commander determines a Department 
member performed in a manner that should be commended, the commander 
will prepare a Form 17 detailing the incident. 


2. Any Department member may request a citation for another member.  
Prepare a Form 17 to the affected member's bureau/district/section/unit 
commander detailing the incident. 
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a. A supervisor will read the citation at a roll call or other appropriate 
assembly and present it to the member. 


1) Note receipt of the citation by issuing a “Commended” ESL to the 
officer in ETS. 


b. Forward copies to: 


1) PIO for its Central Awards file and to review for possible media 
release. 


2) Personnel Section for noting on the Commendation page of the 
member's original Personnel Jacket and entry into ETS. 


3. When the incident involves more than one member, prepare separate letters 
for each member involved. 


K. Letter of Recognition 


1. Members who receive a letter of recognition from a citizen or group will 
forward the original letter to the Police Chief's office for logging and a "Thank 
You" response prepared in the Police Chief's name. 


a. The Police Chief's office will then forward: 


1) The original letter back to the commended member’s 
district/section/unit. 


2) A copy to Personnel Section for notation on of the member’s 
original Personnel Jacket and entry into ETS. 


3) A copy to PIO for its Central Awards file and to review for possible 
media release. 


4) A copy to Planning Unit for inclusion in the Staff Notes. 


b. A supervisor will read the letter at a roll call or other appropriate 
assembly and present the commended member the original for his or 
her personal use. 


1) Note receipt of the letter of recognition by issuing an ESL to the 
officer in ETS. 


2. If a member is not identified, send the original letter to the district/section/unit 
to determine the member's identity.  After identifying the member, return the 
letter to the Police Chief's office.  A "Thank You" response will be sent and 
the letter processed as outlined above. 


L. Certificate of Award: 


1. When a citizen or group presents an officer with an award not previously 
mentioned, the officer will prepare a Form 17 advising his supervisor of all 
relevant facts. 
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2. The officer's supervisor will summarize on a Form 17 the facts given by the 
officer.  Distribute copies as follows: 


a. District/section/unit commander 


1) A supervisor will read the award at a roll call or other appropriate 
assembly and present the officer with the original for his or her 
personal use. 


a) Note receipt of the award by issuing a “Commended“ ESL to 
the officer in ETS. 


b. Personnel Section - for notation on the Commendation page of the 
officer's original Personnel Jacket and entry into ETS. 


c. PIO for its Central Awards file and to review for possible media release. 


M. Central Awards File 


1. PIO will maintain a Central Awards file.  Contents will be examined upon an 
award nomination request. 
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12.113 RIGHT OF ENTRY STICKERS AND RIGHT OF ENTRY 
LETTERS 
 


Reference: 
 


Ohio Revised Code (ORC) 2911.21 – Criminal Trespass  
Procedure 12.111 – Police Interaction with Homeless Encampments 
Procedure 12.372 – Chronic Nuisance Premises  
 
Purpose: 


 
Comply with state law, and to establish Police Department procedure to enable 
police officers to enforce Criminal Trespassing laws on private property with the 
property owner’s consent. 


 
Procedure: 


 
A. Right of Entry (ROE) Stickers  


 
1. ROE stickers will be triangular in design, manufactured from reflective 


material, and standardized with the words: City of Cincinnati – R.O.E.  
Community Partner. 
 
a. The ROE sticker informs officers that a Right of Entry Letter is on 


file.  
 
b. The ROE sticker can serve to deter potential trespassers and 


minimize the threat of criminal damage due to the owner’s 
partnership with the police. 


 
2.   Displaying of ROE Stickers. 


 
a. The stickers will be displayed prominently in a first floor window 


nearest the entry door and be visible from the street (no 
obstructions from trees, bushes, signs or other items). 


 
B. Right of Entry Letters 
 


1. Must be filed in the district where the property is located.   
 
2. Will be notarized. 
 
3. Will be renewed annually by the affected district’s Neighborhood 


Liaison Officer. 
 


a. Include contact information for the property owner/manager with 
an emergency or night phone number. 


 
4. Annual renewal or change in ownership requires a new, notarized 


Right of Entry Letter. 


New  11/27/07 1
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C. Right of Entry Database 
 


1. Each district commander will designate an officer (i.e. Crime Analyst, 
Neighborhood Liaison Officer) to maintain an accessible spreadsheet 
with information concerning persons who have been warned about 
trespassing on a specific property.  This information will include the 
address of the property, the date of the violation, name, race, sex, 
date of birth, social security number, and control number of the person 
who was warned and the name and badge number of the officer who 
issued the warning. 


 
2. The designated officer(s) will maintain a spreadsheet in a folder on the 


shared drive of the computer, accessible as a “read only” file for 
district personnel. 


 
D.    Enforcement/Processing 
 


1.     While investigating a complaint of trespassing at a location with a 
Right of Entry Letter on file, officers will exhaust all measures of 
ensuring the subject in question has no legal reason to be on the 
property (i.e. visiting relatives, friends, working). 


 
2.     Officers will contact the district to determine if the person has been 


warned in the past. 
 


3.     For a first time offense complete a Form 314, Notice To Appear (NTA) 
when the subject has no legitimate reason to be on the property.   


 
a. At the top of the NTA, check the “other block” and write 


“Warning.”  In the violation section, write: “As an agent of the 
above premise, I hereby warn you not to return to this 
address without permission of the owner.” 


 
b. Ensure the address of the property and officers’ name is clearly 


legible. 
 
c.  Ensure the subject signs the NTA and provide the subject with 


the Defendants Copy.  
 


4. Supervisors will review and forward a copy of the NTA to the officer 
responsible for maintaining the district spreadsheet.  Entries will be 
updated daily to ensure accuracy. 


 
5. The NTA will be filed at the district for use in future court action. 
 
6. Subsequent criminal trespass violations require a physical arrest.  
 


a. Include the owner/manager contact information on the Form 527, 
Arrest and Investigation Report for notification for court. 


 
7. Officers will ensure the original NTA “warning “ and a copy of the Right 


of Entry Letter for the specific address where the violation occurred is 
on hand during court proceedings.  
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12.415 REPORTING AND CLASSIFYING ASSAULT 
OFFENSES 


 
Reference: 
 
Procedure 12.230 – Fatal or Potentially Fatal Crash Investigation and Placement 


of Related Charges 
Procedure 12.430 – Endangering Children Offenses 
Ohio Revised Code 2903.08 – Aggravated Vehicular Assault; Vehicular Assault 
Ohio Revised Code 2903.11 – Felonious Assault 
Ohio Revised Code 2903.12 – Aggravated Assault 
Ohio Revised Code 2903.13 – Assault 
Ohio Revised Code 2903.14 – Negligent Assault 
Ohio Revised Code 2935.01 – Definitions 
Ohio Uniform Incident Report Training Manual 
 
Purpose: 
 
Guide and instruct police personnel in the investigation and reporting of assault 
offenses. 
 
Provide data necessary for conversion of Ohio Revised Code (ORC) Statutory 
Reporting to the Form 301, Incident Report. 
 
Policy: 
 
Officers will conduct a preliminary investigation when called to the scene of an 
incident.  They will record all facts and actions fairly and impartially.  They will 
provide the requested police service and complete an accurate and thorough 
report.  Reports for serious offenses will be submitted immediately.  All other 
offense reports will be submitted before the completion of their shift. 
 
Information: 
 
The Federal Bureau of Investigations (FBI) requires law enforcement agencies to 
report line-of-duty felonious or accidental killings and assaults to analyze 
situations in which officers are killed or assaulted.  This data aids law 
enforcement agencies in developing policies to improve officer safety and is 
statistically described in the Law Enforcement Officers Killed and Assaulted 
(LEOKA) annual publication.  Officers must ensure the LEOKA information is 
complete when submitting reports for an assault on a law enforcement officer in 
the Records Management System. 
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Procedure: 
 
A. Reporting Assault Offenses: 


 
1. Complete a Form 301, Incident Report, and any related supplement 


for each assault incident. 
 
a. Title all reports with the proper ORC section – Felonious Assault, 


Aggravated Assault, Negligent Assault, or Assault. 
 
1) Traffic Section personnel are responsible for the 


investigation and Form 301 of all serious motor vehicle 
incidents where an offender could be charged with 
Aggravated Vehicular Assault, or Vehicular Assault as 
outlined in Procedure 12.230, Fatal Crash Investigation 
and Placement of Related Charges. 


 
2) If the victim of the assault is under 18 years of age or a 


physically or mentally handicapped person under 21 years 
of age, caution must be used as it may be an Endangering 
Children Offense, and should not be titled as an Assault as 
outlined in Procedure 12.430, Endangering Children 
Offenses. 


 
3) Details of the offense, including seriousness of the injury 


and intent of the assailant, will be described in the narrative 
section and victim section of the Form 301. 
 
a) List injuries as accurately as possible e.g., 6" cut on 


neck, broken left leg; black eye; broken nose. 
 
b) Identify and describe the weapon used in the assault 


e.g., kitchen knife with 9" blade, 2' long piece of 2" x 
4" board, pocketknife with 2" blade, .32 caliber 
revolver, foot. 


 
2. Include the offense number and complainant’s name on all arrest 


reports and related documents. 
 
3. If there is a possibility of death resulting from an assault, the Homicide 


Unit will be notified as soon as possible. 
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B. Reporting an Assault on a Law Enforcement Officer 
 
1. When a police officer is assaulted, the Form 301 must be titled using 


the proper ORC section. 
 
a. For reporting purposes, a police officer has the same meaning 


as “Peace Officer” as defined in ORC 2935.01, Definitions, 
which includes a sworn law enforcement officer of the Federal 
Government, a state, or one of its political subdivisions, who is 
acting in his official capacity whether on or off duty. 


 
2. In the victim’s section select “police officer.”  Do not select individual. 


 
a. Complete all required LEOKA information 
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18.120 PUBLIC RECORDS REQUESTS 


Reference: 


Procedure 12.225, Vehicular Crash Reporting 
Procedure 12.700, Search Warrants/Consent to Search 
Procedure 12.900, Processing Juvenile Offenders 
Procedure 18.122, Media Requests 
City of Cincinnati Records Policy 
Electronic Mail Retention Guideline – Cincinnati City Records Commission 
State v. Keller, 85 Ohio St. 3d 279 
Kallstrom v. City of Columbus, 136 F. 3d 1055 
State ex rel. Plain Dealer Publishing Company v. Cleveland, 106 Ohio St. 3d 70 
State ex rel. Dispatch Printing Company v. Johnson, 106 Ohio St. 3d 160 
Ohio Revised Code Section 149.43, Availability of Public Records for Inspection and 


Copying 
Ohio Revised Code Chapter 1306, Uniform Electronic Transactions Act 
Ohio Administrative Code (OAC) 4501:1-12-02, Driver’s Privacy Protection 
Health Insurance Portability and Accountability Act (HIPAA) 
H.B. 9 -126th Ohio General Assembly 


Definitions: 


Record – Includes any document, device, or item, regardless of physical form or 
characteristic, including an electronic record as defined in Section 1306.01 of the Ohio 
Revised Code, created or received by or coming under the jurisdiction of any public office 
of the state or its political subdivisions, which serves to document the organization, 
functions, policies, decisions, procedures, operations, or other activities of the office. 


Infrastructure Record – Any record which discloses the configuration of critical systems, 
including, but not limited to, communication, computer, electrical, mechanical, ventilation, 
water, and plumbing systems. 


Any record which discloses security codes used by the Department, as well as, records 
which reveal the infrastructure or structural configuration of any Department building.  A 
simple floor plan limited to showing the spatial relationship of components of the building 
is not protected from disclosure. 


Security Record – A record containing information used for protecting or maintaining the 
security of the Department against attack, interference, or sabotage. 


A record prepared by the Department to prevent, mitigate, or respond to acts of terrorism, 
including any of the following: 


• Vulnerability assessments or response plans intended to prevent, respond to, or 
mitigate acts of terrorism; 


• Communication codes for deployment plans of law enforcement or emergency 
response teams; 
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• Specific intelligence information and specific investigative records shared by federal 
and international law enforcement agencies with state and local law enforcement 
agencies and public safety agencies; and 


• National security records classified under a federal executive order and not subject 
to public disclosure under federal law that are shared by federal agencies and other 
records related to national security briefings to assist state and local government 
with domestic preparedness. 


Information: 


Police Records (PRS) and the Public Information Officer (PIO) work in cooperation to 
release information in response to public records requests. 


Computer printout information in OHLEG, ALPR, NCIC, LEADS, CLEAR, or RCIC (as 
defined in the LEADS User Manual) is not released except to criminal justice personnel for 
criminal justice purposes. 


Ohio Supreme Court decisions in the Plain Dealer and Dispatch Printing Company cases 
state certain public employees’ home addresses and photographs are not considered 
public records under Ohio law and should not be released pursuant to a Public Records 
request.  Court ordered requests for employees’ personal information will be handled as 
outlined in Section G. 


Department-issued and personally owned electronic devices are capable of intentionally 
or unintentionally creating a record.  These records are governed by the public records 
act.  The use of personal equipment and/or devices to document any function of the 
public office should be avoided.  When records are created which document the 
function or business of the office, they must be maintained in compliance with the 
Department’s record retention schedule for electronic media. 


Policy: 


The Police Chief is ultimately responsible for the maintenance and release of all 
Department records.  The Police Records Supervising Management Analyst is designated 
as the records custodian for the Department and is granted the authority to maintain and 
release all Department records on behalf of the Police Chief. 


All requests for public records will be forwarded to Police Records.  The administrative 
sergeant in each district/section/unit will serve as the Department liaison with PRS.  In the 
absence of an administrative sergeant, district/section/unit commanders will designate a 
supervisor as the liaison.  The liaison is responsible for collecting records filed at the 
district and requested by PRS.  The liaison is also responsible for redacting the necessary 
information before forwarding any records, with the exception of video files, which will be 
redacted by PRS. 


PRS will take requests and release documents and records Monday through Friday, 0800 
to 1630 hours, excluding holidays.  All requests for records must be referred to PRS for 
processing and release. 


 


Individuals may request records from PRS via telephone or fax, by appearing in person, 
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via an online request form at http://cincinnati-oh.gov/noncms/police/records/, or by 
emailing a Form 29, Public Records Request, to cpdrecords@cincinnati-oh.gov.  A written 
request is not necessary for release of records under the Public Records Act. 


Written or electronic requests for records and documents occurring outside of PRS normal 
business hours will be referred the next business day.  When on-site records requests are 
made in person at a district/section/unit outside of PRS’s normal business hours, request 
the individual complete a Form 29. 


The requestor is not required to put their request in writing, or to identify themselves or say 
why they are requesting the record.  If the individual completes the Form 29, fax it to PRS 
for review on the next business day. 


All subpoenas for records will be handled by PRS.  Districts/sections/units receiving 
subpoena requests will forward the request to PRS, who will ensure delivery of 
subpoenaed records only to the Prosecutor or Court where the subpoena originated.  
Records requests via subpoena will not be delivered to defense attorneys associated with 
the criminal/civil case. 


If the records released were the result of a civil case involving Department member PRS 
will make the appropriate notifications to the Law Department and send a copy of the 
request, including a summary of the records provided, to the Planning Unit for filing.  
Discovery and records requests by the City Solicitor and Prosecutor’s Office should be 
referred to the Planning Unit. 


The Cincinnati Police Department will readily cooperate with any request for release of 
information or to view information maintained by the Department in accordance with State 
or Federal law. 


On-site requests for the viewing of records will be forwarded to PRS. The viewing of 
records will take place promptly.  PRS personnel will contact the Solicitor’s Office 
whenever there is a question whether to release a record. 


Procedure: 


A. Requests for Release of Records and Reports 


1. Forward all written or electronic requests for records to PRS.  


a. PRS will follow their Standard Operating Procedure (SOP) for the 
completion of record requests. 


2. PRS will release records and reports pursuant to ORC 149.43 within a 
reasonable time.  As soon as the requested records are available, PRS will 
immediately notify the requester to respond for pick-up and payment. 


a. PRS will investigate requests for records that may not be subject to 
release, and will consult the Solicitor’s Office if there are questions 
regarding release of requested information. 


1) If records being requested contain personal information that may be 
protected under 14th Amendment rights to privacy and bodily 
integrity, PRS will initiate the process outlined in Section F. 



http://cincinnati-oh.gov/noncms/police/records/

mailto:cpdrecords@cincinnati-oh.gov
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3. PRS will contact districts/sections/units holding requested public records and 
obtain a copy of those records permitted to be released. 


a. The affected district/section/unit will: 


1) Make the requested number of copies of the record. 


2)  Redact all information as required by Sections E.1 and F.1 and 
make the redaction plainly visible.  Check the appropriate box on 
page 2 of the Form 29 indicating information was redacted. 


a) If any records are not released due to a legal exemption, check 
the appropriate box on page 2 of the Form 29, indicating the 
applicable legal authority for withholding each record.  This 
must be done for each record not released. 


3) Send the requested number of copies of the record to PRS. 


4) If the records stipulated are pursuant to a subpoena, two copies of a 
Form 30, Authentication of Records, must be completed, notarized 
and submitted with two copies of the requested records. 


5) If necessary, prepare a Form 17 documenting why the records are 
missing or incomplete. 


b. PRS will notify the requesting party. 


4. PRS will edit information that would endanger the life or safety of law 
enforcement personnel or is confidential as defined by law and as required by 
Section F.1. 


5. PRS will collect the established fees before releasing public records.  PRS may 
charge actual costs for requests that must be copied off-site. 


a. PRS will bill for any public records released under the authority of the 
PIO. 


B. On-Site Requests for the Release of Public Records 


1. Individuals who respond to a district/section/unit, other than PRS, during 
normal business hours and request the release of records will be referred to 
PRS.  The individual may respond online, in person, by telephone, fax, or 
email. 


a. If the individual insists their request be processed at the district/section/ 
unit, personnel will accommodate those requests and ask the requestor to 
complete a Form 29.  Upon completion, fax the Form 29 to PRS for 
review. 


b. Advise the requestor they are not required to fill out the Form 29, but 
completion assists in locating the requested records. 
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c. If the officer has enough information, fill out the Form 29 and fax it to 
PRS. 


2. Individuals who respond to a district/section/unit after normal PRS business 
hours and petition the release of records will be requested to complete the front 
page of Form 29.  Upon completion, fax the Form 29 to PRS for review. 


a. If an individual does not want to provide personal information on the Form 
29, refer the individual to PRS. The individual may respond online, in 
person, by telephone, fax, or email the next business day. 


3. When responding to on-site requests for records for incidents that recently 
occurred, (e.g., OH-1 from an auto accident), Department personnel should 
advise the requestor it takes seven to ten business days for the document to 
arrive at PRS. 


a. Personnel with factual information from an offense report, auto accident 
report, traffic ticket, or other document, excluding Form 311 investigative 
reports or as otherwise directed, will release the information upon request. 


4. Officers requesting dispatch records (e.g., CAD printout, 911 calls, radio 
transmissions) for an investigation or court purposes will complete a Form 
609P, Emergency Communications Section Records Request, and submit 
directly to ECS. 


 a. ECS will coordinate any necessary record redactions with PRS. 


C. On-site Requests for the Viewing of Public Records 


1. Department personnel will complete a Form 29 and immediately forward to 
PRS. 


2. PRS will assign a numbered memorandum to the request and forward to the 
affected district/section/unit. 


3. Administrative sergeants or designated supervisors will collect the requested 
records and make the necessary redactions. 


4. The district/section/unit holding the records will contact the requesting individual 
when records are available for viewing. 


a. The viewing of records must take place promptly and will be by 
appointment only. 


D. Requests For and Viewing OVI Records 


1. Department personnel will complete a Form 29 and forward to PRS. 


2. PRS will coordinate the release or viewing of OVI records with Traffic Unit. 


3. PRS will forward all requests concerning open OVI investigations to the City 
Prosecutor’s Office for review. 
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E. Redacting Information 


1. The responsibility to redact information from reports forwarded to PRS 
pursuant to a public records request remains with the district/section/unit 
forwarding the report (e.g., Finance Management Section, Homicide Unit, 
Internal Investigations Unit), except for the redaction of video files.  PRS is 
responsible for redacting video files and information on records kept in PRS.  
The following information must be redacted prior to the release: 


a. Social Security numbers. 


b. Uncharged suspect information. 


c. The identity of a confidential source. 


d. Information that would endanger the safety of law enforcement personnel, 
crime victims, witnesses or a confidential source. 


e. Confidential investigative techniques, procedures, notes or work product. 


1) The narrative portion of a Form 301S, Incident Supplement, Form 
311DV, Domestic Violence Investigation Report, Form 311VS, 
Victim’s Statement or Form 526, Vice Activity Report, may be 
released when: 


a) The investigating officer’s permission has been obtained to 
release the information. 


b) The sensitive information listed above has been redacted. 


f. Driver’s license information in accordance with OAC 4501:1-12-02, 
Driver’s Privacy Protection. 


g. Medical record Information in accordance with HIPAA and ORC 149.43 
(A)(1)(a) and (A)(3). 


2. The Department will not release information from reports involving the abuse or 
neglect of a child in accordance with ORC 2151.421(H)(1) and (H)(2). 


3. PRS will coordinate with Traffic Unit for the release of copies for all fatal, 
unusual or serious injury crash reports. 


4. Upon request, release information from a RMS Case Report or RMS Aided 
Case Report (excluding confidential health information) filed at the district of 
occurrence. 


F. Release of Police Department Employee Records 


1. Pursuant to case law, the Police Department is NOT permitted to release and 
will NOT release any of the following records of Department employees: 


a. Home address of sworn personnel 


b. Home telephone number 


c. Photographs 
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d. Information regarding family members 


e. Beneficiaries 


f. Social security number 


g. Medical information or psychological reports not part of the   recruitment 
process 


h. Banking or account information 


i. Information obtained from driver’s licenses or NCIC/LEADS/RCIC sources 


2. The district/section/unit responsible for forwarding documents containing any of 
the above information pursuant to a records request is responsible for 
reviewing and redacting any of the above information prior to sending the 
documents to PRS. 


3. If any record requested under the Public Records Act contains information that, 
if released, may violate a person’s 14th Amendment right to privacy and/or 
bodily integrity, PRS will notify the affected person that a records request has 
been made. 


a. If the affected person presents a reasonable objection based specifically 
on the 14th Amendment, the request will be denied or the subject data will 
be redacted from the record before release.  PRS will consult the 
Solicitor’s Office prior to withholding such information. 


G. Process for Notification – Court Ordered Requests Involving Department Employees’ 
Personal Address Information 


1. In the event the City of Cincinnati, including its employees, agents or officials, 
receives a court ordered request for release of Department employees’ 
personal addresses, the following process will be followed: 


a. If the City receives the request, it will be forwarded to the Police 
Department for action. 


b. Upon receipt of a request for Department employees’ addresses, the 
Department will direct district/section/unit commanders to notify all 
personnel.  District/section/unit commanders will be provided with the 
specific request. 


c. District/section/unit commanders will ensure all of their personnel are 
notified the request has been received. 
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d. District/section/unit commanders will generate check-off lists, which will 
include the names of all personnel in their command.  The list will have 
the specific records request attached and personnel will be advised of the 
request by a supervisor.  The date of the notification will be noted on the 
check-off list.  Personnel may express their objection to the release of 
their personal address on the check-off list. 


e. The check-off notification process will allow up to four days, ensuring 
personnel on off days are notified.  Personnel not notified pursuant to the 
procedure above will be personally notified by a district/section/unit 
supervisor.  Upon completion, the district/section/unit commander will 
report to the Police Chief in writing the notifications have occurred. 


f. The Fraternal Order of Police, Queen City Lodge 69, will be provided the 
request for release of sworn members’ personal addresses the same time 
as the district/section/unit commanders. 


g. PRS will maintain records documenting the notification process.  
Objections to release of addresses will be forwarded to the City Solicitor 
and Human Resources Department.  Release of addresses by the City 
pursuant to a public records request will be governed by existing law. 


h. The Police Department will publish the records request in the 
Department’s weekly Staff Notes, as an additional notification to all 
personnel. 


H. Email, Electronic Devices, Radio Transmission Records, and Video Files 


1. Email Data 


a. Employee email data greater than two years old is automatically moved 
from the user’s primary mailbox to their archive mailbox. 


1) Archiving keeps mailboxes from exceeding their storage quota while 
allowing users and administrators access to data. 


2) A user’s archive is for long term storage of messaging data. 


3) Users have control over their archives and can move messages into 
or out of archive files. 


4) All archived data is available for discovery in public records 
requests. 


b. Users who delete email messages that are less than two years old will not 
see or have access to the deleted messages. 


1) The deleted messages are retained within the system and are 
viewable by administrators only and are available for records 
requests. 


2) Messages that are older than two years remain in the system until 
the user deletes them from their mailbox. 
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a) The deleted messages are no longer available to 
administrators or for discovery in records requests. 


2. Radio Transmissions 


a. Transmissions between radio users and the ECS are typically recorded 
and kept according to the Department’s retention schedule.  Radio to 
radio transmissions are not recorded. 


3. Cellular/Mobile phone 


a. Recording calls - Calls relating to the function or business of the 
Department which are recorded must be uploaded to a hard drive or 
another medium and kept according to the Department’s retention 
schedule. 


b. Digital pictures - Pictures taken with a cellular/mobile phone must be 
downloaded and saved in the corresponding RMS case folder and 
retained according to the Department’s record retention schedule.  
Personnel are discouraged from using department issued cellular/mobile 
phones for this purpose. 


c. Text messages - No logs are available to capture text messages.  Do not 
send text messages to or from a cellular/mobile phone which document 
the function or business of the department. 


4. Memory cards/Memory sticks/Thumb drives 


a. These are considered the same as a hard drive for purposes of public 
records. 


b. Images from a digital camera memory card should be downloaded to the 
corresponding RMS case folder or a disk then erased after downloading 
or before the next use.  Do not delete any images prior to being saved, 
even if they will not be used in court. 


5. Video Files - Body Worn Camera (BWC) and Digital Video Recorder (DVR) 


a. All requests for BWC/DVR video files must be made prior to the end of the 90 
day retention and availability period.  After the 90 day retention period 
recordings not categorized for retention are automatically deleted. 


b. Video files will be redacted by PRS according to their SOP. 
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12.115 HANDLING WILD / EXOTIC ANIMALS, DANGEROUS / 
VICIOUS DOGS, AND ANIMAL REPORTS 


References: 


Procedure 12.225 - Vehicular Crash Reporting 
Procedure 12.550 - Discharging of Firearms by Police Personnel 
Procedure 12.715 - Property and Evidence: Confiscation, Accountability, Processing, 
                                Storage, and Release  
Cincinnati Municipal Code Chapter 701 – Animals, Birds, Fowl 
Cincinnati Municipal Code Sections 1501-1 to 1501-16 – Civil Offenses 
Ohio Revised Code 955 – Dogs 
Ohio Revised Code 1533.121 – Deer Killed by a Motor Vehicle 
Ohio Administrative Code 3701-3-28 – Report of bite of dog or other mammal 
 
Definitions: 


Dog Designation – When a police officer has reasonable cause to believe a dog is a 
nuisance, dangerous, or vicious dog as defined by CMC Sections 701-1-N, 701-1-D-1, 
or 701-1-V, the dog must be designated as such by the officer. 


Nuisance dog – (CMC 701-1-N) Any dog which, without provocation and while off the 
premises of its owner, keeper or harborer has chased or approached a person in either 
a menacing fashion or attitude of attack, or has attempted to bite or otherwise endanger 
any person. 


Dangerous dog – (CMC 701-1-D-1) Any dog which has, without provocation:  


1. Caused injury, other than killing or serious injury, to any person; 
2. Killed or caused serious injury to another dog; OR 
3. Been the subject of a third or subsequent violation of either CMC 701-2(A), 


Leash Required; Responsibility for Injury, or ORC 955.22, Confining, restraining, 
debarking dogs; dangerous dog registration certificate 


Vicious dog – (CMC 701-1-V) Any dog which has, without provocation, killed or caused 
serious injury to any person.  This does not include: 


1. A police dog, being used to assist law enforcement, in the performance of their 
official duties; OR 


2. A dog who has killed or caused serious injury to a person while that person was 
committing or attempting to commit a trespass or other criminal offense on the 
property of the owner, keeper or harborer of the dog. 


Serious injury - Any physical harm that:  


1. Carries a substantial risk of death; 
2. Involves a permanent incapacity (partial or total), or a temporary, substantial 


incapacity; 
3. Involves a permanent disfigurement or a temporary, serious disfigurement; 
4. Involves acute pain of a duration that results in substantial suffering or any 


degree of prolonged or intractable pain 
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Office of Administrative Hearings (OAH) – Established by the City of Cincinnati to 
provide hearings and due process of law for those charged with civil offenses.   For 
purposes of this procedure, an administrative hearing may be held for a dog 
designation, dog-related civil violation, dog impoundment, or any combination of the 
three.   


Wild or potentially dangerous animal – An animal which is wild by nature and not 
customarily domesticated in the City of Cincinnati and which, because of its size, 
disposition, or other characteristics inherently constitutes a danger to human life or 
property. 


Purpose: 


To ensure the citizens of the community an environment where the quality of life is not 
threatened by uncontrolled dangerous or vicious dogs, while protecting the individual 
rights of dog owners. 


To establish a procedure for handling wild/exotic animals, nuisance/dangerous/vicious 
dogs, and animal reports to ensure the protection of the public and follow-up by the 
Health Department. 


Policy: 


Department members will exhaust every reasonable means before using firearms to 
dispose of vicious dogs, dangerous dogs, or wild and potentially dangerous animals as 
defined in Cincinnati Municipal Code (CMC) Sections 701-1-D-1, 701-1-V or 701-42.  
Use of the firearm should always involve consideration for the safety of bystanders. 


Information: 


All incidents involving nuisance, dangerous or vicious dogs must be investigated and 
handled immediately by the patrol officer dispatched to the scene, including taking 
photographs, whether the dog is impounded or not.  The district Neighborhood Liaison 
Supervisor (NLS) will file related administrative case jackets, track the results of 
hearings, and coordinate follow-up investigations when necessary. 


With the exception of CMC 701-23, all dog-related CMC code sections have been 
decriminalized and are handled as civil violations.  CMC 701-23, Abusing Dog; Dog 
Fighting, may be a civil offense or a criminal offense depending upon the severity of the 
violation.  Officers should contact the City Prosecutor for guidance if they feel an 
incident warrants criminal charges. 


All dog and other mammal bites must be reported to the Health Department within 
twenty-four (24) hours, per Ohio Administrative Code 3701-3-28. 


Procedure: 


A. Handling Incidents Involving Nuisance, Dangerous and Vicious Dogs 


 1. If the dog running loose is a stray, contact the Society for the Prevention of 
Cruelty to Animals (SPCA) and process as a stray dog. 
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 2. If the dog is not a stray and its behavior is in violation of CMC Section 701-2, 
Leash Required; Responsibility for Injury: 


a. Investigate the incident to determine the appropriate dog designation 
and civil violation(s). 


1) If the incident involves a dog bite, follow Section F of this 
procedure for reporting purposes.  


b. Issue a Form 15CDD, Notice of CMC 701 Civil Violation and/or Dog 
Designation, to the owner/keeper/harborer of the dog.  Cite for the 
appropriate dog designation and civil violation: 


1) 701-2(B)(1) – Off Leash 


2) 701-2(B)(2) – Menacing Fashion 


3) 701-2(B)(3) – Injury 


4) 701-2(B)(4) – Serious Injury 


c. CMC 701-2 does not apply to dogs within a designated dog park. 


d. Take a photograph of the dog for accurate identification purposes. 


e.  Take photographs of any injuries caused by the dog. 


3. Do a search in the RMS Citations module for any prior OAH determination 
the dog is a nuisance, dangerous or vicious dog.  


a. An officer may cite for CMC 701-50, Nuisance, Dangerous, and Vicious 
Dogs, only if they know, or are made aware, the dog has previously 
been determined by OAH to be a nuisance, dangerous or vicious dog. 


4. If the incident involves dog fighting or the dog has injuries indicating it may 
be a victim of abuse, the owner/keeper/harborer may be cited civilly or 
criminally for CMC 701-23, Abusing Dogs; Dog Fighting. 


a. Officers must contact the City Prosecutor if they feel an incident is 
severe enough to warrant criminal charges.  If so, handle the same as 
any other criminal offense (M1). 


1) The appropriate criminal complaint must be filed within three days 
of the seizure of the dog and/or identification of the owner/keeper/ 
harborer. 


b. Impound the dog(s) whenever the owner/keeper/harborer is charged 
civilly or criminally with CMC 701-23. 


5. When an officer designates a dog as a nuisance, dangerous, or vicious dog, 
the ordinance requires the owner/keeper/harborer of the dog be notified of 
the designation within three days, in person or by certified mail. 


a. If the owner/keeper/harborer is on scene, issuing the Form 15CDD 
fulfills the notification requirement. 
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b. If the owner/keeper/harborer is not on the scene, follow Section C.3.a. 
of this procedure to ensure the notification requirement is fulfilled. 


6. The Form 15CDD must include an administrative hearing date, scheduled 
within seven days after the date of the incident or notification.  


a. The hearing should be scheduled on a day the investigating officer is 
available to attend, whenever possible. 


b. The owner/keeper/harborer may waive the administrative hearing by 
checking the appropriate box and signing at the bottom of the Form 
15CDD. 


1) Waiving the hearing will be considered an admission of the civil 
violation and/or dog designation.  The owner/keeper/harborer will 
be required to pay the associated civil fine and may be required to 
forfeit the dog.  


c. If the owner/keeper/harborer refuses to sign the Form 15CDD, write 
“Refused” in the signature block, provide them with their copy of the 
15CDD, and advise they are required to attend the scheduled hearing. 


7. The OAH hearing officer will make the final determination regarding the civil 
violation and/or dog designation. 


B. Impoundment Process 


1. The decision to impound a dog should be based on the severity of injury and 
the circumstances (e.g., if the dog is now properly confined or no longer 
poses a threat to the public, the officer may choose not to impound the dog.) 


 a. Impound any dog designated as “vicious”. 


b. Impound any dog whose owner/keeper/harborer is charged civilly or 
criminally with CMC 701-23. 


2. If a dog is to be impounded, complete a Form 15DIH, Notice of Impoundment 
and Hearing in addition to the Form 15CDD. 


a. The administrative hearing must be scheduled within seven days after the 
date of the impoundment.   


1) Use the same hearing date on the Form 15CDD and Form 15DIH.  
To limit the time and cost of impoundment, schedule the hearing date 
as early as possible after the impoundment.  


b. Request the owner/keeper/harborer sign the bottom of the Form 15DIH to 
acknowledge receipt of the notice, and provide them with a copy. 


1) If the owner/keeper/harborer refuses to sign the Form 15DIH, write 
“Refused” in the signature block, provide them with their copy of the 
15DIH, and advise they are required to attend the scheduled hearing.  
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c. If the owner/keeper/harborer is not present, the ordinance requires they 
must be notified of the administrative hearing date, time and location 
within three days after the dog is impounded, in person or by certified 
mail. 


1) Follow Section C.3.a. of this procedure to ensure the notification 
requirement is fulfilled.   


3. The owner/keeper/harborer may waive the administrative hearing by 
checking the appropriate box and signing at the bottom of the Form 15DIH. 


a. Waiving the hearing, or failing to attend any scheduled administrative or 
criminal hearing, will result in forfeiture of the dog.  


b. Provide the owner/keeper/harborer with a copy of the Form 15DIH and 
the Form 15CDD.  


4. Arrange for transportation of the dog(s) by contacting the SPCA. 


a. Officers will receive a kennel tag number from the SPCA 
representative.  The SPCA kennel tag number must be written on the 
Form 15DIH. 


5. Take at least two photographs of the impounded dog:  one of the head and 
one of the entire body of the dog whenever possible. 


6. Complete a Form 330, Property Receipt, for any impounded dog. 


a. Provide the SPCA representative with the yellow copy of the Form 330 
prior to leaving the scene.  The SPCA will not take possession of a dog 
without a completed Form 330. 


C. Administrative Case Jacket and Processing Paperwork 


1. Complete an administrative case jacket (Form 15DJ) for every incident 
involving a dog designation, civil violation and/or dog impoundment.   


a. If the incident involved a dog designation and/or civil violation only, the 
Form 15DJ must contain: 


1) Photographs of the dog and any victim injuries 


a] Email the photographs to the District Quality Assurance 
(DQA), who will attach them in RMS.  Include the dog 
owner’s name and the Form 15CDD number in the email. 


2) The officer’s copy of the Form 15CDD 


3) Copies of any other related report(s) 


b. If the incident involved the dog also being impounded, the Form 15DJ 
must contain: 
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1) Photographs of the dog and any victim injuries 


a] Email the photographs to the SPCA 
at: BCorcoran@SPCAcincinnati.org  and to the DQA, who 
will attach them in RMS.  Include the kennel tag number and 
dog owner’s name in the email. 


2) The officer’s copy of the Form 15CDD 


3) The officer’s copy of the Form 15DIH 


4) A copy of the Form 330 


5) A copy of the Aided report 


a] Write the RMS report number on the top of the Form 
15CDD, to the left of the citation number. 


6) The fax transmittal sheet of the Health Department notification of 
a dog bite, if applicable    


2. If the dog has been impounded, the investigating officer will forward a copy of 
the Form 330 and a copy of the Form 15DIH to the Court Property Unit 
(CPU) via interdepartmental mail. 


a. CPU will complete a monthly audit of animals held at the SPCA to 
ensure they are disposed of upon completion of the administrative 
hearing. 


b. OAH will forward any decision regarding an impounded dog to CPU, 
who will relay the decision to the SPCA. 


3. A relief supervisor will review and approve the completed Form 15DJ.  
Reporting officers will make necessary corrections prior to securing from their 
shift.   


a. If the owner/keeper/ harborer did not receive a copy of the Form 
15CDD and/or 15DIH, the officer must mark the “Certified Mail 
Needed” box on the jacket. 


4. The investigating officer will forward the approved Form 15DJ to DQA.  DQA 
will enter the information into the RMS Citations module for tracking 
purposes. 


a. DQA will email a copy of the Form 15CDD and Form 15DIH, if 
applicable, to the OAH hearing officer at:  OAH@cincinnati-oh.gov . 


b. DQA will send a photograph and copies of all related paperwork to 
OAH via interdepartmental mail. 


c. The Form 15DJ will be forwarded to the Neighborhood Liaison 
Supervisor (NLS) for filing, tracking and necessary follow-up.  


  



mailto:BCorcoran@SPCAcincinnati.org

mailto:OAH@cincinnati-oh.gov
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D. Responsibilities of the NLS 


1. Review the Form 15DJ for accuracy and determine if follow-up is necessary.  


a. Review the RMS Aided report to see if further investigation is needed 
by a Neighborhood Liaison Officer (NLO). 


b. Check the Form 15CDD and/or 15DIH to ensure the owner/keeper/ 
harborer was on scene and received a copy of necessary paperwork. 


c. If the owner/keeper/harborer did not receive a copy of the Form 15CDD 
and/or 15DIH, the NLS will ensure copies are sent by certified mail 
within three days of the incident. 


1) Mark the “Certified Mail” box on the bottom of the Form 15CDD 
and/or 15DIH and include the date the form(s) were sent.  


2. Ensure an on-duty officer is scheduled to present the case at the 
administrative hearing. 


a. If the original investigating officer is off-duty at the time of the hearing, 
an on-duty NLO must be scheduled to attend. 


3. Following the OAH administrative hearing, enter the final disposition of the 
case into RMS by completing the Disposition tab in the Citations module.  


E. Responsibility of the Officer Attending the Administrative Hearing 


1. The officer attending the administrative hearing must take the Form 15DJ 
and a blank Form 15CDD with them, in the event the OAH hearing officer 
determines the owner/keeper/harborer should be cited for additional civil 
violations. 


a. Review the Form 15DJ prior to the hearing and be prepared to answer 
any questions the hearing officer may have. 


2. Upon completion of the administrative hearing: 


a. Document the final disposition of the hearing on the Form 15DJ and 
return it to the NLS. 


F. Dog Bite Cases  


1. Arrange for immediate medical attention. 


2. Complete an Aided report in RMS.  


a. Provide as much information as possible under each tab. 


1) Classify animal bites as an “Aided” type of report. 


b. Complete the Business/Involved Individual tab with the victim’s 
information.  Include an address and telephone number. 


1) Describe the incident and the victim’s injuries in the 
Details/Narrative tab.  
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2) If the victim is a juvenile, ensure complete parental or guardian 
contact information (to include an address and telephone number) 
is obtained. 


3) If the victim is another dog or domestic animal, complete the 
Business/Involved Individual tab with their owner’s information.  
Include information about the victim animal in the Details/Narrative 
tab.  


c. In the Reportee/Others/Animal tab, choose “Animal” from the dropdown 
menu.  


1) Provide a thorough description of the animal, including a serial, 
inoculation, or microchip number, if available.  


2) Complete all fields regarding the dog designation, civil offense 
and impoundment status. 


3) If further investigation is necessary (e.g., dog owner’s address is 
known but no answer at door), request follow-up by NLU.    


4) Include the name, address, telephone number, and other pertinent 
information of the owner/keeper/harborer of the dog in the Contact 
Information section of the Animal tab. 


d. If the dog will not be impounded, instruct the owner/keeper/harborer to 
confine the dog for a 10-day period of observation, and not to have the 
dog inoculated until after the 10-day observation period.  Indicate this 
was done in the Notes section of the Animal tab. 


1) If the dog is to be impounded, follow Section B of this procedure. 


e. In the event the dog is a stray or unidentified, include as much 
information as possible in the RMS Aided report. 


1) If the dog is located, attempt to contain it.  Notify the SPCA, 
through ECC, to respond and pick up the dog for the Health 
Department examination. 


a) Notify the Health Department, via fax to Technical 
Environmental Services (352-2915), of the capture and  
indicate same on the RMS Aided report. 


3. Issue a Form 15CDD for a violation of CMC section 701-2, 701-50 and/or 
701-23, if applicable. 


4. Upon completing the RMS Aided report, print a copy and fax it to the Health 
Department’s Technical Environmental Services office (352-2915).  Indicate 
on the RMS Aided report the Health Department was “notified by fax”, and 
retain the fax transmittal sheet. 


a. Send the printed copy of the RMS Aided report directly to the Health 
Department’s Technical Environmental Services office through 
interdepartmental mail. 
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b. After completing their investigation, the Health Department will sign any 
necessary affidavits for an inoculation violation. 


1) Dogs under five months of age need not be inoculated. 


5. Report cat bites the same as dog bites. 


6. Report wild animal bites the same as dog bites.  If captured, hold for the SPCA. 


7. Report a dog bite involving a police canine to the Health Department’s 
Technical Environmental Services office via fax of the RMS Aided report 
which shall include both the dog’s name and the dog handler’s name. 


 G. Officer Tactics When Confronted by Dangerous/Vicious Dogs 


1. When confronting a dangerous or vicious dog which threatens bodily injury to 
the officer or citizen: 


a. Exhaust all reasonable means to confine the dog. 


b. Notify the SPCA to pick up the dog. 


c. The use of department issued chemical irritant or the TASER is 
effective on many animals. 


d. When use of the firearm is absolutely necessary, avoid shooting the 
dog in the head.  In situations where the dog is known to have bit a 
human, the dog’s head must be intact for rabies testing. 


1) Once the firearm is discharged, the officer will comply with 
Procedure 12.550, Discharging of Firearms by Police Personnel. 


a) Obtain the name and address of the owner/keeper/harborer of 
the dog. 


b) Obtain the name and address of any witness to the incident. 


c) Notify the SPCA to pick up the dead dog pending a later 
examination by the Health Department. 


d) Complete an RMS Aided report, if applicable. 


H. Unlicensed Dogs 


1. Officers have the discretionary authority to issue a “Warning Citation” to the 
owner/keeper/harborer of an unlicensed dog. 


a. Dogs less than 3 months of age or owned fewer than 30 days do not 
require a license. 


b. A dog license is valid from January 1st of the current year to January 
30th of the following year. 


2. The SPCA has provided the Police Department with “Dog License Violation 
Warning Citations” for “Failure To File Application For Registration Of Dog.” 
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a. When a warning citation is issued, the violator is given the pink copy of 
the three part carbonless form. 


b. The white copy of the warning is forwarded to the SPCA weekly by the 
DQA. 


c. The yellow copy is retained at the district where the violation occurred. 


3. The SPCA will follow up on all warning citations to ensure the owner/ 
keeper/harborer has purchased a current license.  The SPCA will assess a 
fine on a dog owner/keeper/harborer who fails to obtain a valid license. 


I. Investigating Wild or Exotic Animal Complaints 


1. When encountering a wild or exotic animal, request a supervisor respond to 
the scene. 


a. The responding supervisor will ensure they have a shotgun and rifled 
slugs before responding to the scene. 


1) When use of the firearm is absolutely necessary (the animal 
poses an immediate threat to safety of the community), the 
weapon of choice for large animals is the shotgun with rifled slugs. 


b. The responding supervisor will immediately notify the District 
Commander, Night Inspector or Duty Officer of the encounter and 
outcome. 


2. Notify the SPCA.  The SPCA has the necessary equipment and resources to 
capture wild or exotic animals. 


3. Once the firearm is discharged, the officer will comply with Procedure 12.550. 


a. Obtain the name and address of the owner/keeper/harborer of the 
animal. 


b. Obtain the name and address of any witness to the incident. 


c. Photograph the animal before removal for possible court proceedings. 


4. If the owner/keeper/harborer of the animal is present when investigating a 
complaint, obtain the property owner’s consent to enter the premises. 


a. If the property owner refuses, and there is probable cause to believe a 
wild or exotic animal is on the premises, obtain a search warrant to 
enter the premises and confiscate the animal. 


b. Notify the SPCA through ECC and have them respond when serving a search 
warrant.  They have the necessary equipment to capture the animal. 


1) Advise the owner/keeper/harborer the animal may have to be 
tranquilized with a dart gun. 


c. If the owner/keeper/harborer voluntarily gives up the animal and wishes 
to transfer it to the SPCA’s cage at the scene, advise the owner/keeper/ 
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harborer of the possibility of using lethal force against the animal if 
control is lost. 


1) The SPCA must approve transfer of a non-tranquilized animal. 


5. Once captured, photograph the animal for court proceedings. 


6. When citing the owner/keeper/harborer, use CMC 701-42. 


J. Humane Destruction of Dangerous/Sick/Injured Wild Animals 


1. Sworn personnel may, when reasonable, use their firearm to prevent an 
undomesticated wild animal from inhumane suffering or to protect 
themselves and others from a dangerous animal. 


a. When applicable, sworn personnel should utilize the animal’s owner to 
gain control over a dangerous animal or render aid to an injured animal. 


2. In deciding whether it is necessary to destroy a wild animal, an officer must 
consider the type and size of the animal as well as the urgency to prevent 
prolonged suffering.  An officer may use his service pistol to euthanize an 
animal if it appears to be: 


a. A danger to the officer or the public 


b. Seriously injured 


c. Disabled or diseased past recovery  


d. Unfit for any useful purpose 


3. When an officer deems it necessary to destroy an animal, the officer will 
immediately request his supervisor to respond to the scene.  


4. Officer Responsibilities 


a. Wear eye and ear protection.  


1) Ensure other officers, citizens, etc., are far enough behind the 
officer to avoid the need for eye and ear protection (approximately 
25 to 50 yards away).   


b. The officer must use their service pistol for the application. 


1) The officer’s firearm must remain in the holster until the officer has 
approached, is stationary, and is comfortable enough with the 
movement of the animal to take the shot. 


c. Approach the animal from the rear on the opposite side of the head and 
legs to avoid being kicked or thrown off balance.  


1) The animal may start to thrash around more when it senses the 
officer approaching.  If that happens, the officer should wait a few 
seconds and the animal may calm down giving the officer a more 
accurate shot. 
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2) Wait until the animal is stationary.  There may be body movement 
or thrashing, but the animal cannot be mobile.  The officer needs 
to be sure the animal is immobile enough to take an accurate 
head shot. 


a. The shot should be taken up close but far enough away to 
allow the officer to hold firearm at a downward angle of 
approximately 35 to 40 degrees.  Officers should not shoot 
straight down at their feet but approximately 5 feet away.   


d. When euthanizing a deer aim for the best target locations for the deer 
which are: 


1) In or below the eye with the bullet traveling toward the back of the 
skull. 


2) In the back of the head on the same line as the eye with the bullet 
traveling toward the front of the skull. 


3)  Anywhere in the head in line with the eye with the bullet traveling 
into the skull. 


5. Euthanizing animals on an asphalt, concrete or other hard surface  


a. The preferred surface to euthanize the animal is on dirt or grass, not 
asphalt or concrete. 


1) After a bullet strikes a hard object, it is unpredictable.  When 
deciding whether to euthanize an animal on asphalt, concrete or 
other hard surface, the officer must keep in mind they are 
responsible for the bullet and any bullet fragments. 


a. Officers must consider the backstop and should have 180 
degree clearance in front of them.  


2) If the officer determines there is not an appropriate backstop or 
they do not have 180 degree clearance in front of them, the SPCA 
should be contacted to respond to the scene. 


6. Supervisor Responsibilities 


a. Respond to the scene. 


b. Provide the officer euthanizing the animal with eye and ear protection. 


1)  Each District CDOP Van is equipped with protective eye glasses 
and disposable ear plugs. 


c. Notify ECC of the shots fired and the outcome. 


d. Complete a Form 18A Supervisor’s Preliminary Investigation: Weapons 
Discharge at an Animal and forward it through the chain of command.  


 1) Fax a copy of the report to Inspections Unit.  
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e. Notify the District Commander if the incident occurs during regular 
business hours.  During non-regular business hours notify the Night 
Inspector or Duty Officer of the encounter and outcome. 


f. If the animal is known or suspected of having bit a human, notify the 
SPCA to pick up the dead animal pending a later examination by the 
Board of Health. 


g. If the animal is not suspected of biting a human: 


1) Notify Ohio Department of Transportation (ODOT) to pick up the 
dead animal if located on an expressway. 


2) Notify the Department of Public Services to pick up the dead 
animal if located on a city street. 


K. Dead Animals 


1. When a citizen reports a dog or other animal has been killed or found dead, 
the officer will notify the Health Department.  The Health Department will 
determine if the animal is wanted for any previous incident involving a dog or 
animal bite. 


a. If the animal is a deer killed by a motor vehicle, follow Procedure 
12.225, Vehicular Crash Reporting. 


2. If the animal is not wanted by the Health Department, notify Public Services 
to pick up the remains. 





		a. Investigate the incident to determine the appropriate dog designation and civil violation(s).

		1) If the incident involves a dog bite, follow Section F of this procedure for reporting purposes.

		2. If the dog has been impounded, the investigating officer will forward a copy of the Form 330 and a copy of the Form 15DIH to the Court Property Unit (CPU) via interdepartmental mail.

		4. The investigating officer will forward the approved Form 15DJ to DQA.  DQA will enter the information into the RMS Citations module for tracking purposes.

		D. Responsibilities of the NLS

		E. Responsibility of the Officer Attending the Administrative Hearing

		1. The officer attending the administrative hearing must take the Form 15DJ and a blank Form 15CDD with them, in the event the OAH hearing officer determines the owner/keeper/harborer should be cited for additional civil violations.

		a. Review the Form 15DJ prior to the hearing and be prepared to answer any questions the hearing officer may have.

		2. Upon completion of the administrative hearing:

		a. Document the final disposition of the hearing on the Form 15DJ and return it to the NLS.

		F. Dog Bite Cases

		G. Officer Tactics When Confronted by Dangerous/Vicious Dogs

		H. Unlicensed Dogs

		I. Investigating Wild or Exotic Animal Complaints

		K. Dead Animals
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12.417 HATE CRIMES:  RESPONSE TO RACIAL, 
RELIGIOUS, ETHNIC/NATIONAL ORIGIN, OR 
SEXUAL ORIENTATION BIAS INCIDENTS 


 
References: 
 
Procedure 12.160 - Rumors/Potential Civil  Disturbances 
Procedure 12.170 - Civil Disturbance Operation Procedure 
Procedure 12.400 - Offense Reporting, Miscellaneous Reporting 
Procedure 18.120 - Release of Information and Public Records 
Cincinnati Municipal Code (CMC) 908-3 Criminal Intimidation 
Public Law 101-275:  Hate Crime Statistics Act 
Ohio Revised Code (ORC) 2927.12 (Ethnic Intimidation) 
Ohio Revised Code (ORC) 2929.12 (B)(8)(Seriousness and recidivism factors) 
 
Purpose: 
 
To accomplish our Mission and demonstrate the commitment we have in valuing 
human life and dignity by taking a proactive role in promoting peace and 
harmony within the community and ensuring that the rights of all individuals are 
protected. 
 
To comply with Public Law 101-275:  Hate Crime Statistics Act requirements, the 
Ohio Revised Code, and State Sentencing guidelines. 
 
To comply with the FBI’s National Incident Based Reporting System’s (NIBRS) 
requirements for submitting incident-based crime reporting data. 
 
Definition: 
 
A Hate Crime is a committed, threatened, or attempted criminal act by any 
person(s) against a person or property of another individual or group that may in 
any way constitute an expression of racial, religious, ethnic/national origin, 
sexual orientation, or other forms of bias. 
 
Motivated by prejudices, hate crimes may include but are not limited to:  
threatening communications, physical assaults, vandalism, cross burnings, 
destruction of religious symbols, and firebombing. 
 
The Ohio Revised Code identifies and defines the following protected classes 
under the Ethnic Intimidation statute:  a person or group of persons based upon 
their race, color, religion, or national origin. 
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The Cincinnati Municipal Code identifies and defines the following protected 
classes under the Criminal Intimidation section:  a person or group of persons 
based upon the actual or perceived race, color, religion, national origin, gender, 
physical or mental disability, sexual orientation or age (60 and above). 
 
Sexual orientation – means an individual’s actual or perceived heterosexuality, 
homosexuality, bisexuality or transgendered status, by orientation or practice. 
 
Transgendered – means the condition or state wherein a person manifests 
gender characteristics, behavior and/or self-identification typical of or commonly 
associated with persons of another gender, and which may be characterized by 
assumption of the clothes, hairstyles, cosmetic usage or other appearance 
qualities commonly associated with another gender and/or by the surgical or 
medical modification of primary sexual organs in order to assume the gender role 
of another sex. 
 
Information: 
 
Single criminal acts such as aggravated menacing, menacing, criminal 
damaging, criminal mischief, or telecommunications harassment may initially 
appear as less serious when viewed in the larger context of all crime.  However, 
what might begin as a minor offense may escalate into a more serious crime, 
particularly if the crime was motivated by bias.  Such criminal acts may generate 
fear and concern among victims and the broader public, and have the potential 
to escalate, possibly causing counter-violence.  Therefore, if an incident appears 
to be one of racial, religious, ethnic/national origin, sexual orientation, or other 
forms of bias, it should be investigated as such. 
 
Verification can be made during the investigation.  Reports should be reviewed 
for patterns of incidents occurring at either the same location or directed at a 
particular individual or group.  The motivation behind the act determines whether 
an incident is bias related.  Listed below are several reminders to consider in 
determining if probable cause exists to believe that an incident was motivated 
entirely or in part by animosity toward the victim because of his/her race, religion, 
ethnic/national origin or sexual orientation: 
 
• Were words, symbols, or acts which are or may be offensive to an 


identifiable group used by the perpetrator or are they present as evidence? 
• Are the victim and the suspected perpetrator members of different racial, 


religious or ethnic groups? 
• Does a meaningful portion of the community perceive and respond to the 


situation as a bias-related incident? 
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• Is there an ongoing neighborhood problem that may have initiated or 
contributed to the act (e.g., could the act be retribution or some conflict 
between neighbors or with area juveniles)? 


• Does the perpetrator have a true understanding of the impact of the 
crime/incident on the victim or other group members? Are the perpetrators 
juveniles? 


• Does the crime/incident indicate possible involvement by an organized hate 
group? 


 
Policy: 
 
All Hate Crimes will be treated seriously and the investigations of these crimes 
will be given priority.  The proper investigation of racial, religious, ethnic/national 
origin, sexual orientation, or other bias crime incidents, is the responsibility of all 
Cincinnati Police officers.  The Department will use every necessary resource to 
rapidly and decisively identify the perpetrators, arrest them and bring them 
before the court. 
 
The actions taken by the Police Department in dealing with incidents of racial, 
religious, ethnic/national origin, sexual orientation, or other acts of bias, are 
visible signs of its concern and commitment to the community.  Special emphasis 
will be placed on victim assistance and community cooperation in order to 
reduce victim/community trauma or fear. 
 
Officers must demonstrate sensitivity toward the feelings, needs and concerns 
that may be present in the community as a result of incidents of this nature. 
 
Procedure: 
 
A. When an on-scene officer makes a determination that an incident is a 


criminal act of racial, religious, ethnic/national origin, sexual orientation, or 
other form of bias, the officer will: 
 
1. Render necessary assistance to the victim(s) and if necessary request 


the fire department in the case of fire or injury. 
 
2. Conduct a preliminary investigation. 
 
3. Identify and arrest the perpetrator(s) if possible. 


 
a. Officer shall use the appropriate ORC charge, unless a class is 


encountered that is only protected under CMC. 
 
4. Protect and preserve the crime scene and evidence. 
 
5. Notify a supervisor. 
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6. Prepare a detailed offense report. 
 
7. Fax a copy of the offense report(s) to the Office of Neighborhood 


Policing, Intelligence Unit, Public Information Office (PIO), and the 
Cincinnati Human Relations Commission (CHRC). 


 
B. Supervisor will: 


 
1. If necessary, respond immediately. 
 
2. Determine the seriousness of the incident and make appropriate 


notifications.  For serious incidents (serious physical harm or a 
significant event) the supervisor shall: 
 
a. Notify the Officer in Charge (OIC). 


 
3. Arrange for immediate increase of patrols throughout the affected 


area.  If necessary, have “standby” units from other districts respond 
to the scene. 


 
4. Contact the victim(s) as soon as possible and assure them that the 


investigation will be actively pursued. 
 
5. Complete an After Action Report detailing events and actions by 


Department. 
 
6. Ensure a copy of the offense report(s) is faxed to the Office of 


Neighborhood Policing, the Intelligence Unit, PIO, and CHRC. 
 
a. CHRC will be the liaison with all victim/advocacy/service groups. 


 
C. Shift OIC 


 
1. After being notified by an on scene supervisor of a serious Hate Crime 


incident (serious physical harm or a significant event), the shift will 
notify the following: 
 
a. District OIC 
 
b. Night Inspector (if applicable) 
 
c. Duty Officer 
 
d. District Commander 
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e. Intelligence Unit 
 
f. Public Information Office (PIO) 
 
g. Federal Bureau of Investigations (FBI) 
 
h. Community Liaison Commander 


 
2. The Emergency Communications Center (ECC) will provide 


assistance to the OIC when requested. 
 
D. Cincinnati Human Relations Commission (CHRC) 


 
1. CHRC will act as an expert liaison between the community leaders 


and outside agencies willing to respond to provide needed service.  
Upon request CHRC shall: 
 
a. Respond to the scene. 
 
b. The OIC will brief the CHRC representative about the crimes 


that have occurred, the steps taken by police and the current 
tension level within the targeted neighborhood or other areas of 
the city. 


 
c. As outlined in the CHRC internal procedure, the Executive 


Director of the CHRC will coordinate with the CHRC field 
representatives, who will respond as requested and contact the 
incident OIC. 


 
d. The ranking command officer will determine what actions the 


CHRC representative may take 
 
e. The OIC will evaluate and determine the effectiveness of the 


actions of the CHRC field representatives in calming the 
situation. 
 
1) If the ranking command officer believes CHRC field 


representatives are no longer effective, he will notify them 
to cease their activity and withdraw. 


 
2) The ranking command officer should base this 


determination on such criteria as some overt action on the 
part of the crowd, an increase in the size of the crowd, etc. 
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f. The incident OIC will request CHRC to submit a report of their 
observations and assessment of the incident to the Intelligence 
Unit Commander. 


 
E. Media 


 
1. Officers will refer the media to the ranking on-scene supervisor. 


 
a. The OIC will ensure PIO is notified and informed of the 


information released and progress of the investigation. 
 
2. After a thorough field investigation, PIO will provide factual information 


to the media. 
 
3. PIO will respond to the scene of all serious Hate Crime incident(s) and 


coordinate the release of information to the media. 
 
F. Collection of Data and Reporting 


 
1. All Hate Crime Offenses are identified through the National Incident 


Based Reporting System. 
 
2 The Office of Neighborhood Policing shall provide updated Hate 


Crime information and statistics to community councils and groups. 
 
a. Police Intelligence Unit shall analyze Hate Crime trends and 


provide quarterly reports to the Police Chief. 
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18.121 CITIZEN OBSERVER 
 
Reference: 
 
Procedure 18.120, Release of Information and Public Records 
 
Purpose: 
 
To share information on police investigations, general crime prevention and 
neighborhood information with businesses and citizens through the Citizen 
Observer website (www.citizenobserver.com) in an accurate and timely manner. 
 
Information: 
 
The Citizen Observer website brings law enforcement agencies, citizens and 
businesses together in a united crime prevention partnership.  The need and 
ability to share accurate information quickly is paramount.  The Citizen Observer 
website has developed a highly effective means of connecting citizens with local 
law enforcement that assists in addressing and inhibiting crime within local 
communities and neighborhoods. 
 
Definitions: 
 
Wanted Fugitive Alert – entered when all identifying data is known for a suspect 
who has a warrant or indictment for a felony or serious misdemeanor and 
preliminary attempts to apprehend have been unsuccessful. 


 
Unsolved Crime Alert – entered when a suspect’s identity is not known, or there 
is insufficient evidence to swear a complaint for a felony or serious misdemeanor 
and preliminary follow-up investigation has been unsuccessful in that regard. 
 
Citizen Alert – entered for felonies and serious misdemeanors that just occurred 
and exigent circumstances indicate immediate notification of the citizenry at 
large, including but not limited to, all murders and robberies of financial 
institutions where the offense is not immediately cleared or there is no reason for 
a press release. 
 
Business Alert – entered for felonies or serious misdemeanors that just 
occurred or exigent circumstances justify immediate notification of specific 
businesses including banks, auto shops, pawnshops, etc. 
 
Press Release – entered when enlisting the aid of newspapers, radio or 
television media to help solve a crime or when it is desirable to inform the media 
of an apprehension or resolution to a crime. 


 



http://www.citizenobserver.com/
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School Alert – entered when information would be beneficial for parents, 
students and school personnel on activity concerning their school.   
 
Procedure: 
 
A. Entry of Alerts 
 


1. Each district/section/unit will maintain at least two data entry 
personnel, assigned by the district/section/unit commander and 
trained by the Citizens on Patrol Coordinator, for the purpose of 
entering community information. 


 
a. Only trained personnel or supervisors assigned to the 


neighborhood units may enter, edit or delete community or 
neighborhood information. 


 
b. The Community Oriented Policing (COP) Coordinator will review 


entries daily. 
 


2. Each district/section/unit will maintain at least two data entry 
personnel, assigned by the district/section/unit commander and 
trained by the COP Coordinator, for the purpose of entering criminal 
investigation information. 
 
a. Only trained personnel or supervisors of the investigative unit 


responsible for the case investigation may enter, edit or delete 
information relating to criminal investigations or activity.  


 
3. Only the Public Information Officer may enter media releases 


regarding general crime conditions, crime statistics, policies regarding 
crime and enforcement, unit or investigation successes, etc. 


 
4. All commanders and supervisors assigned to district investigative 


units, Criminal Investigations Section, COP, Central Vice Control 
Section, and Youth Services Unit will be trained to enter Citizen 
Observer data. 


 
a. Only trained personnel may enter information to the Citizen 


Observer website.   
 
b. The COP Coordinator is responsible for the entry, maintenance 


and deletion of community information. 
 


c. Each district/section/unit is responsible for the entry, 
maintenance and deletion of information regarding criminals, 
criminal activity and criminal investigations.  
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d. The Crime Stoppers Coordinator will review all entries daily.  
 


B. Responsibility for Maintenance of Alerts 
 


1. Crime Stoppers personnel will review and edit all entries for wanted 
fugitives, unsolved crimes, citizen alerts, business alerts and media 
releases referencing wanted persons, criminal investigations and 
apprehensions. 


 
2. Personal Crimes Unit personnel will review and edit, when 


appropriate, all entries for missing persons and media releases 
referencing missing and found persons and Amber Alerts. 


 
3. Youth Services Unit personnel will review and edit all entries of school 


alerts and media releases referencing same. 
 
4. The Citizens on Patrol Coordinator will enter all neighborhood watch 


groups, neighborhood watch captains and neighborhood watch alerts, 
as well as review and edit all information entered by watch groups and 
captains. 
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12.120 LABOR DISPUTES AND STRIKES 
 


Reference: 
 


Procedure 12.413, Enforcement of Court Orders 
Procedure 19.140, Outside Employment 


 
Policy: 


 
In all cases of labor disputes or strikes in which there is picketing, 
demonstrations, or disorder, a district supervisor will confer with both labor and 
management officials.  The supervisor will emphasize the Police Department's 
neutral position and its responsibility to protect life and property.  The supervisor 
will also point out the rights and responsibilities of both labor and management 
toward the preservation of the peace. 


 
Department personnel will not discuss controversial matters, or state their 
opinions on any issue concerning the dispute or strike. 


 
Procedure: 


 
A. Police Action: 


 
1. District supervisor duties: 


 
a. A district supervisor will respond to the scene of the strike or 


labor dispute. 
 


b. Confer with both labor and management officials, and emphasize 
the Police Department's neutral position and its responsibility to 
protect life and property. 


 
c. A supervisor from the district of occurrence will prepare a Form 


17.  FAX a copy immediately to Patrol Bureau.  Send the 
original, through channels, to the Patrol Bureau Commander. 


 
2. The district commander, when notified, will: 


 
a. Take steps to provide sufficient police presence and supervision, 


if necessary. 
 


1) Form police details if conditions warrant. 
 
b. Maintain close contact with both sides of the dispute in order to 


keep the Department informed. 
 


c. Send the necessary written reports to the Patrol Bureau 
Commander.  The reports will include incidents, complaints, or 
offenses related to the dispute. 


 
d. Notify the Patrol Bureau Commander, via Form 17, when the 


involved parties settle the dispute. 
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3. If the dispute reaches a critical state, or the district needs extra 
assistance, the district OIC will request Police Communications 
Section (PCS) to notify the following: 


 
a. Night Chief if occurring during his tour of duty. 
 
b. District commander 
 
c. Patrol Bureau Commander 
 
d. Duty Officer if a weekend. 


 
4. In arranging for police presence at the scene of a labor or 


management conflict, and based upon a proven need, the Police 
Department will provide on-duty uniformed personnel up to the point 
where the problem requires more personnel than the Department can 
provide. 
 


B. Arrests: 
 


1. Keep arrests resulting from minor incidents on picket lines or other 
demonstrations to a minimum.  Exercise sound judgment and make 
arrests as a last resort. 


 
2. Try to clear minor incidents between individuals by separating and 


warning them.  Order them to leave the area. 
 


3. Officers will make an immediate arrest for incidents such as assault, 
inciting to riot, property damage, etc. 


 
4. Before an arrest, the officer will: 


 
a. Determine if sympathizers will interfere with the arrest. 


 
1) Make a positive identification of the person and arrest later 


if the arrest is not possible at the time. 
 


b. If officers expect trouble, call for help before the need arises. 
 


1) A proper show of force can frequently end spontaneous 
acts of violence by the crowd. 


 
5. Immediately transport arrested persons from the scene to avoid 


rescue attempts or other acts by sympathizers. 
 


6. In the event of mass arrests, officers must be able to identify 
defendants at the trial. 
 
a. When possible, use camera equipment to identify involved 


persons. 
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C. Court Orders: 
 


1. If the court invokes a court order, injunction, or similar legal process, 
the OIC will advise the City Solicitor or prosecutor. 


 
a. It is the responsibility of the City Solicitor or prosecutor to 


determine what impact the legal process will have upon the 
duties of the Police Department. 


 
b. If other than normal business hours PCS will recall a solicitor. 
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18.122 MEDIA REQUESTS 


Reference: 


Procedure 12.200, Snow Emergencies and Hazardous Road Conditions 
Procedure 12.700, Search Warrants/Consent to Search 
Procedure 18.110, Department Medals, Awards, and Recognition 
Procedure 18.120, Public Records Requests 
Procedure 18.135, Public Appearances 
City of Cincinnati Media Protocol 
City of Cincinnati Records Policy 
Kallstrom v. City of Columbus 
Ohio Revised Code Section 149.43, Availability of Public Records for Inspection and 


Copying 
Ohio Revised Code Section 2151.421, Reporting Child Abuse or Neglect 


Definitions: 


Media Inquiry – A written or verbal request for an interview, comment or information. 


Community Relations Unit (CRU) – Staffed by the Public Information Officer (PIO) 
and the Director of Communications, CRU is the Department’s liaison with the media 
and the City of Cincinnati’s Office of Communications.  The PIO coordinates and 
provides interviews and briefings, and aids Department personnel in releasing 
information to the media.  The Director of Communications prepares and distributes 
daily formal media releases about Police Department activities. 


Purpose: 


Establish protocols to provide responsive, consistent and transparent communications 
between the Police Department and the media. 


Information: 


This procedure is a guide for Department personnel to promote cooperation when 
interacting with the news media, control access of news media representatives at crime 
scenes, natural disasters and other catastrophic events, and ensure consistency when 
responding to media inquiries. 


Policy: 


CRU serves as the primary point of contact for media.  When a media inquiry is 
received, Department personnel will contact the PIO prior to responding or participating 
in an interview. 


Media personnel requesting information will be referred to CRU, Monday through 
Friday, 0800 to 1700 hours.  After hours or if the PIO is unavailable, the officer-in-
charge (OIC) of an incident is responsible for handling basic media requests for 
information concerning the incident. 
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Procedure: 


A. Handling Media Inquiries 


1. When CRU is notified of a media inquiry, the PIO will promptly assess the 
inquiry and determine the appropriate response. 


2. After consultation with the lead investigator or investigation OIC, the PIO, a 
bureau commander, Night Inspector, or a district/section commander, in the 
absence of the PIO, may authorize the on-site release of records, including 
ECC tapes and dispatch logs, to the media. 


3. The Department will not release information from reports involving the abuse 
or neglect of a child in accordance with ORC 2151.421(H)(1) and (H)(2). 


4. In cases of death or serious injury, the police will request the media not 
release the identity of a deceased or seriously injured person until the next of 
kin is notified. 


B. Investigations - Arrests 


1. From the initial stage of a criminal investigation until the completion of a trial 
or disposition without a trial, police personnel will direct all media requests for 
information to the supervisor responsible for the investigation.  The 
supervisor, their designee, or CRU will release the information following the 
listed guidelines. 


2. Before the issuance of an arrest warrant or the filing of any complaint, 
information, or indictment, the identity of a suspect is confidential and will not 
be disclosed. 


a. This does not apply to 911 tapes in which a potential suspect is named. 


b. Do not expose persons in custody to the media for pictures or 
interviews. 


3. After the arrest or citation of a juvenile, information and reports pertaining to 
the arrest or citation are public record. 


4. From the time of arrest, issuance of an arrest warrant, or the filing of any 
complaint, information, or indictment of any person 18 years of age or older, 
the following information will be released upon request: 


a. A factual statement of the accused’s name, sex, race, age, residence, 
occupation, and family status. 


b. The facts of arrest, time and place of arrest, pursuit, and use of 
weapons. 


c. Charges, including a brief description of the elements establishing 
probable cause. 


d. The identity of the investigating and arresting officers or agency and the 
duration of the investigation. 
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1) Do not reveal the identity of covert officers. 


2) Do not reveal the home address or telephone number of any 
officer. 


e. The suspect’s prior criminal record, including arrests, indictments, or 
other charges. 


5. Prior to an official court disposition, Department personnel will not release or 
authorize the release of any statement regarding the following without the 
Police Chief’s approval: 


a. The existence or contents of any confession, admission, or statement 
given by the accused, or the refusal or failure of the accused to make 
any statement. 


b. The performance or results of any examination or test, or the accused’s 
refusal to submit to such examination or test. 


c. The identity, testimony, or credibility of prospective witnesses. 


d. The possibility of a guilty plea to an offense charged. 


e. An opinion concerning the accused person’s guilt, innocence, mental 
competency, or to the merits or evidence in the case. 


6. Critical information will be withheld from the public if danger to a victim still 
exists, (e.g., a kidnapping victim not yet returned) in accordance with 
Kallstrom v. City of Columbus. 


7. Releasing photographs: 


a. Requests for photographs of arrested persons will be referred to the 
Hamilton County Sheriff’s Office Warrant/Identification Unit. 


b. Do not release photographs of victims or witnesses. 


H. Incidents Involving Police Officers 


1. Command officers, district/section commanders, or the OIC of an 
investigation has the authority to release the names of police personnel 
involved in an incident as soon as possible. 


a. Before release, ensure the accuracy of the information. 


b. Allow the officer the opportunity to notify family members before 
releasing the information if the report of an incident would cause them 
concern. 


c. The timely release of the names of police personnel involved in a major 
incident adds to the credibility of the Department and forestalls the 
possibility of the media adversely commenting on the incident because 
information was withheld. 
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2. Notify the Police Chief immediately upon receipt of court ordered request for 
pictures of Department personnel in connection with an event which will 
reflect unfavorably upon the individual officer or the Department. 


I. Statistical Data - Criminal Reports 


1. The PIO will verbally provide information from Police Department 
administrative reports. 


2. Refer requests for copies of Police Department administrative reports to 
Police Records Section (PRS). 


L. Media Access 


1. Media personnel have the same right and access to crime and incident 
scenes as the general public. 


2. The incident OIC should establish a media staging area, assign an officer to 
coordinate it until PIO arrives, and notify ECC of the media staging area 
location and name of the assigned officer. 


a. The media staging area should be established outside the outer 
perimeter, in close proximity to the incident to satisfy both safety 
concerns and the media’s right to cover the incident. 


3. Media personnel should not be staged near, or permitted access to, locations 
where they would be able to transmit live images of incidents such as SWAT 
operations involving hostages or barricaded persons. 


4. Media personnel must have approval of a district/section/unit supervisor or 
the Public Information Officer before entering non-public areas of a police 
facility.  While in non-public areas of a police facility, media personnel must 
be accompanied by police personnel and wear a Visitor ID Pass. 


5. Refer to Procedure 12.700, Search Warrants/Consent to Search, regarding 
restrictions and guidelines for civilians, media, and third parties during the 
execution of a search warrant. 
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12.125 LICENSES AND PERMITS:  INVESTIGATION OF 


Reference: 


Procedure 12.145, Critical Incident Response Plan 
Procedure 12.170, Civil Disturbance Operation Procedure 
Ohio Revised Code 4737.04, Scrap metal and merchandise container dealers; exertion 


of control over certain articles; record keeping 
Ohio Revised Code 4737.10, (Junkyard) Inspections 
Cincinnati Municipal Code 510, Assemblages and Parades 
Cincinnati Municipal Code 765, Special Event Permits 
Cincinnati Municipal Code 843, Junk Dealers and Second-hand Dealers 
Cincinnati Municipal Code 910-19, Violation of Special Event Ordinance 


Definitions: 


Junkyard – a place of business, which is operated for the purpose of storing, keeping, 
buying or selling junk except manufacturing establishments. 


Scrap Metal Processing Facility – an establishment having facilities for processing 
iron, steel, or nonferrous scrap and whose principle product is scrap iron and steel or 
non-ferrous scrap for sale for re-melting purposes. 


Scrap Metal – any scrap article or material composed of iron, steel or nonferrous metal, 
including but not limited to copper, air conditioner parts, and catalytic converters.  
Aluminum cans do not constitute “Scrap Metal.” 


Scrap Metal Purchaser – any scrap processor, second-hand dealer, second-hand 
store, junkyard, facility, establishment, or place of business that buys, trades, accepts or 
receives any scrap metal. 


Scrap Metal Vendor – any person that sells or barters any type of nonferrous scrap 
metal. 


Nonferrous Metal – any metal or metal product containing any amount of the following:  
copper, brass, aluminum, bronze, lead, zinc, nickel, rare metals, any other metal not 
containing iron, or alloys thereof.  This definition does not include precious metals as 
defined in Ohio Revised Code 4737.01. 


Fence – a barrier at least six feet but not more than ten feet in height, which is either 
comprised of plantings or natural objects, or constructed of any non-transparent 
material. 


License – permission or authority to do something which would be wrongful or illegal to 
do if permission or authority were not granted.  Licenses are required in order to 
regulate public matter activities. 


Permit – permission to do something, especially in written form.  A document or 
certificate giving permission to do something that would be illegal to do if permission or 
authority were not granted prior to the act.  Usually short in duration or life. 
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Notwithstanding – any ordinance or statute to the contrary; in spite of the fact that an 
alternative does/does not exist; and “although” when used as a conjunction. 


Planned Event – a planned non-emergency activity (sporting event, concert, parade, 
etc.) 


Regional Emergency Operations Center, (REOC) - a joint operations center that 
serves Hamilton County and the City of Cincinnati.  The REOC shall serve as the 
principal location for the coordination, direction, and control of planned events and 
emergency incidents within the City of Cincinnati and/or Hamilton County. 


Purpose: 


Establish a guide and procedure for the inspection and processing of specific licenses 
and permits held by businesses or individuals within the City limits. 


Policy: 


Police Department personnel are responsible for the inspection and proper recording of 
licensure and permitting of businesses in the City as required by the Treasurer’s Office, 
City Manager, or Police Chief. 


Information: 


The Treasurer's Office of the Department of Finance will exercise all available means of 
contacting the licensee or permit holder, prior to referral to the Police Department for 
investigation. 


The Treasurer's Office will mail the licensee or permit holder an application for renewal 
before the license or permit expires. 


If the notice is not answered or renewal has not been made within a two-week period, 
the Treasurer's Office will forward a list of suspected violators to the Police Department. 


The list will indicate the address of the licensee or permit holder and the district 
affected, and the section number of the specific violation. 


In the case of regular annual and semi-annual inspections, the affected district is 
responsible for the scheduling of inspections and properly reporting the results. 


Special Events Unit has the responsibility for processing all applications for parades, 
special events, and street blocking. 


All Scrap Metal Vendors must have a license issued by the Police Department in order 
to sell any scrap metal within the City limits. 


The Department will maintain a list of known offenders in which Scrap Metal Purchasing 
facilities are prohibited from purchasing items.  That list is titled, Cincinnati Police 
Department’s Scrap Metal “No Buy” List, and is located on the “H” drive of Department 
computers.  The Prosecutor’s Office must be consulted prior to filing any criminal 
charges against Scrap Metal Purchasers stemming from the “No Buy” list. 
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The City Treasurer’s Office is the sole repository for receiving payment of all event 
related application fees (Special Event, Parade, Street Blocking).  Upon receipt of the 
required application fee, the City Treasurer’s Office will issue a payment confirmation 
number to the Special Event Unit. 


Procedure: 


A. Suspected License Violators 


1. The list of suspected violators will be routed to the Patrol Bureau 
Commander, for recording and distribution to each district. 


2. The affected district will receive a list of suspected violators within the district; 
including information that renewal has not been made.  The list will also 
relate why the correspondence has not been answered (e.g. no such 
address, no forwarding address, no response to mailings, etc.) 


3. The district personnel will investigate to determine if the licensee or permit 
holder is located at the address indicated and if the business is still 
operating, and take enforcement action if operating in violation. 


4. If a violation is observed, the investigating officer will determine if the 
licensee or permit holder is an individual or a corporation. 


a. If a corporation, the investigating officer will discuss the case with the 
Prosecutor's Office before any citation is issued. 


b. The investigating officer will issue a payout citation or cite the violator to 
court indicating the specific violation observed and the proper section 
number for the violation. 


c. The investigating officer will sign the affidavit and prepare a Form 527A, 
Case Summary.  The representative of the Treasurer's Office, whose 
signature appears on the list of suspected violators, will be included on 
the Form 527A as a witness.  A copy of the Form 527A will be attached 
to the affidavit. 


d. If at the arraignment proceedings, a "Not Guilty" plea is entered, the 
investigating officer and a representative of the Treasurer's Office will 
be notified by the Prosecutor's Office to appear in court. 


5. The Police Department will notify the Treasurer's Office of the disposition 
upon completion of the court proceeding or investigation. 


B. Firearms-Dealer Inventory: 


1. In order to maintain current information concerning firearms and ammunition, 
the Police Department will conduct semi-annual inspections of firearm 
dealers. 


2. Each district will conduct an inspection of all firearms dealers within their 
respective areas on February 1st, and August 1st. 
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a. Complete Form 599, Firearms and Ammunition Inventory Report, and 
make two copies: 


1) Forward the original to the Patrol Bureau Commander via the 
chain-of-command. 


a) The Patrol Bureau Commander will forward Form 599 to 
Emergency Communications Center (ECC) for placement in 
the Emergency Operations Center CDOP book. 


2) Retain a copy for the district CDOP Book. 


b. A Form 17 will be utilized as a cover for this report.  Indicate which 
business should be given prime attention in the event of a civil 
disturbance. 


c. When making these inspections, special attention will be given these 
factors: 


1) Security measures to be carefully examined and where 
deficiencies are noted, recommendations for improvement shall 
be made by the inspecting officer. 


2) The record shall include day/night telephone numbers of 
responsible members of the business. 


3) All dealers shall be advised to immediately notify their police 
district in the event of any sizable increase in their stock, or 
unusual sales activity. 


3. Form 599 will be reproduced and distributed to the districts, and a limited 
quantity stored at Supply Unit to be ordered on a regular requisition. 


C. Junkyard and Scrap Metal Purchaser Inspection Report: 


1. In order to comply with Ohio law, the affected districts will inspect all Junkyards 
and Scrap Metal Purchasers within their area on a semi-annual basis. 


a. The district commander’s designee (e.g. district investigator(s), officer 
charged with junk/abandoned autos, etc.) will conduct the inspection 
during the months of March and September. 


b. Follow-up inspections will be done within the 60-day period following 
the original inspection and will be conducted as outlined in section C.3. 


2. The Junkyard and Scrap Metal Purchaser inspection report is designed to 
answer all the requirements of the ORC and CMC.  The form has two major 
sections for information gathering. 


a. The top one third of the form is designed to capture who, when, where 
and why an inspection is being done. 


1) The bottom two thirds of the form identifies the items to be 
inspected. 
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b. All blocks listed under the Business Transactions Log must be checked 
off as being present, at the time of inspection, in order for the premise 
to be in compliance. 


c. On a Quarterly basis, the Technology and Systems Section shall 
update the Cincinnati Police Department’s Scrap Metal “No Buy” list 
located on the “H” drive of Department computers. 


1) Offenders with 2 or more convictions for Theft or RSP offenses 
shall be added to the “No Buy” list. 


3. The inspection: 


a. The inspecting officer will contact the business owner to set a date and 
time for the inspection. 


1) Contact the Treasurer’s Office prior to inspection to obtain any 
background information on the licensee. 


b. This inspection shall include, but is not limited to, the completion of 
Form 268, Junkyard and Scrap Metal Purchaser Inspection Checklist, 
and Form 268A, Junk Dealers, Scrap Metal Purchaser, and Second-
Hand Dealers.  Each report shall be completed during each inspection. 


1) For Scrap Metal Purchasing businesses, the inspecting officer 
shall compare the records kept by the business against the 
Cincinnati Police Department’s Scrap Metal “No Buy” list. 


a) If violations are detected, consult the City Prosecutor’s Office 
before taking enforcement action. 


b) Upon completion of the inspection, the inspecting officer 
shall provide a copy of the current list of the Cincinnati Police 
Department’s Scrap Metal “No Buy” list to the person acting 
as the agent on behalf of the business. 


c. District Commanders or designee shall document the inspection reports 
for Junkyards and Scrap Metal Purchasers were completed on a 
Form17 and forward a copy to the Patrol Bureau Commander. 


d. The original Form 268 and Form 268A shall be retained by the district in 
which the junkyard or scrap metal purchasing facility is located, in 
accordance with state record retention laws. 


D. Applications for parades, special events, and street blocking. 


1. Applications are available to the public at any police facility, and on the 
Internet, through the Police Department’s web page. 


a. Form 700, Special Event Permit Application. 


b. Form 710, Parade Permit Application. 


c. Form 720, Street Blocking Permit Application. 
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1) These forms are accessible to all Department personnel via the 
CPDFORMS folder, on the H: drive of Department computers. 


2. Forward completed applications via the chain-of-command to the Special 
Events Unit.  Facsimiles or out dated versions of applications will not be 
accepted.  The application must have the applicant’s original signature on it. 


3. Special Events Unit personnel will ensure the correct event permit application 
fee has been paid to the City Treasurer’s Office prior to the processing and 
issuance of an event permit and ensure the issued confirmation number is 
added to the permit application. 


4. Special Events Unit will send a copy of the application to the appropriate 
district, via Patrol Administration Section, for the district’s review and 
recommendation. 


a. As part of their review and recommendation, the district will complete 
an Emergency Operations Center Activation Matrix for the event. 


5. The district will make their recommendation for approval or disapproval of the 
planned event and return the application, along with the Emergency 
Operations Center Activation Matrix, via the chain-of-command to Special 
Events Unit. 


6. Special Events Unit will ensure acceptable insurance is obtained when 
required and obtain the approval from the City’s Risk Manager.  After the 
insurance is approved by the Risk Manager and the recommendation is 
received from the affected district, Special Events Unit will: 


a. Once the application for a planned event is approved; 


1) Notify the following: 


a) Mayor and City Council; via a completed Form 17SEPAR, 
Special Event Permit Application Report, available in the 
CPDFORMS folder of Department computers. 


b) Affected district 


c) Event applicant 


d) Fire Department 


e) Southern Ohio Regional Transit Authority  


f) Department of Public Works (Traffic and Road Operations) 


g) Southbank Shuttle (if the event involves the southern portion 
of District One) 


h) Transportation Authority of Northern Kentucky (if the event 
involves the southern portion of District One) 


2) Forward a completed Regional Emergency Operations Center 
Activation Matrix to Technology and Systems Section. 


Revised 02/12/15, Replaces 01/17/13 6 







12.125 


a) When the Regional Emergency Operations Center Activation 
Matrix score is 30 or more, Technology and Systems Section 
will forward a recommendation for activation of the REOC to 
the Police Chief for consideration. 


1] When the Police Chief determines the REOC will be 
activated during a planned event, the REOC staffing 
policy and procedure will be followed and the 
appropriate team – Red (Fire Department Team 
Leader), Blue (Police Department Team Leader), or 
Green (Hamilton County EMA Team Leader) – will 
activate and staff the REOC. 


a] Technology and Systems Section will detail at 
least one supervisor to staff the REOC during the 
planned event. 


b] A Technology and Systems Section supervisor 
will be involved in the planning stages of a 
planned event which requires the activation of the 
REOC. 


b. If the application for a planned event is not approved, send notice of 
disapproval to the affected district and the event applicant. 


c. Maintain a calendar of events to provide specific event information and 
will direct this data to Technology and Systems Section so it will be 
available on the Police Department’s website. 


d. Submit requests for Notwithstanding Ordinances for all events taking 
place on city streets that charge admission, or have any other specific 
need or feature requiring a Notwithstanding Ordinance. 


7. When it is necessary to request ECC to reserve radio channels for a planned 
event, the request will be made by the affected district/section/unit 
commander via Form 17 forwarded to the Emergency Communications 
Center Director, with a copy sent to the Support Bureau Commander. 


8. All temporary liquor permit applications for special events on city property are 
coordinated through Special Events Unit. 


9. Special Events Unit maintains staff supervision over the entire process. 


E. Scrap Metal Vendor Licenses and Renewal. 


1. The Impound Unit is responsible for issuing and conducting the background 
investigation for all Scrap Metal Vendor licenses. 


a. Scrap Metal Vendor Licenses are issued Monday through Friday, 0800 
hours to 1600 hours. 
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b. Persons wishing obtain a Scrap Metal Vendor’s Licenses shall 
complete the Form 268C, Scrap Metal Peddler’s / Vendor’s License 
Application. 


c. The Impound Unit Supervisor or designee shall conduct the background 
investigation at the time the Form 268C is received. 


1) No Scrap Metal Vendor’s License shall be issued to any person 
who has been convicted of a combination of two or more Theft or 
Receiving Stolen Property offenses in their lifetime. 


d. If the Scrap Metal Vendor’s License is denied, The Impound Unit 
Supervisor or designee shall note the reason for denial on the Form 
268C. 


1) Explain to the person whose Scrap Metal Vendor’s License was 
denied, they have 30 days to appeal the decision to deny the 
permit to the Office of Administrative Hearings. 


e. If the Scrap Metal Vendor’s License is approved, issue the person the 
Form 268D, Scrap Metal Peddler’s / Vendor’s License / Card and Form 
268E, Scrap Metal Peddler’s / Vendor’s License Receipt. 


1) Scrap Metal Vendor’s Licenses expire one year from the date of 
issuance. 


2. The Impound Unit Supervisor or designee shall be responsible for renewal 
and re-issuance of all Scrap Metal Vendor Licenses. 


a. Individual’s wanting renewal or re-issuance of a Scrap Metal Vendor’s 
License shall be subject to a new background investigation portion only. 


b. If the renewal or re-issuance of the Scrap Metal Vendor’s License is 
denied based on new convictions for Theft or Receiving Stolen Property 
offenses, the individual shall have 30 days to appeal the decision to 
deny the renewal or re-issuance of the license to the Office of 
Administrative Hearings. 
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12.425 REPORTING AND CLASSIFYING BREAKING AND 
ENTERING OFFENSES 


 
Reference: 
 
Procedure 12.400 – Incident and Miscellaneous Reporting 
Ohio Revised Code 2911.11 – Aggravated Burglary 
Ohio Revised Code 2911.12 – Burglary  
Ohio Revised Code 2911.13 – Breaking and Entering 
Ohio Incident Based Reporting Manual 
 
Purpose: 
 
Establish uniform policy for classifying Breaking and Entering type offenses. 
 
Procedure: 
 
A. Reporting Statutory Offenses: 


 
1. Complete a Form 301, Incident Report, for incidents or attempts of, 


Aggravated Burglary, Burglary and Breaking and Entering. 
 
2. If the elements of a specific Ohio Revised Code (ORC) statutory crime 


are present, the offense report will be titled under that specific section. 
 
3. A trespass is one of the elements necessary to establish Aggravated 


Burglary, Burglary, or Breaking and Entering. 
 
a. A trespass in a structure can occur even in public places, such 


as a government building or a department store. 
 
Example:  A customer enters an area where he is not permitted 
access, such as a room marked "Employees Only," or knowingly 
goes from a public office into the private office area. 


 
b. The following incidents will be reported as theft offenses rather 


than Breaking and Entering offenses: 
 
1) Suspect reaches over the bar or counter (restricted area) 


and steals some object of value. 
 
2) Suspect walks behind the counter or display case in a store 


(restricted area) and steals an object of value. 
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a) If a subject's purpose is to commit a theft offense or 
any felony while trespassing in a structure, he has 
committed one of the Breaking and Entering offenses. 


 
b) Purpose to commit a theft offense is obviously 


present when an item is taken.  Evidence of this 
purpose must be presumed when certain facts are 
present:  cash register pried open, petty cash box 
broken into (even though nothing of value was 
contained therein), property is moved to exit door, etc. 


 
4. If a subject trespasses on the land or premises (not a structure) of 


another with the purpose to commit a felony, he has committed a 
Breaking and Entering (ORC 2911.13 (B)).  Should his purpose be to 
commit a crime other than a felony, it should be reported as the crime 
committed and not a Breaking and Entering offense. 
 
a. Trespass on the lands or premises of another occurs when the 


subject knowingly enters an area that he does not have the 
privilege to enter. 
 
1) For the purpose of reporting Breaking and Entering 


offenses, a trespass on the lands or premises of another 
will be presumed if: 
 
a) The land or premises is posted sufficiently to give 


adequate notice that entry is restricted. 
 
b) Subject is advised by a person with authority to 


depart, and he refuses to do so. 
 
c) The area is enclosed with the primary purposes of 


keeping trespassers out and that purpose is apparent 
to an ordinary person; and entry is made to the area 
without privilege to do so (chain link or other type 
fence topped with barbed wire, chain link or other 
type fence 8’ high as opposed to 4’ high). 


 
b. If the area involved is a common area used by joint tenants:  


basement/laundry room of multi-dwelling, or a private garage 
serving several business places, a trespass will not be 
considered present unless it can be substantiated by a witness 
who observed an unauthorized person trespassing, or evidence 
of forcible entry into the common area is present. 
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1) If a storage room or storage bin is connected to the 
common area but is separately secured and assigned for 
the specific use of a particular occupant, an unprivileged 
entry will not be considered a trespass; therefore 
considered a theft. 


 
c. When an offense occurs in a structure, evidence of forcible entry 


is not present, and a suspect or suspects exist who have 
legitimate access to the area, it will be treated as if a trespass 
has not occurred.  These facts must be included on the offense 
report. 


 
d. An unprivileged entry into a vacant structure, a vacant structure 


being renovated, a detached garage, even though not locked or 
secured, or with closed doors or closed windows, will be treated 
as if a trespass has occurred. 


 
5. When a definite hour of commission of the offense is unknown, be 


specific when reporting time interval of occurrence. 
 
6. If further investigation establishes a definite hour of occurrence, a 


correction to the Form 301 will be completed as outlined in Procedure 
12.400, Incident and Miscellaneous Reporting. 
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12.130 VICE CONTROL AND ENFORCEMENT 
RESPONSIBILITIES 


 
Reference: 
 
Procedure 12.715, Property and Evidence:  Confiscation, Accountability, 


Processing, Storage and Release 
Procedure 12.720, Evidence: Submitting for Physical Analysis 
 
Policy: 
 
Enforce laws and ordinances dealing with the suppression of illicit activity in 
dance halls, liquor, gambling, prostitution, narcotics, obscene materials, and 
regulatory violations. 
 
Procedure: 


 
A. District Responsibilities 
 


1. Function as the first line operation responsible for the control and 
suppression of vice activity. 
 


2. Enforce all laws, ordinances, and regulations for the control or 
suppression of liquor, gambling, prostitution, narcotics, obscene 
materials, and regulatory violations. 


 
a. Contact Central Vice Control Section (CVCS) of possible 


violations concerning dance hall license rules and regulations.  
 
b. Refer enforcement plans for obscene material violations 


involving commercial operations to CVCS for investigation and 
coordination with the prosecutor. 


 
c. Refer all complaints/possible violations of sexually oriented 


business licenses to CVCS. 
 


1) All investigations dealing with sexually oriented business 
licenses will be handled by CVCS only. 


 
3. Inspect public and commercial amusement places for conditions 


affecting the health and moral welfare of the community and activities 
or devices having a gambling potential. 


  
4. Investigate and make recommendations to CVCS on liquor permit 


renewal requests, location and ownership transfer requests, and 
issuance of new permits. 
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5. Direct requests for Liquor Commission hearings on reported violations 
to CVCS.  CVCS will process the requests through the local office of 
the Ohio Investigative Unit. 


 
6. Be alert for patterns, trends, or any type of organized vice activity.  If 


found, relay the information to CVCS and concerned district 
personnel. 


 
7. Request assistance, when necessary, from CVCS for vice cases, 


court case preparation, filing criminal complaints, search warrants, 
etc. 


 
8. Process property needing analysis through the Court Property Unit. 


 
9. Maintain a rapport with CVCS; Department bureaus; and public, 


private, and other government agencies concerned with vice control. 
 


10. Prepare reports and maintain records necessary to vice enforcement 
or as prescribed by the Patrol Bureau Commander. 


 
a. Ensure the blocks on the Form 527, Arrest and Investigation 


Report, pertaining to vice activity are completed, i.e., Vice 
Activity Arrest, Type of Premises, and Forfeiture Application DIS-
94. 


 
11. Improve the enforcement effort by participating in public information 


programs and personnel training. 
 
12. Maintain license and permit files. 
 


a. Each district will maintain a file of all businesses within the 
district boundary required by statute or ordinance to secure 
liquor licenses or permits to operate. 


 
1) File each business alphabetically and by "DBA" (Doing 


Business As). 
 
2) Use Ohio Division of Liquor Control (ODLC) Form 29, 


Record of Licensed Places, for these records. 
 


b. Prepare an extra copy of the Form 301, Incident Report, or other 
official documents when an incident occurs in a liquor permit 
premise or has its origin there. 
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1) File this copy in the district file, noting the DBA of the liquor 
permit premise and the correct address under "Type of 
Premises Where Offense Occurred". 


 
2) Forward a copy to CVCS. 


 
c. Prepare Form 526A, Liquor Permit Premises Vice Activity, for all 


fights, disorders, violations, or unwholesome conditions arising 
in, or from, the operation of licensed liquor establishments.  If an 
arrest has occurred, make a copy of the Form 527 instead. 


 
d. File Forms 526A and 527 in the district file, noting the DBA of 


the liquor permit premise and the correct address under "Type of 
Premises Where Offense Occurred". 


 
1) Forward a copy to CVCS. 
 


e.      District commanders will designate a supervisor and an officer to 
maintain these files.  District commanders will make periodic 
checks to ensure the designated supervisor is properly 
maintaining the files. 


 
13.    Temporary Liquor Permits. 
 


a. Special Events Unit will process Temporary Liquor Permit 
applications for the Department. 


 
1) Desk personnel encountering persons, who wish to submit 


a completed application, will direct them to District One for 
application processing. 


 
a) District One Desk personnel will forward all 


Temporary Liquor Permit applications to Special 
Events Unit. 


 
b.      Special Events Unit will: 
 


1) Review all Temporary Liquor Permit applications and  
associated paperwork for completeness. 


 
2)  Route the applications for the required signatures. 
 


a)     The District One Commander will serve as the Chief’s 
designee for the final review and required Department 
signature. 







12.130 


Revised 03/15/11, Replaces 11/24/09  
 


4 


3) Forward a copy of the completed application to the affected 
District Commander as a notification of pending events 
within the affected district. 


 
4) Notify the applicant that the signed application is ready to 


be picked up from District One. 
 
5) Maintain a file of temporary Liquor applications in 


accordance with the established records retention 
schedule. 


 
14.   Notify CVCS of pharmaceutical diversion activities occurring within the 


district’s boundaries.   
 


a. The following circumstances will constitute cause to contact 
CVCS or request recall: 


 
1) The arrest of an employee of any health facility, hospital, 


nursing home, doctor's office, etc., for the possession or 
theft of any amount of dangerous drugs.  The arrest of any 
of the above employees in a non-alcohol related Operating 
a Vehicle Under the Influence (OVI) offense. 


 
2) The arrest of any subject in illegal possession of the bulk 


amount or more of any schedule II controlled 
pharmaceutical substance, or 100 dosage units or more of 
any other controlled pharmaceutical substances or 
dangerous drugs. 


 
3) The arrest of a subject for, or any attempt or complicity to, 


the following offenses: 
 


a) Theft (Drugs) - ORC Section 2913.02 
 
b) Medicaid Fraud - ORC Section 2913.40 
 
c) Insurance Fraud - ORC Section 2913.47 
 
d) Workers’ Compensation Fraud - ORC Section 


2913.48 
 
e) Trafficking in Drugs (Dangerous Drugs) - ORC 


Section 2925.03 
 
f) Deception to Obtain a Dangerous Drug - ORC 


Section 2925.22 
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g) Illegal Processing of a Drug Document - ORC Section 
2925.23 


 
b.   When an officer responds to a pharmacy for a stolen, altered, or 


forged prescription, and an arrest neither occurs nor is imminent, 
the prescription remains at the pharmacy.  Instruct the 
pharmacist to preserve the prescription for possible latent 
fingerprints.  Do not handle the prescription. The responding 
officer will notify CVCS by the next business day.  CVCS will 
receive and preserve the evidence. 


 
B. Central Vice Control Section (CVCS) Responsibilities 
 


1. Assist Patrol Bureau in the suppression of dance hall license 
violations, liquor, gambling, prostitution, narcotics, obscene material, 
and regulatory violations.  CVCS will exercise staff supervision of 
Department activities in these efforts. 


 
2. Monitor vice conditions throughout the city and keep the Police Chief, 


Investigations Bureau Commander, and district commanders informed 
of situations needing attention. 


 
a. Notify Intelligence Section of any organized activity. 


 
3. Actively engage in vice enforcement and involve district personnel in 


these activities. 
 


a. Take immediate enforcement action on vice violations without 
involving district personnel when a delay would jeopardize the 
successful prosecution of the violation. 
 
1) Prepare a Form 526, Vice Activity Report, if an arrest has 


not occurred.  Forward a copy of the form to the affected 
district. 


 
2) If an arrest has occurred, forward a copy of the Form 527 


to the affected district. 
 
4. Act as the liaison between the Department, Ohio Investigative Unit, 


and the Ohio Attorney General's Office. 
 


a. CVCS prepares all requests for Liquor Control Commission 
citations on reported violations.  Requests are submitted through 
the local office of the Ohio Investigative Unit. 
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b. Notify the district commander, in writing, if a reported violation 
was not submitted to the Liquor Control Commission for a 
hearing. 


 
5. Act as the Department’s liaison with Hamilton County and City of 


Cincinnati Prosecutor's Offices in obscene material cases involving 
commercial operations.  Participate in enforcement planning for such 
violations with district personnel and the prosecutor. 


 
6. Act as the Department’s liaison with the Treasurer’s Office in dance 


hall license applications, renewals, and license violation 
investigations. 


 
7. Provide assistance to Department personnel in any vice case, 


especially in court case preparation, filing criminal complaints, and 
writing search warrants. 


 
a. If requested, assistance may include actual participation in 


planning, investigation, arrest, and court presentation. 
 


8. Field test suspected evidence when requested. 
 


9. Participate in recruit and in-service training programs. 
 


10. Aid in preparing public information programs which will improve the 
enforcement effort. 


 
11. Keep Department personnel informed of new laws, court decisions, 


etc., relating to vice activity. 
 
12. Make reports and maintain records necessary to their operation. 


 
13. Maintain a master vice activity file. 


 
a. Maintain photographs of those actively engaged in various vice 


activities.  File by type of activity. 
 


b. Information from files is accessible to authorized personnel upon 
request through a CVCS supervisor. 


 
14. Be the central repository for all vice activity documents. 


 
a. Review and analyze vice activity records to determine patterns, 


trends, or any type of organized activity.  Give special attention 
to activities which cross district and city boundaries.  
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b. Provide for an orderly flow of information to concerned units and 
jurisdictions. 


 
15. CVCS is available to district personnel for recall to investigate 


pharmaceutical diversion activity.   CVCS personnel need involvement 
in an investigation shortly after an arrest.  This includes an opportunity 
to interview the prisoner or to offer any assistance to the arresting 
officer. 


 
16. CVCS will investigate the following cases: 


 
a. The illegal diversion of pharmaceutical drugs. 
 
b. Health care insurance fraud. 


 
C. Reporting Conditions of Dance Hall License Premises 
 


1. Notify CVCS of suspected criminal or regulatory violations, whether 
observed through routine patrol activity, received by complaint, or 
observed while conducting a liquor permit premises inspection. 


 
a. When a Form 529LI, Liquor Permit Premises Inspection Report, 


is completed, CVCS will fax a copy to the Treasurer’s Office 
when any of the below apply: 


 
 1) Location has or is required to have a dance hall license 
 


2) Location has or is required to have an admissions tax 
license 


 
3) Location has or is required to have an entertainment 


license 
 
4) Location has or is required to have a billiard/pool table 


license 
 
5) Location has or is required to have a pinball/amusement 


games license 
 
6) Location has or is required to have a cabaret license 


 
2. Notify CVCS of any locations where pinball/amusement games or 


billiard/pool tables are observed and no license is present. 
 


a. CVCS will notify the Treasurer’s Office to investigate. 
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D. Dance Hall Licenses, Permits, and Renewals 
   
1. Yearly dance hall licenses expire on February 15.  Single date permits 


are only valid for the date listed on the permit. 
 
2. The Treasurer’s Office will notify the Investigations Bureau 


Commander when there is an application for a dance hall license, 
single date permit, or a license renewal request. 
 
a. The Investigations Bureau Commander will assign CVCS to 


complete an investigation on the location applying for the dance 
hall license or permit.  CVCS will coordinate with the Patrol 
Bureau. 


 
1). The investigation will include a review of the security plan 


submitted by the dance hall license applicant.  
 


2) The effect on the surrounding neighborhood will also be 
investigated through consultation with the neighborhood 
community council. 


 
b. CVCS will submit their recommendation for approval or denial of 


the permit on a Form 17 to the Investigations Bureau 
Commander. 


 
1) A recommendation for denial must include a specific 


explanation and reason for the denial.  
 


E. Reporting Conditions of Liquor Permit Premises 
 


1. Notify CVCS of suspected criminal or regulatory violations. 
 


a. Officers may conduct warrantless administrative inspections 
subject to the following limitations: 


 
1) There is reasonable suspicion that evidence of violations of 


the Liquor Control Act and/or rules of the Liquor Control 
Commission would be found in the licensed premises. 


 
2) Inspections are conducted for the limited purpose of 


determining compliance with the Liquor Control Act and 
rules adopted by the Liquor Control Commission. 


 
3) Inspections are conducted only during those hours when 


the permit holder is open for business or when it 
reasonably appears all or part of the business is in use. 
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4) Inspections may include only those portions of the property 
which are part of the licensed premises. 


 
5) Warrantless administrative inspections can include locked 


closets, filing cabinets, cellars, attics, storage rooms, 
desks, and safes located in the liquor premises. 


 
F. Arrests on Premises Where Liquor is Sold 
 


1. Case preparation for arrests on a liquor permit premises consists of: 
 


a. Processing and analysis of liquor evidence. 
 


b. Preparation of Form 527 and Form 529L, Request for Citation. 
 


c. In cases involving a minor, the presence of the minor is 
necessary in court. 


 
1) Only certified copies of birth records are admissible as 


evidence. 
 


a) Route requests for certified copies of birth/death 
certificates through CVCS.  The request should 
include the first, middle, and last name of the 
individual, their sex, race, age, date of birth, father's 
name, mother's maiden name, city, county, state, and 
hospital of birth. 


 
b) CVCS will forward the request to the Bureau of Vital 


Statistics and return the certified copy to the 
requesting officer. 


 
2) If certified copies of birth records are not available, the 


Form 529L must identify the minor's natural parents who 
can verify age. 


 
a) The Form 529L should contain information 


concerning the minor's date of birth, city, county, 
state, hospital of birth, address, father's name, and 
mother's maiden name. 


 
3) Take a written statement from minors whenever possible. 
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d. Complete Form 529L for violations of the Liquor Control Act or 
Liquor Control Commission regulations.  Also complete Form 
529L for the arrest of a permit holder, agent, or employee 
involving violations of laws, ordinances, or liquor regulations on 
permit premises. 


 
1) CVCS retains original copy. 


 
2) Send copy to affected district. 
 


e. Make two copies of the Form 527 on all vice arrests. 
 


1) One copy to CVCS. 
 


2) One copy for the affected district. 
 


f. When filing liquor cases with no local charges and the case will 
go directly before the Liquor Control Commission, handle in the 
following manner: 


 
1) Complete Forms 529L and 526A in duplicate. 


 
a) Original to CVCS. 


 
b) Duplicate for the district file. 


 
2) CVCS will be responsible for the administrative preparation 


of the case before the Liquor Control Commission. 
 


3) Court Property Unit will process evidence gathered for 
presentation to the Liquor Control Commission.  Form 330, 
Property Receipt, will indicate "Columbus Only". 


 
a) Unsealed evidence requires analysis prior to 


submission to the Liquor Control Commission. 
 


b) Sealed evidence for presentment to the Liquor 
Control Commission does not have to be analyzed.  
Hamilton County Municipal Court requires sealed 
evidence to be analyzed. 


 
g. In liquor cases involving multiple arrests, mark and tag all 


evidence under the legal name of the DBA appearing on the 
permit license.  Write in red across the evidence tag "Hold for 
Columbus". 
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1) List names of all arrested on the evidence tag after the 
DBA name. 


 
2. Arrests on premises where liquor is sold without a permit: 


 
a. Refer to Procedure 12.720 concerning analysis and processing 


of liquor evidence. 
 
b. Make two copies of the Form 527. 


 
1) Send original to CVCS. 


 
2) Duplicate for district file. 


 
G. Liquor Permits - Renewal, Transfer, or Issuance of New Permits 


 
1. Route all correspondence concerning renewal, transfer, or issuance of 


liquor permits through CVCS.  The CVCS Commander will make all 
recommendations to the ODLC in writing with the signed approval of 
the Police Chief, Law Department, and City Council. 


 
2. Location transfers or new permit applications: 


 
a. The ODLC will send Form DLC 4053, Police Notification, for 


requests for liquor permits, transfer of applications, etc., to the 
Clerk of Council. 
 
1) CVCS prepares Form 474, Renewal, Transfer or Issuance 


of Liquor Licenses, and sends it to the involved district 
commander who will investigate and notify CVCS of 
approval or disapproval.  Forward completed paperwork, 
including the Form 529LI, Liquor Permit Premises 
Inspection Report, to CVCS. 


 
a) If disapproved, district commanders will note their 


disapproval on a Form 17 listing objections. 
 


1] Send original to CVCS. 
 


2] Place copy in the district file. 
 


2) CVCS will notify the Mayor and Members of Council by 
letter of the Department’s approval/disapproval of the new 
permit, renewal, or transfer request. 
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b. ODLC Form DLC 4053: 
 


1) Upon receipt of the above forms, CVCS will complete the 
Form 474 and any companion ODLC forms. 


 
a) CVCS will document any criminal records on the 


Form 243A, Police Department Conviction Record 
Transcript. 


 
2) Forward copies of Form 474 and the companion ODLC 


forms to the affected district commander for approval or 
disapproval. 


 
3) The ODLC regards the following as objectionable: 


 
a) Conviction of the applicant for felonies or other crimes 


relating to his ability to operate a liquor establishment. 
 


b) An applicant's alcoholism or drug addiction. 
 


c) A prior unfavorable enforcement record. 
 


d) Nonconformity with building, safety, or health 
requirements. 


 
e) Inaccessibility by law enforcement authorities. 


 
f) The establishment will substantially interfere with the 


public decency, sobriety, peace, or good order of the 
neighborhood. 


 
g) The establishment will substantially and adversely 


interfere with the normal orderly conduct of a church, 
library, public playground, school, or hospital. 


 
h) The granting or transferring of a permit will be 


detrimental to the morals, safety, or welfare of the 
public. 


 
i) Adverse effect of saturation of the area with other 


liquor establishments. 
 


4) The district commander will immediately investigate and 
record a recommendation on the Form 474 and return all 
copies to CVCS. 
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a) Objections:  Note objections on a Form 17 and return 
to CVCS. 


 
b) No objections:  Write no objections in the 


“Recommendation” section of Form 474 and return to 
CVCS. 


 
5) The CVCS Commander will make recommendations on the 


Form 474 and route it through the channels for the Police 
Chief’s signature.  The Police Chief will sign the Form 474 
and return it to CVCS. 


 
6) The CVCS Commander will state on the Liquor Control 


Commission Application whether the Department approves 
or disapproves the new permit, location, transfer, etc. 


 
a) CVCS will file a copy of Form 474 and the companion 


ODLC forms. 
 


3. Permit renewals: 
 


a. ODLC issues all renewals each year in June.  The liquor permit 
year is June 1 to May 31. 


 
1) At renewal time, each district commander will investigate 


and determine recommendations for permit renewal.  
Check the accuracy of the district permit file information. 


 
a) The district commander will utilize Form 474M, 


Standardized Liquor License Objection Assessment 
Matrix, pursuant to the investigation and 
recommendation. 


 
1] Form 474M scores will be used to help 


determine recommendations for permit renewal.   
 


2) Forward complaints against a permit premise to CVCS 
each year at renewal time. 


 
a) Renewal objections will address enforcement actions 


occurring on the permit premise during the past year.  
 


1] Attach a list of radio runs, a description of the 
nature of the run, disposition, Form 474M, and 
all relevant information. 
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b) Record the reason for objection on a Form 17 and 
forward to the Police Chief.  List the names of officers 
who can testify about conditions existing on the 
premises. 


 
1] CVCS submits their recommendations to the 


Police Chief for consideration. 
 


c) No action is necessary when there is not an objection 
to a permit renewal. 


 
3) Districts must complete a Form 17 for all annual renewal 


objections, both new and reaffirmed. 
 
H. Gambling Investigations 
 


1. On all suspected gambling operations, the unit initiating the activity 
will prepare a Form 526, listing all the facts and forward to CVCS.  


 
a. Personnel will not visit suspected gambling places alone unless 


authorized by an immediate supervisor.  In some instances, 
infiltration by civilian clothes personnel is necessary to secure 
evidence.  In these cases, obtain prior permission from a 
supervisor. 


 
b. Whenever possible, a supervisor will accompany personnel in 


the investigation of suspected gambling places. 
 


2. A supervisor will respond and observe the accounting of all money or 
equipment held as evidence in gambling arrests. 


 
a. Record claims to money, but do not determine ownership. 


 
b. Ensure all proper reports are made and seized property 


protected. 
 


3. CVCS and each police district will maintain a file on gambling 
operations.  Each file will contain the following: 


 
a. Correct street addresses and locations within the buildings. 
 
b. Owner of building. 
 
c. Lessee of building. 
 
d. Backer of game. 
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e. Forms 526, 527, and other information pertaining to such 
address. 


 
4. Make three copies of Form 526 on all investigations of gambling 


locations. 
 


a. Original to CVCS. 
 
b. One copy for the initiating unit. 
 
c. One copy for affected district. 
 


5. Make three copies of the Form 527 on gambling arrests. 
 
a. One copy to CVCS. 
 
b. One copy for the initiating unit. 
 
c. One copy for the affected district. 


 
d. If an organized ring is suspected, send a copy to Intelligence 


Section. 
 


6. CVCS will prepare a letter to the property owner relating the facts and 
apprise the owner of possible criminal sanctions for future violations. 


 
a. Send the letter by registered mail with personal receipt 


requested. 
 


7. Maintain a copy of the owner's notice in the gambling files. 
 


8. Charge all persons found participating in gambling games under Ohio 
Revised Code (ORC) Sections 2915.02 - Gambling, 2915.03 - 
Operating a Gambling House, or 2915.04 - Public Gaming. 


 
I. Pinball Machine Seizures 
 


1. When observing unlawful use of a pinball machine, confiscate and 
process the machine.  Deliver the machine to the Court Property Unit. 


 
2. Remove the exhibitor's license from the premises and send to Court 


Property Unit in a property envelope.  If the license is under the glass 
of the machine and not accessible, send the license with the machine 
to the Court Property Unit. 


 
3. Prepare a Form 17 including the following information:  







12.130 


Revised 03/15/11, Replaces 11/24/09  
 


16 


a. Time and date of arrest or incident. 
 
b. Arresting officer. 
 
c. Persons arrested and charges. 
 
d. Address and type of business where violation occurred. 
 
e. Facts concerning violation. 
 
f. Make of machine and serial number, if available. 
 
g. Machine license number, distributor, person to whom issued, 


and the expiration date of the license. 
 
h. Exhibitor's license number and to whom issued. 
 
i. Forward copies of the Form 17 to CVCS and Intelligence 


Section. 
 


4. The arresting officer will promptly submit a supplemental Form 17 
reporting the court disposition. 


 
5. Following conviction, CVCS will send a destruction order request to 


the Clerk of Council.    
 


J. Pornography Cases 
 


1. When Department members are advised of, or come into contact with,   
pornography, other than mere possession, they will notify CVCS. 


 
a. Report all cases of child pornography to CVCS and the Personal 


Crimes Unit. 
 


2. The CVCS Commander will assign personnel to investigate the 
complaint. 


 
a. CVCS personnel will view the pornographic material, consult the 


Prosecutor's Office, and make a determination whether to 
prosecute and the proper charges. 


 
b. They will record such information as: 


 
1) Time, date, and location of the violation. 


 
2) Name and address of the theater or store. 
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3) Name and address of the owner; if a corporation, names 
and addresses of the corporation and officers. 


 
4) Name and address of the theater or store manager. 


 
5) Name and address of the projectionist, if a theater. 


 
6) Names of all police and civilian witnesses. 


 
c. CVCS will notify the originating unit of action taken, if any. 
 


K. Drug Abuse Locations 
 


1. When officers believe probable cause exists to file a violation of 
Cincinnati Municipal Code (CMC) 911-5 (c), Permitting Drug Abuse, 
they will: 


 
a. Prepare a Form 526 listing the facts and a written summary of 


evidence and submit to CVCS for review.  Make three copies of 
the Form 526 and distribute as follows: 
 
1) Original to Central Vice Control Section. 
 
2) Copy for the initiating unit. 


 
3) Copy for the affected district. 


 
2. No enforcement action will be taken without administrative review by 


CVCS. 
 


3. Upon approval, an investigative packet will be returned to the 
originating officer who will file a criminal complaint.  Upon arrest or 
citation, send a copy of the Form 527 or Form 314, Notice to Appear, 
to CVCS. 


 
4. When a felony drug offense is committed on property owned by 


another, CVCS will prepare a notification letter to the property owner, 
lessee, occupant, custodian, or supervisor of the location.  It will relate 
the facts and apprise the responsible party of their responsibilities and 
possible arrest for future violations. 


 
a. Make notification within 72 hours by certified mail, return receipt 


requested, or by personal service with a signature as receipt. 
 


b. District CPOP officers will assist in personally notifying the 
owners, occupants, custodians, etc., of drug abuse locations. 
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5. CVCS and each police district will maintain a file on drug abuse 
locations.  Each file will contain the following: 


 
a. Correct street addresses and locations of drug abuse location 


premises, real estate, or vacant land, including specified areas 
(e.g., “Apartment 123,” “first floor,” “northwest corner,” etc.). 


 
b. Owner of premises or real estate. 
 
c. Lessee of premises or real estate. 
 
d. Arrestees and their addresses. 


 
e. Forms 526, 527, and any other information pertaining to drug 


arrests at these addresses. 
 


6. Maintain a copy of the owner’s notice in the drug abuse location files. 
 
7. Charge persons found participating in drug abuse under Ohio Revised 


Code Chapter 2925, Drug Offenses, where applicable. 
 


8. Property held as evidence in drug abuse location arrests will be 
processed according to Procedure 12.715. 


 
a. Ensure all proper reports are made and seized property 


protected. 
 


9. Make three copies of the Form 527 of a drug abuse location arrest: 
 


a. Copy to CVCS. 
 


b. Copy for the initiating unit. 
 
c. Copy for the affected district. 


 
d. If an organized ring is suspected, send a copy to Intelligence 


Section. 
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12.430 ENDANGERING CHILDREN OFFENSES 
 
Reference: 
 
Ohio Revised Code 2919.22 – Endangering Children 
Ohio Revised Code 2151.421 – Official Report of Abuse or Neglect; 


Investigations; Disposition 
Ohio Incident Based Reporting Manual 
 
Information: 
 
In all cases of Endangering Children, the Hamilton County Department of Jobs 
and Family Services has the immediate and future responsibility for the care and 
protection of the children involved. 
 
Personal Crimes Squad (PCS) is responsible for all criminal investigations of 
Endangering Children. 
 
Officers should contact PCS for advice if there is uncertainty about the type of 
offense committed involving children. 
 
Blotter notifications to PCS must include the offense type, time, date, location 
and Records Management System (RMS) case number. 
 
Purpose: 
 
Guide and instruct police personnel in the investigation and reporting of 
Endangering Children offenses. 
 
Ohio Revised Code (ORC) 2151.421 requires officers to report all child abuse 
and neglect cases to the Hamilton County Department of Jobs and Family 
Services (JFS) at 241-KIDS (5437). 
 
Procedure: 
 
A. Care of Children Involved: 


 
1. Cases where children require immediate care, protection, or 


supervision, the police officer discovering the condition will 
immediately telephone: 
 
a. 241-KIDS 
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1) Request the immediate response of an emergency service 
worker.  Give exact location of the incident.  An emergency 
service worker will respond to calls from police 24 hours a 
day. 


 
b. PCS 


 
1) If PCS is off duty, complete a Form 506, Personal Crimes 


Complaint Memorandum. 
 
2. Police officers will remain at the scene until an emergency service 


worker or a PCS officer arrives. 
 
a. Emergency service workers will identify themselves by showing 


a white JFS identification card bearing the worker's name and 
photograph. 


 
b. Officers will release endangered children into the custody of 


241-KIDS.  The emergency service worker will assume full 
responsibility for the protection and placement of children. 


 
c. If an emergency service worker is unable to respond 


immediately, transport the children and meet the service worker 
at the district. 


 
d. Make a blotter entry noting any moving of the children by either 


241-KIDS or the police. 
 
3. In all cases not requiring immediate response to provide care, 


protection, or supervision for the children, the police officer will notify 
241-KIDS and send a completed Form 506 to the PCS. 
 
a. The officer will request a follow-up investigation in the report.  


Explain an immediate response is not required. 
 
1) If unknown whether an immediate response is necessary, 


contact CIS/PCS for advice. 
 
4. In cases requiring immediate emergency medical treatment for 


children, the officer will notify 241-KIDS and the PCS.  If the children 
are transported to a hospital, include the hospital's name with the 
other facts in the report. 


 
B. Reporting and Classifying Endangering Children: 


 
1. Endangering Children – ORC 2919.22(A) 
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a. Occurs when a parent, guardian, custodian, person having 


custody or control, or the person in loco parentis of a child under 
18 years of age, or a mentally or physically handicapped child 
under 21 years of age creates a substantial risk to the health or 
safety of such child by violating a duty of care, protection, or 
support. 
 
Examples: 
 
1) A parent leaves the apartment and goes out drinking, 


leaving a two year old child alone. 
 
2) A parent refuses to prepare food for his children, who 


suffer malnutrition as a result. 
 
b. Do not complete an Ohio Uniform Incident Report for violations 


of ORC Section 2919.22(A). 
 
c. Complete a Form 506 in all cases involving actual or suspected 


violations of ORC 2919.22(A). 
 
1) Advise the responding PCS officer of the Form 506 RMS 


case number.  If a PCS officer is not responding, send a 
blotter notification to the PCS. 


 
2) The Form 506 must contain the following information: 


 
a) The reporting person is the person who makes the 


complaint.  It is not necessarily a parent.  Make a 
Form 506 for each incident. 


 
b) Nature of complaint will include: 


 
1] Notification time of 241-KIDS. 
 
2] The name and arrival time of the 241-KIDS 


worker, if there was an immediate response 
requested. 


 
3] The name of the PCS officer who was notified or 


responded to the scene. 
 
4] Disposition of the children when the police 


officer left the scene (i.e., left with worker, left 
with relative, parent, etc.). 
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2. Endangering Children - ORC 2919.22(B) 


 
a. Occurs when any person does any of the following to a child 


under 18 years of age or a mentally or physically handicapped 
person under 21 years of age: 
 
1) Tortures or cruelly abuses a child. 


 
Examples: 
 
a) A person takes a cigar and burns a victim several 


times with it. 
 
b) A person places the victim's hand in scalding water. 


 
2) Disciplines the victim in such a manner as to create a 


substantial risk of serious physical harm. 
 
Examples: 
 
a) Whipping the victim with a heavy electrical cord or 


heavy stick. 
 
b) Punching the victim with fists, kicking, or pushing him 


down a flight of stairs. 
 
3) Repeatedly administers unwarranted discipline, and there 


is a substantial risk such conduct will seriously impair or 
retard the victim's mental health or development. 
 
Examples: 
 
a) Repeatedly locking a victim in a closet. 
 
b) Repeatedly tying a victim to a bed because of low 


school grades. 
 
c) Repeatedly spanking a victim for bed wetting. 


 
b. Normally, a person administering discipline must have legal 


authority to do so, such as a parent, guardian, custodian, etc.  If 
legal authority is not present, an offense may not have occurred 
under ORC 2919.22(B).  However, some other type of assault 
offense may exist:  i.e., Felonious Assault, Domestic Violence. 
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1) If the facts warrant an offense report other than 
Endangering Children, make the proper report.  However, if 
protection for the child is necessary, follow Sections A.2. 
through A.4. 


 
c. In all cases involving actual or suspected violations of ORC 


2919.22(B), the officer discovering the condition will notify 241-
KIDS and PCS, as detailed in Sections A.2. through A.4. 


 
d. Complete a Form 301, Incident Report, on each child for all 


violations of ORC 2919.22(B). 
 
1) Send blotter notification to PCS. 
 
2) Complete a Form 311G, Confidential Investigative Notes, 


and include the following information: 
 
a) Information identifying the parents. 
 
b) Notification time of 241-KIDS. 
 
c) The name of the 241-KIDS worker and arrival time at 


the scene, if immediate response was requested. 
 
d) Name of PCS officer who was notified or responded 


to the scene. 
 
e) The disposition of the children when the officer left 


the scene (i.e., left with worker, parent, taken to 
hospital, etc.). 


 
e. If the responding officer is unsure or only suspects a violation of 


ORC 2919.22(B), the officer will complete Forms 506 and 311G.  
Send a blotter notification to PCS for follow up investigation. 


Revised 12/05/13, Replaces 1/97 5 








18.135 


Rev. 10/00, Replaces 12/96 1


18.135 PUBLIC APPEARANCES 
 


Reference: 
 


Manual of Rules and Regulations - 1.10 
 


Policy: 
 


Members representing the Police Department at public functions must have prior 
Department approval.  This includes appearances at public gatherings, on radio 
or television, in articles for publication, or as correspondents to newspapers or 
periodicals. 


 
Purpose: 


 
Provide qualified members for public appearances in response to citizen 
requests for speakers. 


 
Provide guidelines for granting permission of public appearances. 


 
Provide for a centralized file of public appearance data, necessary for budget 
preparation and planning purposes. 


 
Procedure: 


 
A. Approval and Compliance: 


 
1. District or section commanders may appoint a qualified member of 


their command to speak at public or private gatherings.  District or 
section commanders may designate an individual to select public 
speakers.  Speakers will address routine district or section functions 
only.  District or section commanders will obtain permission from their 
bureau commander when the request is unusual, exceptional, or the 
subject is controversial. 


 
2. Districts will handle public appearance requests sent directly to them 


provided a qualified speaker is available and the event is within the 
district. 


 
a. Districts unable to provide a qualified speaker will forward 


requests to the Public Information Office (PIO) on a Form 17. 
 
1) PIO will refer the request to a qualified Department speaker 


and notify the requesting person by phone or letter. 
 


3. Bureaus or sections will handle requests sent directly to them 
provided they have a qualified speaker available and the subject 
relates to their functions. 


 
a. Bureaus or sections unable to provide a qualified speaker will 


forward requests to PIO on a Form 17. 
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1) PIO will refer the request to a qualified Department speaker 
and notify the requesting person by phone or letter. 


 
4. Requests sent to the Chief's Office are forwarded to PIO for 


assignment to the proper bureau. 
 


a. PIO will: 
 
1) Assign a control number. 


 
2) Maintain a log of assignments. 


 
3) Ensure the return of a Public Appearance Report (Form 


628) after completion of public appearances. 
 


B. Reporting: 
 


1. Immediately upon completing the public appearance, the member will 
complete two copies of Form 628. 


 
a. Forward the original Form 628 to PIO. 


 
b. Retain the duplicate Form 628 in the unit file. 


 
2. Form 628 divides public appearances into three classes:  community 


meetings, speaker requests, and special projects. 
 
a. A community meeting is a group of public or private citizens 


living or working in a particular community.  This group meets 
periodically with police officers, normally the district or beat 
officers. 


 
b. A speaker request is any public or private group requesting an 


officer to speak on a specific police related subject.  The request 
may be verbal or in writing.  Speaker requests include media 
appearances and guided tours of police facilities. 


 
c. A special project is any demonstration or display of police related 


activities before the public.  Examples are canine 
demonstrations, touring the mobile command center, crime 
prevention displays, booths at the Convention Center, bicycle 
safety-lane, etc.  This also includes paid requests. 


 
3. Public Appearances do not include: 


 
a. Meetings with private or city officials to plan police details. 


 
b. Attendance at regularly scheduled meetings of local and state 


crime prevention officer associations, etc. 
 


4. When more than one officer attends a particular function, submit only 
one Form 628 to PIO.  Preparation is the responsibility of the officer 
assigned to the district where the appearance occurred. 
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5. The PIO Commander will provide the Police Chief with a monthly 
summary of all public appearances by Department personnel from the 
previous month. 


 
a. The report will list appearances by assignment with a breakdown 


by each of the three public appearance classes.  It will compare 
the number of appearances from the current period with the 
same period in previous years. 
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12.435 REPORTING CONDITIONS AFFECTING OTHER 
DEPARTMENTS - FORM 318 
 


Reference: 
 
Cincinnati Municipal Code - 911.17 - Posting Bills on Streets 
Cincinnati Municipal Code - Title XI - Building Control 
Procedure 12.225 - Vehicular Crash Reporting 
Standards Manual - 41.2.4, 61.2.2, 61.3.1, 61.4.2, 82.2.2, 82.2.3 
 
Procedure: 
 
A. Damaged Roadway Property (guardrails, signs, lights, poles, etc.) 


 
1. Immediate action will be taken to nullify any public safety hazard, 


which is created by conditions requiring cognizance or action on the 
part of another City agency. 


 
2. Responding officer will advise district desk personnel of the damaged 


property.  Desk personnel will report damage to Public Works 
Customer Service by phone at 591-6010. 


 
3. A Form 318 (Conditions Affecting Other Departments) will be made in 


triplicate by the reporting officer.  The form must be clear, correct, and 
complete, with no abbreviations being used. 


 
a. The Form 318 will be block printed or typewritten and forwarded 


by the initiating unit as follows: 
 


1) Fax a copy of the Form 318 to Public Works Customer 
Service at 591-6027. 


 
2) Send original Form 318 to the Public Works Customer 


Service. 
 
3) Send the first copy to the City Solicitor's Office. 
 
4) File the second copy in the district/unit files. 


 
4. Departments and Divisions responsible for conditions requiring 


attention are listed in the "City of Cincinnati Information Guide." 
 


B. Building and Zoning Code Violations: 
 


1. Members of the Police Department shall report violations of the 
building and zoning code to the Director of Buildings and Inspections. 


 
a. Any court action relative to such violation shall originate in the 


Department of Buildings and Inspections, after conference with 
the Prosecutor's Office. 







12.435 


Rev. 2/00, Replaces 4/99 2


 
2. Police Department personnel shall cooperate to the extent of reporting 


violations on a Form 318, and assisting with the service of warrants 
after they are secured by the Department of Buildings and 
Inspections. 
 
a. The Department of Buildings and Inspections is charged with the 


responsibility of enforcing all the provisions of the building and 
zoning code.  The inspector of Buildings and Inspections shall 
obtain warrants for violations, whenever necessary. 


 
C. Processing Illegally Posted Signs, or Other Material: 


 
1. When police personnel find signs posted in violation of Section 911.17 


of the Cincinnati Municipal Code, they shall remove such signs, if 
possible, and take them to their district station. 


 
a. The signs shall be retained for 24 hours at the district, and then 


destroyed. 
 
2. When police personnel find large numbers of illegally posted signs or 


signs posted in such a manner that they cannot be easily removed, 
they shall: 


 
a. Notify, by telephone, the Highway Maintenance Field Inspection 


Unit. 
 
b. Complete a Form 318, supplying the necessary information. 


 
1) More than one location may be listed on the Form 318. 
 


3. The Highway Maintenance Field Inspection Unit will follow-up and 
make the necessary notifications relative to ceasing the unlawful 
posting of such signs. 


 
4. The Department of Buildings and Inspections supervises and controls 


the placement of signs on private property. 
 


a. They issue permits in appropriate cases for the placement of 
such signs. 


 
b. When police personnel receive complaints regarding signs on 


private property, they shall: 
 


1) Notify the permit supervisor of the Department of Buildings 
and Inspections by telephone.  The permit supervisor will 
follow up and take any necessary action. 


 
2) Complete a Form 318, supplying the necessary 


information. 
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D. Vehicular Crash Investigations: 


 
1. Reporting officers will record the related OH-1 Crash Report number 


on the Form 318. 
 


2. Reporting officers will report any damage to guardrails, lights, poles, 
signs, etc. per Procedure 12.225. 


 
3. District/unit collators upon receiving the OH-1 and Form 318 in 


triplicate will: 
 


a. Fax a copy of the Form 318 to Public Works Customer Service at 
591-6027. 


 
b. Send original Form 318 to the Public Works Customer Service. 
 
c. Send the first copy to the City Solicitor's Office. 
 
d. File the second copy in the district/unit files. 
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12.131 CONFIDENTIAL INFORMANT MANAGEMENT AND 
CONTROL 


 
References: 


 
Procedure 12.620, Criminal Pursuit Fund 
Procedure 12.700, Securing and Service of Search Warrants 
Procedure 12.815, Court Appearance 
Ohio Revised Code 2933.32 - Body cavity and strip searches; conducting 


unauthorized search; failure to prepare proper 
report 


 
Definitions: 


 
Sources of Information (SOI) - Persons or organizations not under the direction 
of a specific police officer.  A source of information furnishes information without 
compensation and will not take an active part in an investigation. When sources 
of information seek compensation or become an active part of an investigation, 
their status changes to confidential informant.  SOIs do not require registration. 


 
Confidential Informants (CI) - Persons under the direction of a specific police 
officer giving information or other lawful assistance on criminal activity.  
Confidential informants take active parts in investigations and/or receive 
compensation.  Register all CIs. 


 
Confidential Defendant Informants (CDI) - Confidential informants who are 
current defendants in pending court cases and expect compensation in the form 
of judicial or prosecutorial considerations.  Register all CDIs. 


 
Inactive Confidential Informants - Confidential informants not debriefed within 
a year, or declared inactive by the control officer. 


 
Debriefing - Initial and continued questioning of confidential informants.  
Intelligence gathering on backgrounds, motives, limitations, and other information 
they have on all types of criminal activity. 
 
Compensation - Money or judicial/prosecutorial considerations. 
 
Informant Control Officer (ICO) - Officer controlling the confidential informant. 
 
Informant Secondary Officer (ISO) - Serves as contact for the confidential 
informant when the control officer is unavailable and acts as a witness for the 
control officer. 


 
Purpose: 


 
Control confidential informant behavior by providing standard confidential 
informant management procedures and control forms for use by all Department 
personnel. 


 
Maintain a secure confidential informant master file location where officers will 
check confidential informant applicant's history before starting covert activities. 
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Establish a system where supervisors ensure officers follow confidential 
informant control procedures, reducing the use of undesirable informants.  


 
Assure accountability of funds provided to confidential informants, using 
standardized receipts approved by supervisors. 


 
Policy: 


 
The Investigations Bureau Commander can waive portions of this procedure in 
cases of extreme sensitivity where absolute confidentiality is necessary.  Submit 
specific case information to the Investigations Bureau Commander on a Form 17. 
Hand-deliver the Form 17 through the appropriate chain of command. 


 
Department personnel assigned to the Regional Narcotics Unit (RENU), Federal 
Bureau of Investigation (FBI) Task Force, Drug Enforcement Administration 
(DEA) Task Force, and the Violent Crimes Task Force (VCTF) are exempt from 
this procedure.  Personnel assigned to RENU will follow the Hamilton County 
Sheriff's procedure.  Personnel assigned to the FBI Task Force and the VCTF 
will follow the FBI procedure. 


 
CIs are assets of the Department, not specific officers.  When ICOs retire, 
transfer, get promoted, or engage in mismanagement, the Department can 
reassign a CI to another ICO. 


 
Relationships with CIs will remain strictly professional in nature.  Social and 
business contacts are prohibited. 


 
Never use contraband as compensation. 


 
Interdepartmental mail will not be utilized for the delivery of CI documents.  All 
documents regarding the use of CIs will be hand carried. 


 
Procedure: 


 
A. A person must meet three criteria to establish them as a CI: 


 
1. The person is in a unique position to help the Department in a present 


or future investigation. 
 


2. The person will not compromise Department interests or activities. 
 


3. The person will accept the direction necessary to effectively use their 
services. 
 


B. Precautions When Dealing with CIs: 
 


1. Never provide CIs with knowledge of police facilities, operations, 
activities, or personnel. 
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2. Two police officers must be capable of contacting a CI.  Two officers 
will be present at all contacts with CIs unless otherwise approved by a 
supervisor. 
 
a. When dealing with CIs of the opposite sex or homosexual CIs, 


two officers will always be present. 
 


b. Two officers will always be present when paying CIs. 
 


3. Immediately document initial debriefing contacts with CIs on Form 
277, CI Registration and Reliability Report. 
 


4. Document all significant contacts with CIs on Form 277A, Controlling 
District/Section/Unit Debriefing Report.  Examples of significant 
contact are: 
 
a. Receiving information about criminals or criminal activity 


including information from phone conversations. 
 
b. Any compensation made to CIs. 
 
c. Any contact that results in an arrest or the execution of a search 


warrant. 
 
d. The CI becomes involved in criminal activity. 
 


5. Before starting informant activities, CIs will read, understand, and sign 
Form 278, Cooperating Individual Agreement; Form 280, Cooperating 
Individual Release of all Claims; and Form 281, Concealed 
Transmitter and Recording Consent. 
 


6. ICOs cannot guarantee judicial or prosecutorial consideration without 
approval from the court. 


 
7. Avoid revealing a CI's identity during court.  Thoroughly discuss the 


CI's confidentiality with prosecutors before court proceedings. 
 
a. Consider alternatives to revealing a CI's identity. 
 
b. In situations where the disclosure of a CI's identity might 


adversely affect the outcome of a more significant investigation, 
officers may request dismissal of the immediate case. 


 
1) When requesting a dismissal, or intervening in the 


disposition of any case, follow Procedure 12.815, Court 
Appearance. 


 
a) Hand-deliver requests through the appropriate chain 


of command. 
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C. Restricted Use CIs: 
 


1. Restricted use CIs are: 
 
a. Persons under 18 years old. 
 


1) Get permission from a parent or legal guardian before 
using juveniles as confidential informants. 


 
a) Get the signature of the parent/legal guardian on 


Form 280. 
 


b) Use juvenile CIs only to make controlled purchases of 
drugs, alcohol, or in other criminal investigations when 
circumstances are extraordinary and conventional 
investigative techniques do not produce results. 


 
b. Persons having a history of drug or alcohol dependency. 


 
2. Get permission from an immediate supervisor before using restricted 


use CIs. 
 


D. Undesirable CIs: 
 


1. Undesirable CIs are those who: 
 
a. Commit an act which could endanger the life or safety of a police 


officer. 
 
b. Reveal the identity of a police officer to suspects, or in any other 


way compromise an official investigation. 
 
c. Try to use the Department to further criminal goals. 
 
d. Provide false or misleading information to police officers. 
 
e. Engage in conduct that brings discredit or embarrassment upon 


the Department. 
 


2. The use of an undesirable CI requires the permission of an immediate 
supervisor. 
 
a. A Form 17 will be initiated by the Intelligence Section informing 


the ICOs supervisor the CI is undesirable.  The supervisor will 
return the Form 17 to the Intelligence Section indicating his 
approval/disapproval of the CI’s use before the CI is used. 
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E. Informant Control Officer (ICO) Responsibilities: 
 


1. Use Department approved forms for management and control of CIs. 
 


2. Contact the Intelligence Section (Monday-Friday 0800-1600) to 
determine if using a CI will conflict with use by other Department 
personnel. 
 
a. An immediate supervisor will contact the Police Communications 


Section and request recall of Intelligence Section personnel 
when needing information on critical cases. 


 
3. When possible, contact former control officers for more information. 


 
4. Check and report on the reliability of CIs with immediate supervisors. 


 
5. Using persons on probation or parole as CIs. 


 
a. Persons under the authority of the Federal Court System 


(parole/probation/awaiting trial) will not be used by Department 
personnel as CIs. 


 
1) Control of federal defendants is by the sponsoring federal 


agency that brought the charges before the federal court. 
 
b. Use state court probationers/parolees by complying with the 


following guidelines: 
 


1) Contact the person's probation/parole officer. 
 


a) Advise of the person's intention to be a CI. 
 


b) Request approval and cooperation. 
 


c) Obtain the person's conditions of probation/parole. 
 


2) Inform the CI: 
 


a) All conditions of probation/parole must be obeyed. 
 


b) That his probation/parole officer was informed of 
intent to be used as a CI. 


 
6. Conduct debriefings. 


 
a. Document significant debriefings in detail on Form 277A.  Submit 


debriefings to the immediate supervisor. 
 
b. Debrief CIs every time a significant contact occurs during current 


investigations. 
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c. For general intelligence gathering purposes, ICOs will contact 
and debrief CIs that have not been heard from at least quarterly.  
Submit completed Forms 277A to immediate supervisors. 


 
d. CIs not debriefed within a year become inactive and require new 


registration before use. 
 


1) Immediately send a closing Form 277A to the Intelligence 
Section indicating inactive or undesirable status. 


 
e. Use the original CI number issued by the Intelligence Section 


when activating former CIs.  Activating an inactive or undesirable 
CI requires the same procedure as the initial registration. 


 
F. Immediate Supervisor Responsibilities: 


 
1. Securely hand-deliver the proper documentation to the Intelligence 


Section. 
 
a. Inquire into the financial aspects of criminals, including: 
 


1) Real estate, automobiles, bank accounts, and businesses 
owned by suspects. 


 
2. Send information on crime in other jurisdictions to the appropriate law 


enforcement agency. 
 


3. Ensure ICOs register and manage people who meet the criteria as 
CIs. 


 
4. Ensure ICOs receive and document approval for using persons with 


backgrounds that require their classification as restricted use CIs. 
 
a. Ensure ICOs exercise strict control measures on CIs who have a 


history of drug or alcohol dependency. 
 
b. Prohibit ICOs from using CIs for random investigations of drug 


treatment programs for the sole purpose of determining the 
identity of persons enrolled. 


 
c. Identify people who ICOs cannot control effectively and prohibit 


or restrict their use. 
 


5. Ensure payments to CIs are not excessive and include an approved 
and witnessed Form 279, Confidential Informant Receipt. 
 


6. Review CI records with unit commanders. 
 


7. Strictly adhere to all provisions of this procedure. 
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G. District/Section/Unit Commander Responsibilities: 
 


1. District/section/unit commanders will review all CI records with the 
ICO supervisor to ensure proper usage. 
 


2. Submit to Intelligence Section by June 1st and December 1st a list of 
active CIs by CI number. 
 


3. Review and audit payments to CIs. 
 
H. Intelligence Section Responsibilities: 


 
1. Intelligence Section will maintain a master CI file containing all original 


CI forms used by the Department.  The Intelligence Section will: 
 


a. Issue CI identification numbers after receiving the completed and 
approved confidential informant forms. 


 
b. Compare CI signatures on Form 279A, Confidential Informant 


Receipt Part I with the CI signature on original CI registration 
forms.  Notify the unit commander when discrepancies are 
noted. 


 
c. Notify ICOs when obvious conflicts of interest occur. 
 
d. Notify an ICOs supervisor, by Form 17, when a CI is undesirable. 
 
e. Direct appropriate inquiries by field officers to current or previous 


ICOs. 
 
f. Tell ICOs when other officers make inquires about their currently 


controlled CI. 
 
g. Deactivate CI records not used or updated within a year. 
 


1) Ensure control units deactivate CIs not used within a year. 
 


I. Confidential Informant Forms, Documents, and Photographs: 
 


1. Form 277, Confidential Informant Registration and Reliability Report. 
 
a. ICOs will complete a wanted and history check on all CIs via 


RCIC and NCIC. 
 


1) Take appropriate enforcement action on wanted CIs, and 
notify the immediate supervisor. 


 
b. Confirm new adult CI applicants have fingerprints on file at the 


Warrant/Identification Unit for comparison to ensure positive 
identification. 


 
c. In the space provided on Form 277, take fingerprints of the CIs 


left four fingers. Have the Warrant/Identification Unit compare 
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them with the fingerprints on file for positive identification and 
have the deputy sign the confirming space on the Form 277. 


 
1) Juveniles are not fingerprinted for use as CIs.  If the 


juvenile has been arrested for a crime, ORC 2151.313 
must be followed. 


 
d. Make a complete set of fingerprints from adult CI applicants not 


having prints on file. 
 


1) ICOs can roll CI applicant fingerprints in the field. 
 


a) Roll fingerprints on a Bureau of Criminal Identification 
(BCI) Civilian Identification ten print card and an FD-
249 ten print fingerprint card. 


 
b) Submit CI applicant fingerprint cards to the 


Criminalistics Squad for processing. 
 
e. ICOs who cannot roll legible fingerprints will respond to the 


Criminalistics Squad with CI applicants for fingerprinting. 
 


1) The Criminalistics Squad operates 0800-1600 and 2000-
0400 hours, seven days a week. 


 
a) Contact the Criminal Investigation Section 


Commander for fingerprinting CIs in cases of extreme 
sensitivity. 


 
2) When requested, Criminalistics Squad personnel will take 


fingerprints of CI applicants and send them to the proper 
agencies for identification. 


 
a) On the BCI and FD-249 fingerprint cards, in the space 


requiring a charge, the Criminalistics Squad will insert 
the term "Criminal Inquiry." 


 
f. Use CIs on a provisional basis while awaiting confirmation of 


identification from the Criminalistics Squad. 
 


1) The Criminalistics Squad will contact ICOs for transporting 
returned, completed fingerprint cards for placement into the 
CI master file at the Intelligence Section. 


 
g. On the Form 277, in the CI reliability section on the back of the 


form, include the reason for the person becoming a CI, with the 
initial debriefing. 
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2. Form 277A, Controlling District/Section/Unit Debriefing Report . 
 
a. Record entries on the Form 277A after every significant contact 


with a CI. 
 


1) Sign and date each entry. 
 


2) Make changes to the CI’s personal profile when needed. 
 


3) Complete whenever CIs are paid. 
 


4) Deliver updated Forms 277A to the Intelligence Section. 
 


3. Form 278, Cooperating Individual Agreement, and Form 280, 
Cooperating Individual Release of All Claims. 
 
a. ICOs will ensure CIs understand and sign the Form 278 and 


Form 280. 
 
b. ISOs or immediate supervisors will witness the signing of the 


Form 278 and Form 280. 
 


4. Forms 279A and 279B, Confidential Informant Receipts Parts I and II. 
 


a. Conform with Procedure 12.620, Criminal Pursuit Fund, when 
disbursing funds to CIs. 


 
b. When providing funds to CIs, the ICO will complete Form 279A 


and 279B. 
 


1) Include the CI number on both portions of the receipt. 
 


2) A brief statement on the Form 279A will include what 
service the CI gave. 


 
3) Immediate supervisors will review and approve all 


payments to CIs. 
 


a) The approving supervisor will write the transaction 
number and payment amount on the Form 279A and 
279B in the presence of the ICO. 


 
4) After making the payment to the CI, the ICO will ensure the 


CI signs the Forms 279A and 279B using his real name 
and capture a fingerprint in the designated boxes. 


 
5) The completed Form 279A and 279B and associated Form 


680 will be turned into a supervisor prior to the end of the 
tour of duty. 


 
6) Keep completed Form 279B receipts and a copy of the 


Form 277A at the control unit. 
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7) Attach the Form 279A to the original Form 277A and 
forward to the Intelligence Section. 


 
5. Concealed Transmitter and Recording Consent (Form 281). 


 
a. Complete a Form 281 before using transmitter/recording devices 


on any person other than a police officer. 
 


6. Photographing CIs. 
 
a. Take two photographs of all adult CIs.  Take new photographs 


when their appearance changes significantly. 
 


1) Deliver one to the Intelligence Section with the initial Form 
277. 


 
2) Keep the other photograph at the control unit.  Only the 


code name or number should identify the photograph. 
 
b. Juveniles are not photographed by police for use as CIs.  A 


picture furnished by a parent or guardian would be permitted.  If 
the juvenile has been arrested for a crime, ORC 2151.313 must 
be followed. 


 
J. Delivery of Confidential Informant Forms, Documents, and Photographs: 


 
1. After supervisory review and approval, immediately hand deliver all 


completed CI forms, documents, and photographs to the Intelligence 
Section. 
 
a. After receiving the completed and approved forms/documents, 


the Intelligence Section will issue CI numbers to control units.  
Once issued, this number will remain with the CI throughout their 
use and will never be issued again.  


 
1) Record the CI number on all future forms, documents, or 


pictures instead of the CI's actual name. 
 


2) Record the CI number on the Criminal Pursuit Fund 
Expense Report (Form 680) instead of the CI's actual 
name. 


 
K. Control Unit Records on Confidential Informants: 


 
1. Control units will maintain the following: 


 
a. CI code books with: 
 


1) The CI code number issued by the Intelligence Section. 
 
2) The name of ICO and ISO. 


 
3) The date of establishment. 
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4) The nickname or code name of the CI used by the 
controlling unit. 


 
b. Updated copies of Forms 277A using only the CI code number 


and code name as identity. 
 
c. Completed Forms 279B. 
 
d. A current photograph of adult CIs. 
 


2. After inactivation of a CI, control units will forward all records to the 
Intelligence Section where the master file is kept.  A new sign up is 
required before use of an inactive CI. 
 


L. Controlled Purchases Using Confidential Informants: 
 


1. Get permission from an immediate supervisor before making 
controlled purchases. 
 


2. When possible, use CIs to introduce police officers to make 
purchases. 
 


3. Use a concealed body transmitting device and/or recording devices on 
CIs whenever possible. 
 
a. Never destroy recordings before the conclusion of court 


proceedings, including appeals. 
 


4. Search all CIs before and after conducting a controlled purchase of 
drugs. 
 
a. The Strip Search Law (ORC 2933.32) does not apply to the 


voluntary search of CIs. 
 


b. Tell an immediate supervisor whenever a strip search of a CI 
occurs. 


 
c. Male officers will search male CIs, female officers will search 


female CIs. 
 


5. Currency used in controlled purchases. 
 
a. Make an enlarged photocopy and record serial numbers. 
 
b. Two officers will witness buy money given to CIs. 
 


6. When possible, use two or more officers for surveillance of CIs during 
controlled purchases. 
 


7. File appropriate criminal charges on CIs fleeing or trying to flee with 
funds or proceeds of controlled purchases. 
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a. Notify the Investigations Bureau Commander on a Form 17 when 
CIs flee with funds or proceeds.  Hand-deliver the Form 17 
through the appropriate chain of command. 


 
1) Include the report in the CIs file after the Investigations 


Bureau Commander reviews the incident and recommends 
action. 


 
M. Search Warrants Based on Confidential Informant Supplied Information: 


 
1. Confirm information supplied by CIs used in the drafting of search 


warrants. 
 
a. Officers acting as affiants must see the exact location, for 


example, house, apartment, floor and door, where correct entry 
will be made for the service of all search warrants. 


 
b. Supervisors will confirm officers have personal knowledge before 


approving plans for the service of search warrants. 
 
c. Affiants and their supervisors must direct and control others that 


help with the service of search warrants. 
 


1) When necessary, affiant officers will show exact entry 
locations to other units that help with initial entries, e.g., 
SWAT, uniformed units, other agencies. 


 
2) For more information, review Procedure 12.700, Securing 


and Service of Search Warrants. 
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12.131 CONFIDENTIAL INFORMANT MANAGEMENT AND 
CONTROL 


References: 
Procedure 12.620, Criminal Pursuit Fund 
Procedure 12.700, Search Warrants/Consent to Search 
Procedure 12.815, Court Appearance, Jury Duty, and Other Hearings 
Ohio Revised Code 2933.32 - Body cavity and strip searches; conducting unauthorized 


search; failure to prepare proper report 


Definitions: 


Sources of Information (SOI) - Persons or organizations not under the direction of a 
specific police officer.  A source of information furnishes information without 
compensation and will not take an active part in an investigation.  When a source of 
information seeks compensation or becomes an active part of an investigation their 
status changes to confidential informant.  SOIs do not require registration. 


Confidential Informants (CI) - Persons under the direction of a specific police officer 
giving information or other lawful assistance on criminal activity.  Confidential informants 
take active parts in investigations and/or receive compensation.  Register all CIs. 


Confidential Defendant Informants (CDI) - Confidential informants who are current 
defendants in pending court cases and expect compensation in the form of judicial or 
prosecutorial considerations.  Register all CDIs. 


Inactive Confidential Informants - Confidential informants not debriefed within a year, 
or declared inactive by the control officer. 


Debriefing - Initial and continued questioning of confidential informants.  Intelligence 
gathering on backgrounds, motives, limitations, and other information they have on all 
types of criminal activity. 


Compensation - Money or judicial/prosecutorial considerations. 


Informant Control Officer (ICO) - Officer controlling the confidential informant. 


Informant Secondary Officer (ISO) - Serves as contact for the confidential informant 
when the control officer is unavailable and acts as a witness for the control officer. 


Purpose: 


Control confidential informant behavior by providing standard confidential informant 
management procedures and control forms for use by all Department personnel. 


Maintain a secure confidential informant master file location where officers will check 
confidential informant applicant's history before starting covert activities. 


Establish a system where supervisors ensure officers follow confidential informant 
control procedures, reducing the use of undesirable informants. 
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Assure accountability of funds provided to confidential informants, using standardized 
receipts approved by supervisors. 


Policy: 


The Investigations Bureau Commander can waive portions of this procedure in cases of 
extreme sensitivity where absolute confidentiality is necessary.  Submit specific case 
information to the Investigations Bureau Commander on a Form 17.  Hand-deliver the 
Form 17 through the appropriate chain of command. 


Department personnel assigned to a county wide unit or Federal task force are exempt 
from this procedure.  Personnel assigned to a county wide unit will follow the Hamilton 
County Sheriff's procedure.  Personnel assigned to a Federal task force or unit will 
follow the Federal procedure. 


CIs are assets of the Department, not specific officers.  When ICOs retire, transfer, get 
promoted, or engage in mismanagement, the Department can reassign a CI to another 
ICO. 


Relationships with CIs will remain strictly professional in nature.  Social and business 
contacts are prohibited. 


Never use contraband as compensation. 


Interdepartmental mail will not be utilized for the delivery of CI documents.  All 
documents regarding the use of CIs will be hand-carried. 


Procedure: 


A. A person must meet three criteria to establish them as a CI: 


1. The person is in a unique position to help the Department in a present or 
future investigation. 


2. The person will not compromise Department interests or activities. 


3. The person will accept the direction necessary to effectively use their 
services. 


B. Precautions When Dealing with CIs: 


1. Never provide CIs with knowledge of police facilities, operations, activities, or 
personnel. 


2. Two police officers must be capable of contacting a CI.  Two officers will be 
present at all contacts with CIs unless otherwise approved by a supervisor. 


a. When dealing with CIs of the opposite sex or homosexual CIs, two 
officers will always be present. 


b. Two officers will always be present when paying CIs. 


3. Immediately document initial debriefing contacts with CIs on Form 277, CI 
Registration and Reliability Report. 
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4. Document all significant contacts with CIs on Form 277A, Controlling 
District/Section/Unit Debriefing Report.  Examples of significant contact are: 


a. Receiving information about criminals or criminal activity including 
information from phone conversations. 


b. Any compensation made to CIs. 


c. Any contact resulting in an arrest or the execution of a search warrant. 


d. The CI becomes involved in criminal activity. 


5. Before starting informant activities, CIs will read, understand, and sign Form 
278, Cooperating Individual Agreement; Form 280, Cooperating Individual 
Release of all Claims; and Form 281, Concealed Transmitter and Recording 
Consent. 


6. ICOs cannot guarantee judicial or prosecutorial consideration without 
approval from the court. 


7. Avoid revealing a CI's identity during court.  Thoroughly discuss the CI's 
confidentiality with prosecutors before court proceedings. 


a. Consider alternatives to revealing a CI's identity. 


b. In situations where the disclosure of a CI's identity might adversely 
affect the outcome of a more significant investigation, officers may 
request dismissal of the immediate case. 


1) When requesting a dismissal, or intervening in the disposition of 
any case, follow Procedure 12.815, Court Appearance, Jury Duty, 
and Other Hearings. 


a) Hand-deliver requests through the appropriate chain of 
command. 


C. Restricted Use CIs: 


1. Restricted use CIs are: 


a. Persons under 18 years old. 


1) Get permission from a parent or legal guardian before using 
juveniles as confidential informants. 


a) Get the signature of the parent/legal guardian on Form 280. 


b) Use juvenile CIs only to make controlled purchases of drugs, 
alcohol, or in other criminal investigations when 
circumstances are extraordinary and conventional 
investigative techniques do not produce results. 


b. Persons having a history of drug or alcohol dependency. 


2. Get permission from an immediate supervisor before using restricted use 
CIs. 
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D. Undesirable CIs: 


1. Undesirable CIs are those who: 


a. Commit an act which could endanger the life or safety of a police 
officer. 


b. Reveal the identity of a police officer to suspects, or in any other way 
compromise an official investigation. 


c. Try to use the Department to further criminal goals. 


d. Provide false or misleading information to police officers. 


e. Engage in conduct that brings discredit or embarrassment upon the 
Department. 


2. The use of an undesirable CI requires the permission of an immediate 
supervisor. 


a. A Form 17 will be initiated by the Intelligence Unit informing the ICO’s 
supervisor the CI is undesirable.  The supervisor will return the Form 17 
to the Intelligence Unit indicating his approval/disapproval of the CIs 
use before the CI is used. 


E. Informant Control Officer (ICO) Responsibilities: 


1. Use Department approved forms for management and control of CIs. 


2. Contact the Intelligence Unit (Monday-Friday 0800-1600) to determine if 
using a CI will conflict with use by other Department personnel. 


a. An immediate supervisor will contact the Emergency Communications 
Center and request recall of Intelligence Unit personnel when needing 
information on critical cases. 


3. When possible, contact former control officers for more information. 


4. Check and report on the reliability of CIs with immediate supervisors. 


5. Using persons on probation or parole as CIs. 


a. Persons under the authority of the Federal Court System 
(parole/probation/awaiting trial) will not be used by Department 
personnel as CIs. 


1) Control of federal defendants is by the sponsoring federal agency 
that brought the charges before the federal court. 


b. Use state court probationers/parolees by complying with the following 
guidelines: 


1) Contact the person's probation/parole officer. 


a) Advise of the person's intention to be a CI. 


b) Request approval and cooperation. 
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c) Obtain the person's conditions of probation/parole. 


2) Inform the CI: 


a) All conditions of probation/parole must be obeyed. 


b) That his probation/parole officer was informed of intent to be 
used as a CI. 


6. Conduct debriefings. 


a. Document significant debriefings in detail on Form 277A.  Submit 
debriefings to the immediate supervisor. 


b. Debrief CIs every time a significant contact occurs during current 
investigations. 


c. For general intelligence gathering purposes, ICOs will contact and 
debrief CIs that have not been heard from at least quarterly.  Submit 
completed Forms 277A to immediate supervisors. 


d. CIs not debriefed within a year become inactive and require new 
registration before use. 


1) Immediately send a closing Form 277A to the Intelligence Unit 
indicating inactive or undesirable status. 


e. Use the original CI number issued by the Intelligence Unit when 
activating former CIs.  Activating an inactive or undesirable CI requires 
the same procedure as the initial registration. 


F. Immediate Supervisor Responsibilities: 


1. Securely hand-deliver the proper documentation to the Intelligence Unit. 


a. Inquire into the financial aspects of criminals, including: 


1) Real estate, automobiles, bank accounts, and businesses owned 
by suspects. 


2. Send information on crime in other jurisdictions to the appropriate law 
enforcement agency. 


3. Ensure ICOs register and manage people who meet the criteria as CIs. 


4. Ensure ICOs receive and document approval for using persons with 
backgrounds that require their classification as restricted use CIs. 


a. Ensure ICOs exercise strict control measures on CIs who have a 
history of drug or alcohol dependency. 


b. Prohibit ICOs from using CIs for random investigations of drug 
treatment programs for the sole purpose of determining the identity of 
persons enrolled. 







12.131 


Revised 11/19/15 Replaces 05/19/09 6 


c. Identify people who ICOs cannot control effectively and prohibit or 
restrict their use. 


5. Ensure payments to CIs are not excessive and include an approved and 
witnessed Form 279, Confidential Informant Receipt. 


6. Review CI records with unit commanders. 


7. Strictly adhere to all provisions of this procedure. 


G. District/Section/Unit Commander Responsibilities: 


1. District/section/unit commanders will review all CI records with the ICO 
supervisor to ensure proper usage. 


2. Submit to Intelligence Unit by June 1st and December 1st a list of active CIs 
by CI number. 


3. Review and audit payments to CIs. 


H. Intelligence Unit Responsibilities: 


1. Intelligence Unit will maintain a master CI file containing all original CI forms 
used by the Department.  The Intelligence Unit will: 


a. Issue CI identification numbers after receiving the completed and 
approved confidential informant forms. 


b. Compare CI signatures on Form 279A, Confidential Informant Receipt 
Part I with the CI signature on original CI registration forms.  Notify the 
unit commander when discrepancies are noted. 


c. Notify ICOs when obvious conflicts of interest occur. 


d. Notify an ICO’s supervisor, by Form 17, when a CI is undesirable. 


e. Direct appropriate inquiries by field officers to current or previous ICOs. 


f. Tell ICOs when other officers make inquires about their currently 
controlled CI. 


g. Deactivate CI records not used or updated within a year. 


1) Ensure control units deactivate CIs not used within a year. 


I. Confidential Informant Forms, Documents, and Photographs: 


1. Form 277, Confidential Informant Registration and Reliability Report. 


a. ICOs will complete a wanted and history check on all CIs via RCIC and 
NCIC. 


1) Take appropriate enforcement action on wanted CIs, and notify 
the immediate supervisor. 
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b. Confirm new adult CI applicants have fingerprints on file at the 
Hamilton County Sheriff’s Office (HCSO) Warrant/Identification Unit for 
comparison to ensure positive identification. 


c. In the space provided on Form 277, take fingerprints of the CIs left four 
fingers.  Have the HCSO Warrant/Identification Unit compare them with 
the fingerprints on file for positive identification and have the deputy sign 
the confirming space on the Form 277. 


1) Juveniles are not fingerprinted for use as CIs.  If the juvenile has 
been arrested for a crime, ORC 2151.313 must be followed. 


d. Make a complete set of fingerprints from adult CI applicants not having 
prints on file. 


1) ICOs can roll CI applicant fingerprints in the field. 


a) Roll fingerprints on a Federal Bureau of Investigation FD-
258 ten print fingerprint card. 


b) Submit CI applicant fingerprint cards to the Criminalistics 
Squad for processing. 


e. ICOs who cannot roll legible fingerprints will respond to the 
Criminalistics Squad with CI applicants for fingerprinting. 


1) The Criminalistics Squad operates 0800-1600 and 2000-0400 
hours, seven days a week. 


a) Contact the Criminal Investigation Section Commander for 
fingerprinting CIs in cases of extreme sensitivity. 


2) When requested, Criminalistics Squad personnel will take 
fingerprints of CI applicants and send them to the proper agencies 
for identification. 


a) On the FD-258 fingerprint cards, in the space requiring a 
charge, the Criminalistics Squad will insert the term 
"Criminal Inquiry." 


f. Use CIs on a provisional basis while awaiting confirmation of 
identification from the Criminalistics Squad. 


1) The Criminalistics Squad will contact ICOs for transporting 
returned, completed fingerprint cards for placement into the CI 
master file at the Intelligence Unit. 


g. On the Form 277, in the CI reliability section on the back of the form, 
include the reason for the person becoming a CI, with the initial 
debriefing. 


2. Form 277A, Controlling District/Section/Unit Debriefing Report. 
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a. Record entries on the Form 277A after every significant contact with a 
CI. 


1) Sign and date each entry. 


2) Make changes to the CI’s personal profile when needed. 


3) Complete whenever CIs are paid. 


4) Deliver updated Forms 277A to the Intelligence Unit. 


3. Form 278, Cooperating Individual Agreement, and Form 280, Cooperating 
Individual Release of All Claims. 


a. ICOs will ensure CIs understand and sign the Form 278 and Form 280. 


b. ISOs or immediate supervisors will witness the signing of the Form 278 
and Form 280. 


4. Forms 279A and 279B, Confidential Informant Receipts Parts I and II. 


a. Conform with Procedure 12.620, Criminal Pursuit Fund, when 
disbursing funds to CIs. 


b. When providing funds to CIs, the ICO will complete Form 279A and 
279B. 


1) Include the CI number on both portions of the receipt. 


2) A brief statement on the Form 279A will include what service the 
CI gave. 


3) Immediate supervisors will review and approve all payments to 
CIs. 


a) The approving supervisor will write the transaction number 
and payment amount on the Form 279A and 279B in the 
presence of the ICO. 


4) After making the payment to the CI, the ICO will ensure the CI 
signs the Forms 279A and 279B using his real name and capture 
a fingerprint in the designated boxes. 


5) The completed Form 279A and 279B and associated Form 680 
will be turned into a supervisor prior to the end of the tour of duty. 


6) Keep completed Form 279B receipts and a copy of the Form 
277A at the control unit. 


7) Attach the Form 279A to the original Form 277A and forward to 
the Intelligence Unit. 


5. Concealed Transmitter and Recording Consent (Form 281). 


a. Complete a Form 281 before using transmitter/recording devices on 
any person other than a police officer. 
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6. Photographing CIs. 


a. Take two photographs of all adult CIs.  Take new photographs when 
their appearance changes significantly. 


1) Deliver one to the Intelligence Unit with the initial Form 277. 


2) Keep the other photograph at the control unit.  Only the code 
name or number should identify the photograph. 


b. Juveniles are not photographed by police for use as CIs.  A picture 
furnished by a parent or guardian would be permitted.  If the juvenile 
has been arrested for a crime, ORC 2151.313 must be followed. 


J. Delivery of Confidential Informant Forms, Documents, and Photographs: 


1. After supervisory review and approval, immediately hand deliver all 
completed CI forms, documents, and photographs to the Intelligence Unit. 


a. After receiving the completed and approved forms/documents, the 
Intelligence Unit will issue CI numbers to control units.  Once issued, 
this number will remain with the CI throughout their use and will never 
be issued again. 


1) Record the CI number on all future forms, documents, or pictures 
instead of the CI's actual name. 


2) Record the CI number on the Criminal Pursuit Fund Expense 
Report (Form 680) instead of the CI's actual name. 


K. Control Unit Records on Confidential Informants: 


1. Control units will maintain the following: 


a. CI code books with: 


1) The CI code number issued by the Intelligence Unit. 


2) The name of ICO and ISO. 


3) The date of establishment. 


4) The nickname or code name of the CI used by the controlling unit. 


b. Updated copies of Forms 277A using only the CI code number and 
code name as identity. 


c. Completed Forms 279B. 


d. A current photograph of adult CIs. 


2. After inactivation of a CI, control units will forward all records to the 
Intelligence Unit where the master file is kept.  A new sign up is required 
before use of an inactive CI. 
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L. Controlled Purchases Using Confidential Informants: 


1. Get permission from an immediate supervisor before making controlled 
purchases. 


2. When possible, use CIs to introduce police officers to make purchases. 


3. Use a concealed body transmitting device and/or recording devices on CIs 
whenever possible. 


a. Never destroy recordings before the conclusion of court proceedings, 
including appeals. 


4. Search all CIs before and after conducting a controlled purchase of drugs. 


a. The Strip Search Law (ORC 2933.32) does not apply to the voluntary 
search of CIs. 


b. Tell an immediate supervisor whenever a strip search of a CI occurs. 


c. Male officers will search male CIs, female officers will search female 
CIs. 


5. Currency used in controlled purchases. 


a. Make an enlarged photocopy and record serial numbers. 


b. Two officers will witness buy money given to CIs. 


6. When possible, use two or more officers for surveillance of CIs during 
controlled purchases. 


7. File appropriate criminal charges on CIs fleeing or trying to flee with funds or 
proceeds of controlled purchases. 


a. Notify the Investigations Bureau Commander on a Form 17 when CIs 
flee with funds or proceeds.  Hand-deliver the Form 17 through the 
appropriate chain of command. 


1) Include the report in the CIs file after the Investigations Bureau 
Commander reviews the incident and recommends action. 


M. Search Warrants Based on Confidential Informant Supplied Information: 


1. Confirm information supplied by CIs used in the drafting of search warrants. 


a. Officers acting as affiants must see the exact location, for example, 
house, apartment, floor and door, where correct entry will be made for 
the service of all search warrants. 


b. Supervisors will confirm officers have personal knowledge before 
approving plans for the service of search warrants. 


c. Affiants and their supervisors must direct and control others that help 
with the service of search warrants. 
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1) When necessary, affiant officers will show exact entry locations to 
other units that help with initial entries, e.g., SWAT, uniformed 
units, other agencies. 


2) For more information, review Procedure 12.700, Search 
Warrants/Consent to Search. 
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12.445 COMPLAINT REPORT – FORM 305 
 
Standards Manual 55.2.2, 82.1.5 
 
Procedure: 
 
A. Complaint Report Form Processing: 


 
1.  An officer receiving a complaint or request for police service requiring 


follow-up investigation in instances where no other official reports are 
required, will complete a Complaint Report (Form 305). 


 
a. Record all information required on the form. 


 
1) Record the district complaint number following that of the 


previous complaint. 
 
2) The disposition due date is determined according to the 


amount of time needed to handle the complaint or provide 
the service requested, but in no case be more than 10 
days. 
 
a) A supervisor must approve additional time and adjust 


the complaint due date if additional time is necessary 
to provide needed service. 


 
1] Inform the district/section commander of any 


complaint due date extension granted.  
 


b. Record the complaint or request for service in the Complaint 
Control Book. 


 
1) This book will be a ledger type record, with the following 


headings: Date, Complaint Number, Name and Address of 
Complainant, Nature of Complaint, and Closure Date. 


 
2. Forward the original copy of Form 305 to the district/section 


commander for review.  
 


1) Place a copy of the form 305 in the roll call folder.  After 
reading at roll call, supervisors will initial these reports and: 


 
a) Provide a copy of the form to the investigating officer. 
 
b) File a copy of the form in the district Complaint Tickler 


File. 
 


3. Upon receiving a Form 305, officers will investigate or render service 
as soon as possible. 


 
a. They will record information concerning their investigation and 


action taken under the Disposition Column on the form, giving 
their name, relief, and disposition date. 
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b. Return the form to the supervisor after necessary action is taken 


or the disposition is due on the report. 
 


4. When the investigating officer turns in a Form 305, the supervisor will 
review the action taken.  If he approves, he will initial the report and 
forward it to the district/section commander for approval. 


 
a. If approved by the district/section commander, a supervisor will 


mark it from the Control Book using the closure date and file the 
original report alphabetically and/or numerically in the Closed 
Form 305 File. 


 
5. If either the district/section commander or the supervisor does not 


approve of the action taken or feels additional action is required, the 
supervisor will: 


 
a. Assign a new disposition date to the report and return the 


officer's copy with appropriate instructions. 
 
b. Return the district copy to the Tickler File as indicated by the 


new disposition date. 
 


6. Use the complaint form procedure for letters from the Office of the 
Police Chief and other unit correspondence requiring police service. 


 
7. At the beginning of each shift, the OIC will check the tickler file for 


reports that are due. 
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12.135 RESPONDING TO ALARMS AND REPORTING FALSE 
ALARMS 


References: 


Cincinnati Municipal Code, Chapter 807 - Alarms 
Cincinnati Municipal Code, Section 108-5 


Definitions: 


Multi-Agency Radio Communications System (MARCS) – radios that allow direct 
communication with local Public Safety Answering Points (PSAPs).  These alarms will 
only be activated by a Cincinnati Public School (CPS) employee when it is not feasible 
or possible to make phone contact through 9-1-1. 


Public Safety Answering Point (PSAP) – Mutual Aid Police Dispatch Centers for the 
City of Cincinnati, Hamilton County Sheriff’s Office, and City of Norwood. 


Purpose: 


Designate the Records Management System (RMS) as the uniform method for 
documenting a false holdup, burglar, audible, panic, Robbery Apprehension Program 
(RAP), or MARCS alarm. 


Improve the effectiveness of alarm systems and reduce the number of false alarms. 


Document false alarms resulting from defective alarm equipment or subscriber 
negligence and provide information for determining fees. 


Expedite the response and arrival of law enforcement personnel to emergency incidents 
occurring on school property. 


Policy: 


Department personnel will respond to and investigate all audible, burglar, holdup, panic, 
RAP and MARCS alarms.  Officers will exercise due caution when investigating these 
alarms and shall continue to do so until the alarm is proven to be false or, prior to an 
officer’s arrival, the alarm is cancelled by the alarm company through the Emergency 
Communications Center (ECC). 


After careful consideration of the circumstances, field supervisors may cancel response 
to a burglar, holdup, or panic alarm activation when operational needs dictate.  
Examples of this are:  inclement weather / high winds, meter reader activity, electrical 
outages, etc.  Supervisors should give special consideration when these situations 
involve panic alarms or any suspicious circumstances.  Supervisors may not cancel 
response to MARCS alarms or RAP alarms. 


The Department may impose fees for multiple false alarms from the same user pursuant 
to Cincinnati Municipal Code, Chapter 807. 
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Information: 


Alarm companies are required, by ordinance, to make a second attempt to reach the 
complainant at an alternate number if there is no answer on their first attempt to contact 
a complainant.  If they are unable to reach the complainant on the second attempt, the 
alarm company will then contact ECC to request police response. 


The activation of a MARCS alarm by a school employee could mean an active shooter 
incident is in progress.  Officers responding to these alarms should keep in mind that 
active shooter situations are unpredictable and evolve quickly.  In situations where it is 
confirmed a MARCS alarm has been activated due to an active shooter incident, 
officers will follow the active shooter response plan outlined in the Department’s Tactical 
Patrol Guide. 


Procedure: 


A. Reporting False Alarm Activations 


1. The RMS Alarm Responses module will be used to complete a record for the 
following false alarms: 


a. Non-residential alarm 


b. Residential Alarm 


c. Signal 66:  direct line holdup alarm 


d. Signal 7:  burglar alarm 


e. Robbery Apprehension Program (RAP) alarm 


1) In addition to completing the Alarm Responses module, the 
investigating officer will immediately contact the Criminal 
Investigation Section (CIS) desk with the false RAP alarm 
information. 


f. MARCS alarm. 


g. Panic alarm 


h. Panic alarm from vehicles 


1) These include audible or silent duress alarms activated by a 
vehicle occupant and transmitted to an alarm company.  They do 
not include audible alarms indicating vehicle tampering or break-
in. 


2. Do not complete the Alarm Responses module in RMS for: 


a. Offenses that will be documented as a Case Report in RMS. 


b. An alarm activated by an officer during the investigation of a Place 
Found Open (PFO) (see Section B.). 
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c. A false fire box alarm. 


d. An audible tampering alarm from a vehicle. 


e. False alarms cancelled by the alarm company through ECC, prior to 
police arrival. 


f. False alarms investigated by an officer working an off-duty extension of 
police services detail for the registered alarm holder. 


3. Entering information into the Alarm Responses module. 


a. Ensure the officer completing the Alarm Response module is the same 
officer who is logged into the Mobile Data Computer and RMS. 


b. In the Alarm Responses module, select the “Add Record” tab to open a 
new record. 


c. Enter the Computer Aided Dispatch (CAD) number, into the CAD 
Number field. 


d. The following information is mandated by the City’s alarm ordinance.  
Enter all information accurately into the Alarm Responses module.  The 
information is reference material for alarm appeal hearings and 
municipal court. 


1) Occurred Date/Time – Enter the date and time of dispatch. 


2) Alarm (Verified) Address – Verify/enter the numeric and street 
name to allow for proper billing of the subscriber. 


3) Apartment/Building Number - In addition to the street address, 
include the apartment number, building number, etc. 


4) CSZ – Enter the City, State, and Zip Code of the alarm location 
address. 


5) District – Enter or select from the drop-down menu the district in 
which the alarm occurred. 


6) Beat - Enter or select from the drop-down menu the beat in which 
the alarm occurred. 


7) Alarm Owner Name - Record the full name of the business or 
residential subscriber. 


8) Registration Number - Is provided by the alarm company of the 
registered alarm user, in the text of the radio run.  If no registration 
number is provided, type "NONE" in the box. 


9) Type of User - Select the user type from the drop-down menu. 
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10) Owner Representative On Scene – Use the drop-down menu to 
indicate if an owner/representative is on scene while the police 
are present. 


a) If an owner/representative is on scene, obtain and record the 
individual's name in the appropriate field.  It is not necessary 
to obtain an owner or representative’s signature. 


11) Alarm Type - Select the alarm type from the drop-down menu. 


12) Alarm Company - Record only if known (e.g., information from 
ECC, owner or company representative). 


13) Alarm Company Responded - Select from the drop-down menu. 


a) If an alarm company representative responds while the 
police are at the scene, record the name of the individual in 
the field provided. 


14) Alarm Location - If known, enter the exact location in the business 
or residence of the alarm activation (i.e. front door, 1st floor rear 
window, etc.). 


15) Able To Search Premises - Select the appropriate response from 
the drop-down menu. 


16) K-9 - Note the involvement of a canine team using the drop-down 
menu. 


17) Cause - This is the reporting officer's judgment, based upon 
known facts and observations while at the scene.  Select the 
response from the drop-down menu.  Enter additional comments 
in the Explain field, if necessary. 


18) Weather Conditions - Select the appropriate response from the 
drop-down menu of options provided, based upon the officer's 
observations at the time of dispatch and arrival.  Note:  Multiple 
responses can be selected for this field.  Enter additional 
comments in the Explain field, if necessary. 


19) Reporting Officer – Enter the Employee ID # for the reporting 
officer or scroll through and select the reporting officer from the 
list.  The rank, and badge number of the reporting officer will auto-
populate the respective fields.  This officer need not be the officer 
dispatched or first at the scene.  However, the reporting officer 
must have been on the scene during the alarm investigation. 


20) Other Comments - This space is available for entry of any relevant 
information.  For example, the reporting officer may note an area-
wide power outage at the time of the alarm.  Report any 
information which will help the subscriber improve the alarm 
system. 
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4. Workflow the Alarm Response record directly to False Alarms Response Unit 
(FARU) 


a. FARU will: 


1) Review each Alarm Response record for completeness and 
accuracy. 


2) Compare the report with the ECC computerized summary of 
alarms. 


a) If an Alarm Response record is not received, notify the 
affected unit commander. 


1] The unit commander will take the necessary action to 
ensure FARU receives the required Alarm Response 
record. 


3) Correct the Alarm Response record as necessary. 


a) FARU may workflow an inaccurate Alarm Response record 
back to the originating officer for correction/completion. 


4) Enter the information from the Alarm Response record into the 
alarm billing system database. 


5) Charge alarm users for false alarms as authorized by City 
Ordinance. 


B. Alarms Activated by Officers Checking a Place Found Open 


1. Do not complete an RMS Alarm Response record. 


2. Complete a General Conditions Report in RMS for a PFO. 


a. In the section titled "Action Taken," state the investigating officer 
activated the alarm while searching the premises. 


3. Workflow the completed General Conditions Report for supervisory approval. 


4. This alarm activation will not be counted against the alarm user. 
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12.112 RESPONDING TO AND INVESTIGATING HEROIN/OPIATE 
OVERDOSES 


References: 


Procedure 12.105, Emergency Medical Service, Panic/Duress Alarms, 911 Disconnect 
Calls, 911 Silent Calls, and Forced Entries 


Procedure 12.110, Handling Suspected Mentally Ill Individuals and Potential Suicides 
Procedure 12.400, Incident and Miscellaneous Reporting 
Procedure 12.555, Arrest/Citation:  Processing of Adult Misdemeanor and 


Felony Offenders 
Procedure 12.600, Prisoners:  Securing, Handling, and Transporting 
Procedure 12.615, Deceased Persons/Prisoners and Death Notifications 
Ohio Revised Code 2925.61, Lawful Administration of Naloxone 
Ohio Revised Code 4729.51, Selling, Purchasing, Distributing, or Delivering 


Dangerous Drugs 
Ohio Revised Code 5122.10, Emergency Hospitalization 
http://www.ohioattorneygeneral.gov/Media/Videos/Naloxone-Educational-Video 


Definitions: 


Opioid – Any morphine-like synthetic narcotic that produces the same effects as drugs 
derived from the opium poppy (opiates), such as pain relief, sedation, and respiratory 
depression. 


Naloxone Hydrochloride – An opioid antagonist to reverse respiratory depression and 
other opioid effects in persons who have abused heroin, morphine, or other synthetic 
opioids.  It is a colorless and odorless liquid. 


Nasal Naloxone Injector Kit – Consists of the Naloxone medication, atomizer and 
instructions for administering Naloxone. 


Hamilton County Heroin Coalition (HCHC) – Formed in April 2015 to address the 
heroin/opiate overdose incident epidemic.   Representatives from CPD and other 
county law enforcement agencies, the medical community, social service agencies and 
civic leaders work together on enforcement, harm reduction, treatment and prevention 
efforts. 


Hamilton County Heroin Coalition Task Force (HCHC Task Force) – The unit within 
HCHC that provides a consistent investigative response to heroin-involved death and 
overdose incidents. 


Purpose: 


To establish investigative guidelines for officers dispatched to an incident involving an 
overdose of heroin/opiate, whether fatal or non-fatal.  The objective is to reduce fatal 
opioid overdoses through the utilization of Nasal Naloxone, and to collect information 
and evidence to prosecute the source of supply for the heroin/opiate involved in the 
overdose incident and/or fatality. 
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Policy: 


All full-duty, uniform patrol officers and Neighborhood Liaison officers will be trained on 
the administration of Nasal Naloxone and issued a Nasal Naloxone Injector Kit to carry 
with them while on duty. 


Information: 


Naloxone was approved by the Food and Drug Administration in the 1970s and is a 
very safe medication.  Naloxone administration may result in rapid opioid withdrawal, 
which could cause anxiety and flu-like symptoms.  When victims experience these 
symptoms, they may become irritable and anxious.  Administration of additional doses 
will not harm the person.  Ohio Attorney General Guidelines indicate persons 
administered Nasal Naloxone are less combative than those administered Naloxone 
intravenously. 


Ohio Revised Code 2925.61(D) grants immunity from administrative action and criminal 
prosecution to a peace officer who acts in good faith, administers Naloxone to an 
individual who is apparently experiencing an opioid-related overdose and obtains 
Naloxone from the peace officer’s law enforcement agency. 


When an officer has reason to believe a subject has intentionally overdosed, or the 
subject makes a statement they meant to harm themselves, the officer will sign a Form 
DMH-0025, Ohio Department of Mental Health Application for Emergency Admission.  
The officer will follow Procedure 12.110, Handling Suspected Mentally Ill Individuals 
and Potential Suicides, and the Cincinnati Fire Department (CFD) will transport the 
person to University of Cincinnati Medical Center (UCMC) for treatment of the 
overdose. 


The shelf life of Naloxone is approximately two years.  Naloxone should be kept out of 
direct light, and at room temperature (between 59 and 86 degrees Fahrenheit).  Nasal 
Naloxone Kits will be stored in a Department-issued protective case in the officers’ 
CDOP bag.  Naloxone cannot be left in a vehicle overnight.  It must be brought inside 
when the officer secures from their shift. 


Supply Unit will ensure Nasal Naloxone Injector Kits are stored safely according to 
manufacturer’s guidelines, and an adequate supply is maintained to meet projected 
demand.  Additional replacement kits will be secured in the district armories. 


Procedure: 


A. Responding to a Non-fatal Heroin/Opiate Overdose 


1. When an officer is dispatched by Emergency Communications Section 
(ECS) or is made aware of an overdose upon arrival at a call for service, 
they will administer Nasal Naloxone, if applicable. 


a. Signs and symptoms of an opioid overdose: 


1) Pinpoint pupils 


2) Slow or absent pulse 


3) Blue skin tint 
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4) Limp body and a pale face 


5) Vomiting 


6) Loss of consciousness 


7) Choking, gurgling or snoring sounds 


8) Slow or stopped breathing 


b. After administering Nasal Naloxone: 


1) Initiate rescue breathing, if applicable 


2) Naloxone may be administered a second time if the person does 
not wake up within two to four minutes 


3) Place the person on their side, in the recovery position 


4) Continue to render first aid until relieved by CFD 


5) Dispose of expended kits by placing in a CFD hazardous waste or 
sharps container 


2. If the non-fatal overdose incident scene contains possible evidence or 
witnesses who may help identify the source of the supply for the 
heroin/opiate involved, the officer must complete a HCHC “Patrol Officer 
Checklist & Matrix” (checklist) to determine if enough evidence exists to 
warrant HCHC Task Force response. 


a. If the evidence scores high enough on the matrix, the officer will contact 
the HCHC Task Force via the duty phone number provided on the 
checklist. 


b. The officer will brief the HCHC Task Force officer about the situation, 
possible evidence and/or witnesses. 


c. HCHC Task Force officer(s) will determine if there is enough viable 
evidence for them to follow up, but may not immediately respond. 


d. Forward the completed checklist to the Special Investigations Section – 
HCHC Task Force for tracking purposes. 


3. Complete a Heroin Overdose Report via RCIC, as described on the rear of 
the checklist. 


a. This report must be completed every time an officer responds to an 
incident involving a possible overdose, whether fatal or non-fatal and 
whether Naloxone is used by an officer or it is not. 


b. This report aids in tracking heroin overdose incidents and eliminates 
the need to complete an RMS Aided report. 
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B. Transportation of Overdose Persons 


1. The administering officer will advise ECS the person is a potential overdose 
and Nasal Naloxone has been administered. 


a. ECS will ensure CFD is advised Nasal Naloxone has been 
administered and is enroute. 


2. Persons administered Nasal Naloxone who agree to medical treatment will 
be transported by the CFD. 


3. If the person refuses medical treatment or transportation to the hospital and 
no criminal charges will be signed: 


a. CFD will evaluate the person and determine if they are capable of 
making sound, informed decisions and can be safely released into their 
own care. 


b. If CFD determines the person capable and the person continues to 
refuse medical treatment or transportation to the hospital: 


1) CFD will request the person sign a release form, indicating they 
refused medical treatment and transportation to the hospital. 


2) The person will be released at the scene, even if they refuse to 
sign the release. 


4. Physical Arrest of Overdose Persons 


a. If there is evidence of a crime or open warrants/capiases, officers will 
physically arrest the person and sign appropriate charges. 


b. CFD will transport the prisoner to UCMC for treatment of the drug 
overdose. 


1) An officer will ride in the ambulance with all combative arrested 
persons. 


c. Complete a Form 653, Hospital Hold Notification 


1) Reference Procedure 12.600, Prisoners:  Securing, Handling, and 
Transporting. 


C. Maintenance and Replacement 


1. Officers are to retain the same yellow protective case they were issued and 
only replace the Nasal Naloxone Injector Kits when resupplying. 


2. Officers will inspect their Nasal Naloxone Injector Kit prior to each shift to 
ensure it is useable. 


a. Damaged and unusable kits may be disposed of in any City waste 
receptacle. 


3. Expended, lost, damaged, and expired Nasal Naloxone Injector Kits will be 
reported to the officer’s immediate supervisor. 
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a. The supervisor will issue a replacement kit from the stock kept in the 
unit armory and document the reason for replacement on a Form 125, 
Nasal Naloxone Kit Log.   


1) When a Form 125 page is full, forward to Supply Unit for 
retention. 


b. The supervisor will notify the Administrative Sergeant when the stock of 
Naloxone in the armory is down to five kits.  The Administrative 
Sergeant will then order additional doses from Supply Unit. 


4. If an officer who was issued a yellow protective case is transferred to an 
assignment other than patrol or Neighborhood Liaison Unit, they must turn in 
their issued yellow protective case to the district Administrative Sergeant who 
will then forward the case to Supply Unit. 


E. Investigation of Suspected Heroin/Opiate Overdose Deaths 


1. CPD Responsibilities 


a. If an officer suspects  a death is possibly caused by heroin/opiate 
overdose, they must initiate an investigation and complete a “Heroin 
PO Checklist & Matrix” (checklist) to determine if enough evidence 
exists to warrant HCHC Task Force response. 


1) If the evidence scores high enough on the matrix, the responding 
supervisor will contact the HCHC Task Force via the duty phone 
provided on the checklist. 


a) The supervisor will brief the HCHC Task Force officer about 
the situation and possible evidence. 


b) HCHC Task Force officer(s) will determine if there is enough 
viable evidence to warrant responding to the scene. 


c) The completed checklist will be given to the HCHC Task 
Force officer when they respond to the scene. 


2) If the evidence does not score high enough on the matrix, the 
officer will forward the completed checklist to the Special 
Investigations Section – HCHC Task Force for tracking purposes. 


a) The officer and supervisor will follow the investigation 
process outlined in Procedure 12.615, Deceased 
Persons/Prisoners and Death Notifications. 


b) The officer must complete a Heroin Overdose Report via 
RCIC, as described on the rear of the checklist, even if the 
evidence does not score high enough on the matrix for 
HCHC Task Force to respond. 


b. Secure the scene to preserve evidence.  Do not move the body or alter 
the scene. 
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1) While waiting for HCHC Task Force to respond, the officer should 
attempt to identify potential witnesses. 


a) Attempt to establish a rapport with witnesses.  Avoid rushing 
to arrest for minor drug-related offenses or discussing 
possible criminal charges they could face. 


b) Promote cooperation.  Criminal charges can be filed at a 
later time if necessary.  The witness may have valuable 
information to further the investigation beyond the 
misdemeanor offense level. 


c) Attempt to develop information that may assist in the 
identification of the source of supply for the heroin/opiate 
involved. 


c. The district supervisor on the scene will contact the Hamilton County 
Coroner’s Office (HCCO), and advise the death is possibly caused by 
heroin/opiate overdose. 


1) All possible heroin/opiate overdose deaths will be considered a 
Coroner’s case and transported by the HCCO. 


a) An HCCO investigator will respond to the scene, assist with 
the HCHC Task Force investigation and take necessary 
photographs. 


2) Media inquiries regarding an HCHC Task Force case should be 
directed to the Special Investigations Section commander. 


d. The officer will complete a Form 316A and fax a copy to the HCCO. 


e. The officer will complete a Heroin Overdose Report via RCIC, as 
described on the rear of the checklist. 


1) This information will be processed by the Greater Cincinnati 
Fusion Center to compile county-wide overdose data and 
statistics. 


2) The Heroin Overdose Report must be completed for all possible 
heroin/opiate overdose deaths, even if the evidence does not 
score high enough on the matrix for HCHC Task Force to 
respond. 


2. HCHC Task Force Responsibilities 


a. The HCHC Task Force will collect and process all evidence related to 
the death investigation. 


1) Unless conditions present a risk of damage or destruction to 
evidence, it should remain undisturbed until recovered by the 
HCHC Task Force. 
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12.505 MILITARY A.W.O.L. ARRESTS 
 


Reference: 
 
Standards Manual - 61.1.3 
 
Policy: 
 
No reward claims will be made by individual Cincinnati police officers for the 
apprehension of military absentees. 
 
Reward money will be sent to police Fiscal and Budget Section and deposited 
into the general fund. 
 
Procedure: 
 
A. Arrests 
 


1. An arrest will be initiated only after NCIC verification of the 
AWOL/Deserter status on the suspect. 


 
a. RCIC Query will be made for any local wants. 


 
2. The arresting officer will complete the Arrest and Investigation Report, 


Form 527. 
 


a. Indicate in the "Employer/Address" block the branch, unit and 
station from which the suspect is missing. 
 


3. The arrested will be processed through the Hamilton County Justice 
Center, Central Intake. 


 
a. If other local charges or wants exist, indicate on the Arrest Form 


527, "Hold for Hamilton County: AWOL", in the Facts of Arrest 
area. 


 
b. If no additional warrants exist and the individual is not being 


charged with another offense, the arrested will be transported 
directly to the Hamilton County Justice Center, Central Intake, 
along with the AWOL printout and Arrest Form 527. 


 
4. Central Records Management Section will forward a copy of Arrest 


Form 527 to Fiscal and Budget Section through interdepartmental 
mail. 


 
a. Fiscal and Budget Section will complete Form 3179 (Federal) 


and then forward the copy of the Arrest Form 527 to the 
arresting officer's unit to be filed. 
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12.140 CANINE OPERATIONS 


Reference: 


Procedure 12.175, Special Weapons and Tactics Unit 
Procedure 12.300, Investigation of Bombs and Bomb Threats, Disposal of Dangerous 


War Souvenirs and Explosives 
Procedure 12.525, Use of Quadrants/Response to Recently Committed Offenses 
Procedure 12.545, Use of Force  
Procedure 12.905, Fingerprinting and Photographing of Juveniles 
Procedure 19.105, Sick/Injured With Pay and Special Leaves 
U.S. Supreme Court Decision, Illinois v. Caballes 
U.S. Supreme Court Decision, U.S. v. Ross 


Purpose: 


Inform personnel about Canine operations, policies and procedures.  Familiarize 
personnel with the best tactical application of the Department’s canine teams. 


Educate supervisors on the appropriate uses of canine teams to ensure effective 
utilization and management in deployment situations. 


Policy: 


The primary use for Department canine teams is as a finding tool, and not as an 
apprehension nor as an extraction tool. 


The Department may use canines for any appropriate situation requiring police action 
where their use will further the police mission.  Handlers will maintain control of the 
canine to ensure the safety of the public. 


Reducing the risk of injuring an innocent citizen is of paramount importance and should 
always be weighed against the benefit of deploying a canine team. 


The handler will ensure the dog is secure in the police vehicle except when directly 
involved in a police function or the handler anticipates imminent use. 


Canines will be kept on a lead in areas where the public has access and contact is 
probable, unless the animal is being used for a police purpose. 


Except for training purposes, no teasing, petting, or feeding of the canines by police or 
civilian personnel is permitted without consent of the handler. 


Canine teams will not be used in covert or undercover deployments. 


Information: 


The Cincinnati Police Department utilizes three types of canine teams: 


• Patrol 
• Explosive Ordnance Detection 
• Narcotic (Drug) Detection 
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Patrol Canine 


Once a suspect is located, the handler shall restrain the canine and summon sufficient 
personnel and equipment to make the apprehension.  Force, including a canine, is 
never to be used against a compliant subject who is submitting to arrest. 


Do not enter a search area before the canine team arrives.  Police canines can pick up 
the scent of a suspect for a reasonable time after he has fled provided there is no 
contamination of the scene. 


Patrol canine teams will normally respond to all major crimes where their presence 
would aid in an arrest.  Commanders may request canine teams for special or extended 
assignments through the Special Services Section where the canine handler is 
assigned. 


Canines are not infallible.  Their effectiveness depends largely upon the intelligent 
application of their capabilities.  Police canines react instinctively to situations.  Anyone 
making a sudden or threatening move toward the canine or handler risks the chance of 
the canine engaging and causing injury. 


Explosive Ordnance Detection Canine 


Explosive Ordnance Detection (EOD) canine teams can detect the odor of the most 
common explosive substances and can be useful in the following situations: 


• Investigation of suspicious packages and bomb threats. 
• Search for secondary devices if an explosive device has been located. 
• Sweeping staging areas of critical incidents. 
• Searching potential terrorist targets. 
• Sweeping areas prior to large crowds (sporting events, political rally or any large 


scale public or private gathering). 
• Dignitary Protection. 


Narcotic Detection Canine 


Narcotic detection canine teams are extremely effective when used within the 
boundaries set by the courts. 


Obtain a search warrant or consent to search before using narcotic detection canines to 
sniff areas where defendants have the right to privacy; e.g., homes, places of residence. 


An officer does not need reasonable suspicion for a dog to sniff the outside of an 
automobile during a traffic stop.  However, a traffic stop can become unlawful if the 
officer prolongs the stop beyond the time reasonably required to issue a traffic citation. 


When specific, articulable facts cause an officer to suspect illegal drug activity has 
occurred, is occurring, or is about to occur, then the car and occupants can be detained 
so that a narcotic detection canine can sniff the outside of the car. 


If the narcotic canine alerts to contraband inside the car, probable cause now exists to 
search the entire vehicle and any containers within the passenger area without a search 
warrant. 
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A narcotic detection canine may sniff an area to gain probable cause for obtaining 
search warrants for private property in public places; e.g., lockers in bus terminals and 
schools (with permission of person in charge). 


Procedure: 


A. Use of the EOD Canine 


1. The on-scene supervisor will make the decision to request an EOD canine 
team and will organize a search of the premises. 


2. The EOD canine handler will recommend the best tactical application and 
deployment of the canine to the on-scene supervisor. 


B. Use of the Narcotic Detection Canine 


1. The primary function of the narcotic detection canines will be to assist patrol.  
The canines are to be utilized to develop probable cause in compliance with 
search and seizure standards.  Narcotic detection canines can detect the 
following substances: 


a. Cocaine/Crack 


b. Heroin 


c. Hashish 


d. Marijuana 


e. Opium 


f. Methamphetamine 


g. Ecstasy 


C. Use of the Patrol Canine 


1. Canine teams may be requested to begin responding to a scene by any unit 
or dispatcher that believes canine assistance will be helpful. 


2. The on-duty supervisor in charge of the scene will make the decision and 
must authorize canine team deployment for the search of a structure or the 
tracking of a suspect.  The supervisor must respond to the scene to approve 
a canine deployment.  The supervisor who authorized the canine deployment 
shall not conduct the investigation whenever force is used relating to the 
deployment of the canine. 


3. If the canine handler and the authorizing supervisor’s interpretation of the 
canine application conflict, the district/section commander or Night Inspector 
will be contacted for clarification and a final decision. 


4. The canine handler will: 


a. Ensure the canine is secure in the police vehicle except when directly 
involved in a police function or the handler anticipates imminent use. 
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b. Canines will be kept on lead in areas where the public has access and 
contact is a probability, unless the animal is being used for a police 
purpose. 


c. The decision to deploy the canine on or off lead during a track will be 
the decision of the handler based on unit training and the 
circumstances of the situation. 


5. If, while managing an incident, the investigating supervisor determines a 
canine team would be beneficial in assisting with an investigation, the 
supervisor will request a canine team to respond via Emergency 
Communications Section (ECS). 


a. If no canine team is on-duty, the investigating supervisor may request a 
recall of a canine team. 


b. ECS will contact a canine supervisor to authorize the request for a 
canine team recall. 


D. Tracking 


1. Ordinarily tracking is done with the canine on leash (difficult terrain and other 
obstacles may require the canine to be taken off leash for a time). 


2. An on-scene supervisor may authorize deployment of the canine team to 
track a suspect if the following criteria are met: 


a. The victim is on-scene and is willing to prosecute OR, 


b. The offense is breaking and entering of a commercial building, business 
or residential burglary, and there is evidence of forced entry; AND 
attempts are being made to notify and request the building or business 
owner/representative respond to the scene; AND suspect escape, or 
loss of evidence, is likely to occur if the track is delayed. 


c. The suspect’s identity is not known, but can be identified by the victim 
or witnesses, or through additional investigation. 


d. The suspect is wanted for any of the following: 


1) A felony offense, 


2) A crime of violence,  OR 


3) Is reasonably believed to be armed. 


3. All canine tracks will be conducted with one cover officer. 


a. All canine team deployments for a track will be conducted with one 
cover officer designated by an on-scene supervisor. 


1) The cover officer devotes their full attention to the canine and 
handler from a position of surveillance behind the canine team. 
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2) The cover officer takes all commands from the canine handler and 
takes no action unless directed by the handler. 


3) The cover officer discourages hostile acts and escape of the 
suspect(s) by constituting an additional force presence. 


4) The cover officer becomes the contact officer once the suspect is 
located.  The canine and handler then provide cover as the 
contact officer takes the suspect into custody. 


5) The cover officer should intervene with force only if it is necessary 
to protect the members of the canine team. 


4. In some situations, canine teams may search for lost or missing persons. 
Before authorizing the use of a canine team, the supervisor must weigh the 
urgency of locating the person with the risk of the person being engaged by 
the canine. 


5. Whenever a canine team is approved and deployed for tracking and 
searching for suspects, the handler will announce loudly and clearly that a 
canine will be deployed and that anyone should verbally call out and 
surrender.  The handler shall wait a sufficient period of time between the 
announcement and the canine deployment to allow the suspect to surrender. 


6. A canine announcement is NOT necessary under the following 
circumstances: 


a. The suspect is reasonably believed to be armed. 


b. It will present unnecessary danger to the officer or others. 


7. Canine handlers will only intentionally allow their canines to engage a 
suspect by biting if the suspect poses a risk of imminent danger to the 
handler or others.  Imminent danger means a suspect is armed with a 
weapon or other instrument capable of producing significant bodily injury. 


8. In instances where a canine unintentionally engages a suspect by biting, the 
handler shall call the canine off at the first moment the canine can be safely 
released, taking into account that the average person will struggle if seized or 
confronted by a canine.  Struggling alone will not preclude the release of the 
canine. 


E. Building Searches 


1. All building searches will be conducted with the canine on-lead and under the 
control of the handler. 


2. All building searches will be conducted with a cover officer. 


a. All canine team deployments for a building search will be conducted 
with one cover designated by an on-scene supervisor. 


1) The cover officer devotes their full attention to the building search 
through a position of surveillance behind the canine team. 
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2) The cover officer takes all commands from the canine handler and 
takes no action unless directed by the handler. 


3) The cover officer discourages hostile acts and escape of the 
suspect(s) by constituting an additional force presence. 


4) The cover officer becomes the contact officer once the suspect is 
located.  The canine and handler then provide cover as the 
contact officer takes the suspect into custody. 


5) The cover officer should intervene with force only if it is necessary 
to protect the members of the canine team. 


3. A canine team may be used to conduct a search of a commercial building or 
a residence.  Whenever a canine team is deployed for the purpose of 
performing a building search, the handler will announce loudly and clearly 
that a canine will be deployed and that anyone inside should verbally and 
loudly surrender.  The canine handler issuing the announcement shall wait a 
sufficient period of time between the announcement and the canine 
deployment to allow the suspect to surrender.  If the building is large, the 
handler will repeat the announcement loudly and clearly as the search 
proceeds onto different floors or parts of the building where the initial 
announcement may not have been heard. 


a. If a breaking and entering offense is discovered at a school, officers will 
investigate the nature and extent of the offense before requesting a 
canine unit.  If there is any indication that the offense involves juveniles 
engaged in criminal mischief or criminal trespass, a canine unit shall 
not be considered. 


b. Canine units shall not be used to search a residence except when 
officers are able to interview the property owner, manager or reliable 
witness to verify there are no innocent persons or pets inside the 
location to be searched. 


c. Canine units shall not be used to conduct a building search on a Place 
Found Open (PFO) unless reasonable suspicion of a breaking and 
entering offense is present.  If reasonable suspicion of a breaking and 
entering offense is present, a canine team may be used under the 
building search guidelines above. 


F. Running Apprehension 


1. A patrol canine team may be given permission from a supervisor in advance 
for the possibility of a running apprehension (e.g., high risk traffic stop, 
search warrant, SWAT Canine, arrest warrant for a dangerous felon).  The 
justifying reason shall be noted in the Form 18C. 


2. A Patrol Canine Handler may use their partner to make a running 
apprehension without prior approval of a supervisor when the following 
applies: 
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a. The suspect is fleeing or otherwise resisting arrest and is wanted for a 
felony crime of violence. 


b. The handler does not have time to get approval and the situation 
requires immediate police action by the handler to avoid escape of the 
suspect or to protect innocent persons. 


c. The area and conditions to deploy a running apprehension must be 
consistent with policy and procedure and the handler must be confident 
the release of his canine will not jeopardize innocent persons. 


G. Article Searches 


1. Canine teams can locate articles by alerting to the residual human scent 
adhering to the article. 


a. A cover officer is not required for an Article Search. 


2. Canine teams dispatched for evidence or property searches at a crime scene 
or incident will: 


a. Meet with the on-scene supervisor regarding the property sought. 


b. Announce loudly and clearly that a canine will be deployed and that 
anyone approached by the canine should surrender.  The canine 
handler shall wait a sufficient period of time between the announcement 
and the canine deployment to allow anyone on the scene to surrender. 


c. Refrain from using the canine to search for evidence in areas that 
present a danger to the team; including drug searches when chances of 
the canine ingesting or inhaling narcotics are high. 


H.     SWAT Assistance  


1. When a suspect is believed to be armed and is contained within a set 
perimeter, the on-scene Officer in Charge (OIC) may request SWAT assist 
with a canine track under the following circumstances:  


 a. A police officer or firefighter has been shot, or shot at. 


 b. Homicides and/or Felonious Assaults involving a firearm. 


 c. The individual has been verified as armed, has a violent history, and 
has made serious threats against citizens or law enforcement. 


d. Any canine track or building search where the on-scene OIC believes 
the circumstances and/or threat to law enforcement dictates the 
deployment of SWAT personnel.  


2. The on-scene OIC may contact the SWAT Coordinator either directly or 
through ECS to request SWAT assistance. 


a. On-duty SWAT personnel will be utilized whenever possible, including 
officers working Police Visibility Overtime (PVO). 
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b. If no on-duty SWAT officers are available, the SWAT Coordinator may 
initiate a limited recall. 


    
1) District personnel are responsible for setting up and maintaining 


perimeter containment. 


I.      Canine Deployments Outside City Limits 


1. The use of the canine teams must follow Cincinnati Police Department 
policies and procedures. 


2. Statutory limitations prohibit out of state requests for the services of Patrol 
Canines. 


3. Explosive and Narcotic Canines may be released for use out of state. 


a. Approval must be given by the OIC of the nearest district.  If the Night 
Inspector is on duty, they will be notified by ECS. 


J. Recalls 


1. If a canine team is unavailable, a supervisor may recall a team by: 


a. Requesting a team through ECS. ECS will contact a canine supervisor 
to authorize the request for a canine team recall. 


K. Reporting 


1. All canine deployments that do not result in a bite will be reported on a 
Form 18C.  (Training and demonstrations are not considered deployments.) 


a. The supervisor that authorized the deployment shall complete and enter 
a Form 18C into the Employee Tracking System (ETS). 


1) The supervisor need only enter the information regarding 
deployment of canine. 


2. All canine deployments that result in a bite or use of force will be 
investigated, reported and entered into ETS by a supervisor other than the 
supervisor authorizing the canine deployment. 


a. The on-scene authorizing supervisor will contact a canine supervisor 
via ECS including if the bite occurred after the scheduled duty hours of 
the canine supervisor. 


b. If the canine supervisor determines the investigation should be 
conducted by a relief supervisor, the authorizing supervisor will notify 
an on-duty supervisor where the canine bite took place to investigate 
the incident, if none are available, then a supervisor from the nearest 
district of occurrence (or closest district if outside the City) will respond 
to complete the investigation and report. 


1) The investigating supervisor shall complete and enter a Form 18C 
into ETS 
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3. All Explosive and Narcotic Canine deployments will be reported on a 
Form 18DD.  


4. The Special Services Section will maintain a complete list of all canine 
deployments. 


5. The Special Services Section commander will author a monthly and annual 
report for the Patrol Bureau with all pertinent statistical data including Patrol 
Canine bite ratios. 


L. Investigating Canine Bites 


1. Whenever a canine bite injury occurs, promptly render first aid to the injured 
person and summon medical assistance from CFD if required.  Transport to 
a hospital if additional medical attention is necessary. 


2. The canine handler will promptly notify the on-scene supervisor that 
authorized the canine deployment. 


3. The on-scene authorizing supervisor will contact a canine supervisor via ECS 
including if the bite occurred after the scheduled duty hours of the canine 
supervisor. 


a. The canine supervisor will make the determination, based on 
circumstances and the severity of the injuries, if the investigation will be 
conducted by a canine supervisor or a relief supervisor (e.g., serious 
physical injury, serious disfigurement, high profile incident, or 
unintentional bite). 


4. If the canine supervisor determines the investigation should be conducted by 
a relief supervisor, the on-scene authorizing supervisor will notify another on-
duty supervisor from the district where the canine bite took place to 
investigate the incident.  If none are available, then a supervisor from the 
nearest district of occurrence (or closest district if outside the City) will 
respond to complete the investigation and report. 


5. The supervisor that approved the deployment shall be different than the 
investigating supervisor to ensure the objectivity of the investigation. 


6. While still on the scene, the investigating supervisor will notify a command 
officer using the following order: 


a. District Commander 


b. Night Inspector, if during the night hours 


c. Duty Officer 


7. The investigating supervisor will thoroughly investigate and document the 
incident. 


a. Photograph the injured person (face and full body), injuries, and the 
scene. 
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b. Obtain taped statements from the injured, canine handler, and all 
witnesses. 


8. Complete a Form 652, Release of Medical Record Information. 


a. If the arrested refuses to sign the release, write “Refused” in the 
signature block. 


9. Interview the treating physician about the extent of the injuries. 


10. The canine handler will complete an Aided Report in RMS, in all cases of 
injury from canines. 


a. When the Aided Report is completed for a police canine bite, it must be 
faxed to the Health Department’s Technical Environmental Services 
office at 352-2915. 


1) The canine’s name, as well as the handler’s name, must be listed 
on the report. 


M. Documenting a Patrol Canine Bite during an Apprehension 


1. The investigating supervisor will prepare a Form 18C and follow 
Procedure 12.545, Use of Force. 


2. A separate Form 18C should be completed when two or more persons are 
bitten during the same incident.  Each Form 18C should be documented with 
different case numbers (example: 2015-100111 and 2015-100112). 


N. Documenting an Unintentional Canine Bite 


1. The investigating supervisor will complete a Form 17 detailing the 
unintentional bite and their investigation.  A copy will be faxed to Inspections 
Unit and Patrol Bureau.  The original will be forwarded through the chain of 
command for review by the Special Services Section commander.  


2. The investigating supervisor will also complete a Form 91SP, Supervisory 
Investigation of Employee Injury, for injuries involving Police Department 
employees. 
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12.110 HANDLING SUSPECTED MENTALLY ILL INDIVIDUALS 
AND POTENTIAL SUICIDES 


Reference: 


Ohio Revised Code 5122.10, Emergency Hospitalization 
Procedure 12.175, Special Weapons and Tactics Unit 
Procedure 12.400, Incident and Miscellaneous Reporting 
Procedure 12.555, Arrest/Citation:  Processing of Adult Misdemeanor and Felony 


Offenders 
Procedure 12.600, Prisoners:  Securing, Handling, and Transporting 
Procedure 12.910, Missing Persons 


Policy: 


Mental Health Response Team (MHRT) officers will be the first responders, when 
available, on all runs involving suspected mentally ill individuals.  If two MHRT officers 
are available, they will be dispatched as a team.  When necessary a cover car will be 
dispatched.  If the run is an emergency and no MHRT officer is available, beat cars will 
be dispatched immediately and an MHRT officer from another district will be notified to 
respond.  If the run is not an emergency and no MHRT officer is available, the nearest 
available MHRT officer from an adjoining district will be dispatched as the primary car. 


An MHRT officer on the scene of a suspected mentally ill individual will be the primary 
officer handling the situation.  They will also be responsible for transporting the 
individual, if necessary, to the hospital. 


A supervisor will respond on all radio runs involving violent or potentially violent mentally 
ill individuals and, when possible, will consult the MHRT officer on scene to decide on a 
course of action. 


Document all encounters with suspected mentally ill individuals on a RMS Minor Aided 
Case Report.  This will be in addition to any other reports made. 


Any suspected mentally ill person reported as missing with a mental hold or who 
voluntarily agrees, when found, will be returned to the facility that reported them 
missing.  If the facility is unknown, the subject is violent, or from outside the Hamilton 
County boundaries, the suspected mentally ill person will be taken to UC Health 
Psychiatric Emergency Services (PES) at the Ridgeway Pavilion. 


Information: 


When officers arrive on the scene of a suspected mentally ill individual and the situation 
meets the criteria for activating the Special Weapons and Tactics Unit (SWAT), or the 
SWAT Negotiations Team, follow the steps as outlined in Procedure 12.175. 
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Mobile Crisis Team (MCT) is a mental health crisis resource funded by the Hamilton 
County Mental Health and Recovery Services Board.  The Mobile Crisis Team is an aid 
to Department personnel, providing around-the-clock, on-site psychiatric crisis 
intervention.  Their aim is to help prevent harm to a suspected mentally ill person, or 
others, during psychiatric emergency situations requiring police response. 


The University of Cincinnati Medical Center and PES will not provide a locked 
environment during triage for mentally ill patients. 


Procedure: 


A. Emergency Hospitalization without Medical Certificate Issued by a Qualified 
Physician, Ohio Revised Code (ORC) Section 5122.10: 


1. A police officer may take an individual into custody and transport that 
individual to a hospital if: 


a. The individual is suspected to be mentally ill and likely to injure himself / 
herself or others if allowed to remain at liberty. 


2. ORC Section 5122.10 reads, "A person taking the respondent into custody 
pursuant to this section, shall explain to the respondent the name, 
professional designation, and agency affiliation of the person taking the 
respondent into custody; that the custody taking is not a criminal arrest; and 
that the person is being taken for examination by mental health professionals 
at a specified mental health facility identified by name". 


3. Whenever there is any use of force or other significant police action with a 
state mental hold, sign appropriate criminal charges against the individual.  
This includes any use of force, use of chemical irritant, canine apprehension, 
or use of the Taser, beanbag shotgun, 40mm foam round, or pepperball 
launcher. 


a. When placing criminal charges, place a prisoner hold at the hospital 
according to Procedure 12.600.  Have the Emergency Communications 
Section (ECS) notify the hospital if the person is an unusual security 
risk. 


b. Telephone the Hamilton County Justice Center (HCJC) Intake Office 
with the necessary information about the individual hospitalized only 
when placing criminal charges.  Call before leaving the hospital. 


c. Complete a Form 527, Arrest and Investigation Report, and process 
according to Procedures 12.555 and 12.600. 


4. Handcuff suspected mentally ill individuals during the transporting and 
processing phases when the individual's behavior is unpredictable or past 
contact indicates there is a potential for violence. 


5. Explain the use of handcuffs to the person and the family in a tactful manner. 


6. Two officers will transport the suspected mentally ill individual. 
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a. The officer with personal knowledge of the individual's behavior or an 
MHRT officer will accompany the transporting officer to the hospital and 
complete the proper forms. 


7. Only two hospitals in this area will admit individuals under these 
circumstances.  Service is available 24 hours a day, 7 days a week. 


a. Transport adults age 18 and over to UC Health Psychiatric Emergency 
Services (PES) at the Ridgeway Pavilion, 3200 Burnet Avenue, North 
Entrance, Level A.  Officers can access parking for the new facility via 
the intersection of Burnet Avenue and Albert Sabin Way.  


1) UC Health Security will provide escorts to all transports from the 
Level A entry area to PES in the rear of Level A, if necessary. 


2) When transporting to PES request the dispatcher or district desk 
personnel to call and advise of an ETA. 


3) Individuals with a primary medical emergency who may also be in 
need of psychiatric services must be transported to the University 
of Cincinnati Medical Center main campus or the nearest medical 
facility based on the patient’s condition.  PES is not equipped to 
receive such patients. 


b. Transport children 17 years of age and under to Children’s Hospital 
Medical Center. 


1) Handcuffed juveniles are to be brought in through the squad 
entrance for admission. 


8. Upon arrival at the hospital: 


a. Complete the Ohio Department of Mental Health Form for emergency 
admission.  In the "Statement of Belief" section, briefly note: 


1) The circumstances under which the individual came into custody. 


2) The reasons for your belief that hospitalization is necessary. 


3) Any other pertinent information known about the individual. 


9. Complete a RMS Minor Aided Case Report. 


B. Talbert House Crisis Hotline (513-281-CARE) Action in Potential Suicides 


1. When 281-CARE/Talbert House personnel receive a telephone call dealing 
with a potential suicide, they will assess the situation. 


a. If they believe the caller is a threat to himself, they will call Emergency 
Number 911. 


2. Emergency Communications Section will: 


a. Relay information to the Cincinnati Bell Telephone Company requesting 
call tracing. 
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b. Relay the address received to the Officer in Charge (OIC) of the 
affected district and dispatch two officers to the scene. 


c. Dispatch an MHRT officer to the scene when they are available. 


d. Advise 281-CARE/Talbert House of the address. 


3. A shift supervisor will respond to the scene. 


4. Applicable law will guide Department personnel in the investigation of these 
cases.  Compassion is a necessary approach to the successful handling of 
these crisis situations. 


C. Mobile Crisis Team (MCT) 


1. MCT members are permanently assigned to Districts One, Three, and Five 
and will primarily work during the day (0830 to 1630 hours) Monday through 
Friday.  Supervisors and MHRT officers can activate the MCT 24 hours a day 
at 513-584-5098.  The requesting supervisor or MHRT officer should request 
a team leader be paged to initiate the process. 


2. MCT members will give priority response to the Police Department within the 
constraints of available staff.  This priority response includes: 


a. Responding with MHRT officers in Districts One, Three, and Five. 


b. Assessing the nature of a crisis. 


c. Helping to control a situation, if possible. 


d. Providing assistance in determining methods to use in response to the 
emergency. 


3. The Mental Health Access Point (MHAP) can be called 24 hours a day by 
officers at 558-8888.  They provide: 


a. Around-the-clock contact for any police officer facing a situation 
involving a suspected mentally ill individual. 


b. Known premise history about a person with a mental illness who is in a 
dangerous situation. 


c. Supplying available psychiatric information about a person in imminent 
risk of danger to himself or others.  The release of this information is in 
the interest of safety to the person, police, and public in emergency 
situations. 


1) Where permitted by law, do not release information given to 
Department personnel by sources outside the Department without 
written permission.  Do not use this information beyond the 
current emergency. 


a) Immediately advise the appropriate outside source of any 
requests from the public for documents containing 
information provided by them. 
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d. Immediate suggestions about dealing with a person showing signs of 
mental illness. 


e. Immediate information about services available to help someone in a 
psychiatric crisis. 


f. Other necessary information. 


4. The Police Department retains primary authority over any crisis situation 
covered by these guidelines.  In an emergency, the Department will, when 
appropriate, use the advice and information the MCT provides. 
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12.505 MILITARY A.W.O.L. ARRESTS 


Policy: 


No reward claims will be made by individual Cincinnati Police Officers for the apprehension 
of military absentees. 


Reward money will be sent to police Finance Management Section and deposited into the 
general fund. 


Procedure: 


A. Arrests 


1. An arrest will be initiated only after NCIC verification of the AWOL/Deserter 
status on the suspect. 


a. RCIC Query will be made for any local wants. 


2. The arresting officer will complete the Arrest and Investigation Report, Form 527. 


a. Indicate in the "Employer/Address" block the branch, unit and station from 
which the suspect is missing. 


b. The arresting officer will write, “VET” at the top of the Form 527. 


3. The arrested will be processed through the Hamilton County Justice Center 
(HCJC), Central Intake. 


a. If other local charges or wants exist, indicate on the Arrest Form 527, 
"Hold for Hamilton County: AWOL", in the Facts of Arrest area. 


b. If no additional warrants exist and the individual is not being charged with 
another offense, the arrested will be transported directly to the HCJC, 
Central Intake, along with the AWOL printout and Arrest Form 527. 


4. Police Records Section will forward a copy of Arrest Form 527 to Finance 
Management Section through interdepartmental mail. 


a. Finance Management Section will complete Form 3179 (Federal) and then 
forward the copy of the Arrest Form 527 to the arresting officer's unit to be 
filed. 
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12.512 DIGNITARY PROTECTION AND ESCORT DETAILS 


Purpose: 
Provide criteria for the authorization of dignitary protection and escort details. 


Establish responsibility for the review of requests for dignitary protection and escort 
details and ensure uniformity in authorizing details. 


Information: 
Dignitary protection is the responsibility of the Investigations Bureau Commander and is 
coordinated by the Criminal Investigation Section (CIS) Commander. 


The Police Chief designates the CIS Commander as the Police Department's VIP 
Security Officer. 


Procedure: 
A. Dignitary Protection: 


1. Direct requests for dignitary protection to the Investigations Bureau 
Commander. 


2. The CIS Commander will determine the type and scope of police service to 
provide. 


3. Dignitary protection details will be provided for foreign and domestic 
governmental officials whose position entitles them to temporary or full time 
protection by a law enforcement agency of the United States Government. 


4. The request for the dignitary protection detail must be originated by the 
federal law enforcement agency responsible for the security of the dignitary. 


5. Officers assigned to the detail shall wear the appropriate identification, lapel 
pin, etc., to ensure immediate identification. 


B. Escort Details: 


1. Direct requests for escort details to the Investigations Bureau Commander. 


2. Escort details may be provided to non-dignitary individuals at the discretion 
of the Investigations Bureau Commander. 


3. A need for the escort detail must be demonstrated by the person or agency 
requesting the escort service. 


4. A police escort detail is not a dignitary protection detail, and only provides 
police presence.  The number and composition of an escort detail will be 
determined by the CIS Commander. 


5. Direct requests for escort details whose primary function is the expeditious 
movement of traffic and involves uniformed officers and marked police 
vehicles to the Patrol Bureau Commander. 
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12.146 MARINE PATROL: WATERWAY ENFORCEMENT 
AND EMERGENCIES ON THE OHIO RIVER 


 
References: 
 
Cincinnati Municipal Code Chapter 411 - Wharves and Public Landing 
Procedure 12.020 - Uniforms, Related Equipment, and Personal Grooming 
Procedure 12.035 - Reporting Police Vehicular Accidents and Damage 
Procedure 12.145 - Critical Incident Response Plan 
Manual of Rules and Regulations - 7.01, 7.02, 7.03, 7.04, 7.05, 7.06, 8.03 
Ohio Administrative Code 1501.47- Division of Watercraft 
Ohio Revised Code Chapter 1547 - Watercraft and Waterways 
Ohio Revised Code Chapter 1548 - Watercraft Certificates of Title 
Ohio Revised Code Chapter 1901.027 - Ohio River Jurisdiction 
SB284 - 119th Ohio General Assembly 
Ohio v. Kentucky, 471 U.S. 153 (1985) 
 
Purpose: 
 
Provide uniform guidelines for Department personnel when investigating marine 
emergencies on the Ohio River or other waterways. 
 
Provide guidelines for the use, care, and maintenance of the Marine Patrol 
vessel and equipment. 
 
Policy: 
 
The primary responsibility of the Marine Patrol is to provide security patrols of 
waterway infrastructures designated as Buffer Zone Protection Plan (BZPP) sites 
during elevated Maritime Security (MARSEC) levels and Homeland Security 
threat levels.  
 
A secondary responsibility of the Marine Patrol will include navigating and when 
necessary, enforcing waterway laws on the Ohio River within the City of 
Cincinnati’s river boundaries.  Marine Patrol operators may navigate outside the 
specified boundaries if exigent circumstances exist, i.e.: 
 


 A Priority 1, Priority 2, or Priority 3 incident. 
 


 During elevated (MARSEC) levels or Homeland Security threat levels. 
 


 At the request for assistance from a law enforcement vessel operating on 
the river. 


 
 At the direction of Special Events Unit OIC.   


 
 At the direction of the district commander. 


 
 Emergencies outlined in Section A. 5. h. 2). 
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Only qualified personnel will operate the vessel.  When not operating under 
elevated Maritime Security levels or Homeland Security threat levels, a minimum 
of two qualified personnel must be on board the vessel before being placed in 
operation on a waterway. 
 
Whenever the vessel is underway, all persons on board the vessel will wear an 
approved United States Coast Guard (USCG) personal flotation device (PFD). 
 
During routine river patrol and marine emergencies, Marine Patrol operators will 
report to the affected district/section/unit officer in charge (OIC). 
 
During elevated MARSEC levels or Homeland Security threat levels, Marine 
Patrol operators will report to the Tactical Planning Unit OIC. 
 
Information: 
 
The Cincinnati Police Communications Section (PCS) is the central agency for 
initiating emergency notifications of agencies affected by marine disasters or 
potential marine disasters with the possibility of loss of life, in an area 
encompassing a 35-mile stretch.  This area, beginning just east of the I-275 
Bridge on the east side of Hamilton County and extending to the Ohio-Indiana 
border on the west, includes the Licking and Great Miami Rivers.  Twenty-three 
different police agencies from Ohio and Kentucky are included in this area. 
 
The Cincinnati Police Department operates a 23’ SeaArk Marine Patrol Boat 
(vessel).  When in tow, the vessel has a clearance height of 13’5” and cannot be 
operated under certain overpasses, i.e., 6300 Madison Road and the 300-400 
block of Collins Avenue.  All overpasses under 14’ display placards indicating 
clearance height. 
 
The Marine Patrol vessel is assigned to the Special Events Unit and can be 
recalled 24 hours a day via PCS.  Marine Patrol operators can deploy to the 
scene of an incident within two hours of being recalled.  Special Events Unit and 
PCS maintain a current list of qualified personnel permitted to operate the vessel. 
 
Upon request, the Marine Patrol will provide assistance to jurisdictions with 
mutual aid agreements or under Homeland Security agreements.  Tactical 
Planning is the point of contact for Homeland Security requests and will 
coordinate with Special Events Unit. 
 
Services include: 
 


 Homeland Security missions during heightened terrorism threat levels as 
assigned by the U.S. Department of Homeland Security. 


 
 Security missions during elevated MARSEC levels. 


 
 Enforcement of state and local waterway laws. (The preferred course of 


action is to advise vessel operators to correct deficiencies to bring them 
into compliance with state and local waterway laws.) 


 
 Investigation of boating accidents. 


 
 Assistance to boaters in distress. 


Revised 01/19/10, Replaces 05/22/07 2







12.146 


 
 Search/recovery of missing persons. 


 
 Boating/water safety instruction. 


 
The Marine Patrol vessel will be utilized to transport and provide a diving platform 
for the Hamilton County Police Association Underwater Search and Recovery 
Unit (USRU). 
 
In addition to the above, the Marine Patrol is equipped to respond to marine 
disasters or potential marine disasters with the possibility of loss of life.  
 
The affected district OIC will determine the priority of the marine disaster 
incident. 
 
General Classes of Incidents: 
 


 Priority 1 - Any incident with the potential to threaten significant               
                 amounts of the population or a large area of the river              
                 with the potential for a general evacuation. 


 
 Priority 2 - An incident that presents a significant threat to a localized      


                 area or areas.  A general evacuation is not needed; may         
                require a local evacuation. 


 
 Priority 3 - A serious accident or incident involving a manned vessel with 


                 fatality, injury, or the potential for same.  Minimum threat to     
                land base or river facility with no evacuation. 


 
Procedure: 


 
A. Responding to Emergencies on the Ohio River 
    


1. Officers who become aware of an emergency situation on the river will 
contact PCS and provide the following information: 


 
a. Nature of emergency (e.g., runaway barge, chemical spill, boat 


fire, drowning, etc.). 
 
b. Location by river mile marker (if known), land address and/or 


prominent landmark. 
     


c. If the emergency is moving, note direction and approximate 
speed. 
 


d. Identification of vessel(s), person(s), and facilities involved. 
 
1) If the vessel has cargo, attempt to determine type of cargo. 


This information will facilitate the proper response. 
 


a) Barges carrying flammable/combustible liquids display 
a red 3x4 foot pennant affixed to the hull. 
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2. Request the Cincinnati Fire Department (CFD). 
 


3. Request the affected district OIC if incident appears to fall within a 
Priority 1, Priority 2, or Priority 3 classification. 


 
4. PCS will:  
 


  a. Notify the CFD. 
 


b. Notify the affected district OIC. 
 


c. If necessary: 
 
1) Contact other potentially affected agencies, i.e., USRU, 


Boone County Water Rescue, Campbell County Water 
Rescue, Kenton County Water Rescue, Greater Cincinnati 
Water Works, Ohio Department of Natural Resources 
(ODNR), USCG, and relay necessary information. 


 
d. When requested, make notification according to the Situational 


Occurrences Notification List. 
  


5. The affected district OIC will: 
 


a. Respond and evaluate the circumstances, if needed, initiate the 
following: 


 
b. Request assistance from agencies equipped to handle waterway 


operations i.e., USRU, Boone County Water Rescue, Campbell 
County Water Rescue, Kenton County Water Rescue, Greater 
Cincinnati Water Works, ODNR, or the USCG. 


 
c. Implement the Seven Critical Tasks according to Procedure 


12.145 Section B. 
 
d. Notify restaurants, head-boats at marinas, industrial and 


commercial sites along the river, etc., of the potential for danger 
and the possibility of evacuation. 


 
e. Close the Public Landing, parks, or other riverfront recreational 


areas. 
 
f. Close bridges affected or potentially affected by the emergency. 
 
g. Prohibit waterway travel on the affected area of the river. 
 
h. Request the Marine Patrol through PCS. 
 


1) Response time, nature and priority level of incident must be 
considered when requesting use of the Marine Patrol. 
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2) Emergencies which may require the use of the Marine 
Patrol include, but are not limited to: 


 
a) Barge breakaway due to collision, grounding or loose 


mooring. 
 
b) Loss of cargo which may impact population on the 


river bank, bridges, or river commerce (Note: cargo 
may be oil, hazardous materials, etc.). 


 
c) Boat fire or explosion of a commercial passenger 


vessel (e.g., B & B Riverboats, the Anderson Ferry). 
 


d) Sinking barge or vessel with occupants. 
 


e) Boat collision with serious injury/death. 
 


 f) Waterfront facility fire or explosion. 
 


1] Floating restaurant, office, marina, or fuel dock. 
 
i. Ensure completion of all Department reports generated during 


the incident (Form 318, Conditions Affecting Other 
Departments; Form 316A, Deceased Person Report, for 
notification of next-of-kin; Form 316, Minor Accident/Aided 
Case/Mental Health Response Report; Form 301, Incident 
Report, etc.). 


 
1) The affected district OIC will prepare and forward a Form 


17, After Action Report, through the chain of command. 
 
C. Non-Emergency Use of the Marine Patrol 
 


1. Districts/sections/units requesting use of the Marine Patrol for special 
events or incidents must submit the request on a Form 17 through 
channels.  After approval by the Police Chief or the affected bureau 
commander, the requesting district/section/unit should contact Special 
Events Unit during normal business hours to reserve the Marine Patrol 
vessel. 


 
D. Homeland Security Patrols 
 


1. During elevated MARSEC levels and Homeland Security threat levels, 
the Marine Patrol will conduct patrols of waterway infrastructures 
designated as BZPP sites. 


 
2. A minimum of four officers will be on board the vessel at all times. 
 


a. Two officers will be qualified vessel operators. 
 


b. Two officers will be SWAT officers. 
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E. Use of Marine Patrol Outside City Limits 
 


1. Approval must be given by a captain or higher. 
 
2. If a captain or higher is not available, Special Events Unit commander 


may give authorization. 
 
3. If Special Events Unit commander is not available, obtain approval 


from a Marine Patrol supervisor. 
 
4. An officer from the requesting agency must be on board to initiate 


enforcement action. 
 
5. Only CPD Marine Patrol operators will navigate the vessel. 


 
F. Marine Patrol Duties and Responsibilities 
 


1. Notify PCS the vessel is underway, number of personnel on board, 
current location and destination of vessel. 


 
2. Notify the USCG Sector Ohio Valley on VHF Channel 16 and provide 


above information. 
 
3. Enforce state and local waterway laws. 


 
a. The preferred course of action is to advise vessel operators to 


correct deficiencies to bring them into compliance with state and 
local waterway laws. 


 
4. Coordinate efforts with public agency vessel operators while keeping 


PCS informed of the situation. 
 


a. If vessels have not been deployed to the scene, notify PCS of 
specific equipment needed and the nature of the task to be 
performed (e.g., recovery of wreckage, articles, cadavers, towing 
of boats, etc.). 
 
1) If requested, provide a diving platform for the USRU. 
  


5. Relay river emergency information via VHF Channel 16 to all 
commercial/recreational vessels, marinas, commercial/industrial sites, 
etc. 


 
6. Tow disabled boats. 
 


a. Tow boats to the nearest dock or place of safe mooring. 
 


7. Report any damage to vessel and/or equipment to the OIC of the 
event or incident. 


 
a. Ensure all necessary forms and reports are completed according 


to Procedure 12.035, Reporting Police Vehicular Accidents and 
Damage. 
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1) Check that all additional equipment assigned is accounted 
for and operational. 


 
8. Immediately acknowledge a unit contact with location of river mile 


marker and status. 
 
9. Secure with PCS and the USCG when the Marine Patrol vessel is 


safely moored. 
 
10. Complete a Marine Patrol Daily Activity Log and forward to Special 


Events Unit for record keeping. 
 


G.  Equipment Inventory 
 
1.  Marine Patrol operators will inventory and inspect the Marine Patrol 


vessel and equipment after each deployment, call-up, or training 
session. 


  
H. Special Events Unit Duties and Responsibilities 
 


1. Maintain an updated “Emergency Notification Plan” for responses to 
Ohio River emergencies. 


 
 a. Forward copies to Districts One, Two, and Three. 
 
2. Maintain a copy of the emergency notification list forwarded by 


Districts One, Two, and Three. 
 
3. Maintain a Marine Patrol SOP and recall roster. 
 
4. Maintain a log of Marine Patrol deployments, call-ups, and training 


sessions. 
 


I. Districts One, Two, and Three will: 
 


1. Maintain a copy of the “Emergency Notification Plan” at the district 
front desk and in the supervisors' field Civil Disturbance Operation 
Procedure (CDOP) manuals. 


  
2. Maintain an emergency notification list of potentially affected locations 


along the river within their respective district boundaries. 
 


a. Update the list immediately upon learning of a change. 
 
b. Review and update their respective lists annually. 
 
c. Ensure notification/evacuation of affected areas within their 


district. 
 
d. Ensure Special Events Unit is forwarded a copy of their current 


emergency notification list. 
 
J.  Recall Roster 
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1. Marine Patrol operators will immediately notify Special Events Unit of 
any change of address or phone numbers. 


 
2.  Special Events Unit will provide an updated personnel recall roster to 


PCS following any changes. 
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12.146 MARINE PATROL:  WATERWAY ENFORCEMENT AND 
EMERGENCIES ON THE OHIO RIVER 


References: 


Cincinnati Municipal Code Chapter 411 - Wharves and Public Landing 
Procedure 12.020 - Uniforms, Related Equipment, and Personal Grooming 
Procedure 12.035 - Reporting Police Vehicular Accidents and Damage 
Procedure 12.145 - Critical Incident Response Plan 
Manual of Rules and Regulations - 7.01, 7.02, 7.03, 7.04, 7.05, 7.06, 8.03 
Ohio Administrative Code 1501.47- Division of Watercraft 
Ohio Revised Code Chapter 1547 - Watercraft and Waterways 
Ohio Revised Code Chapter 1548 - Watercraft Certificates of Title 
Ohio Revised Code Chapter 1901.027 - Ohio River Jurisdiction 
SB284 - 119th Ohio General Assembly 
Ohio v. Kentucky, 471 U.S. 153 (1985) 


Purpose: 


Provide uniform guidelines for Department personnel when investigating marine 
emergencies on the Ohio River or other waterways. 


Provide guidelines for use, care, and maintenance of the Marine Patrol vessel and equipment. 


Policy: 


The primary responsibility of the Marine Patrol is to provide security patrols of waterway 
infrastructures designated as Buffer Zone Protection Plan (BZPP) sites during elevated 
Maritime Security (MARSEC) levels and Homeland Security threat levels. 


A secondary responsibility of the Marine Patrol includes navigating and when 
necessary, enforcing waterway laws on the Ohio River within the City of Cincinnati’s 
river boundaries.  Marine Patrol operators may navigate outside the specified 
boundaries if exigent circumstances exist, e.g.: 


• A Priority 1, Priority 2, or Priority 3 incident. 
• During elevated MARSEC levels or Homeland Security threat levels. 
• At the request for assistance from a law enforcement vessel operating on the river. 
• At the direction of Central Business Section (CBS) officer in charge (OIC) or 


Marine Patrol Supervisor. 
• At the direction of a district commander. 
• Emergencies outlined in Section A. 


Only qualified personnel will operate the vessel.  When not operating under elevated 
MARSEC levels or Homeland Security threat levels, a minimum of two qualified 
personnel must be on board the vessel before being placed in operation on a waterway. 


Whenever the vessel is underway, all persons on board the vessel will wear an 
approved United States Coast Guard (USCG) personal flotation device. 
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During routine river patrol and marine emergencies, Marine Patrol operators will report 
to the affected district/section/unit OIC. 


During elevated MARSEC levels or Homeland Security threat levels, Marine Patrol 
operators will report to the Tactical Coordination Unit OIC. 


Information: 


The Emergency Communications Center (ECC) is the central agency for initiating 
emergency notifications of agencies affected by marine disasters or potential marine 
disasters with the possibility of loss of life, in an area encompassing a 35-mile stretch.  
This area, beginning just east of the I-275 Bridge on the east side of Hamilton County 
and extending to the Ohio-Indiana border on the west, includes the Licking and Great 
Miami Rivers.  Twenty-three different police agencies from Ohio and Kentucky are 
included in this area. 


The Boone County Dispatch Center regionally coordinates water assets for police and 
fire emergency responders.  A special 800 megahertz (MHz) radio is assigned to 
Marine Patrol.  Channel A1 on the Marine Patrol radio is programmed to talk group 
Area Wide (AW) 26, which is Channel I16 on Cincinnati Police Department (CPD) 
radios. 


CPD operates a 23’ SeaArk Marine Patrol Boat (vessel).  When in tow, the vessel has a 
clearance height of 13’5”.  All overpasses under 14’ display placards indicating 
clearance height. 


The Marine Patrol vessel is assigned to CBS and can be recalled 24 hours a day via 
ECC.  Marine Patrol operators can deploy to the scene of an incident within two hours 
of being recalled.  CBS and ECC maintain a current list of qualified personnel permitted 
to operate the vessel. 


Upon request, the Marine Patrol will provide assistance to jurisdictions with mutual aid 
agreements or under Homeland Security agreements.  The Tactical Coordination Unit is 
the point of contact for Homeland Security requests and will coordinate with CBS. 


Services include: 


• Homeland Security missions during heightened terrorism threat levels as assigned 
by the U.S. Department of Homeland Security. 


• Security missions during elevated MARSEC levels. 
• Enforcement of state and local waterway laws. (The preferred course of action is 


to advise vessel operators to correct deficiencies to bring them into compliance 
with state and local waterway laws.) 


• Investigation of boating accidents. 
• Assistance to boaters in distress. 
• Search/recovery of missing persons. 
• Boating/water safety instruction. 


The Marine Patrol vessel will be utilized to transport and provide a diving platform for 
the Hamilton County Police Association Underwater Search and Recovery Unit (USRU). 
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In addition to the above, the Marine Patrol is equipped to respond to marine disasters 
or potential marine disasters with the possibility of loss of life. The affected district OIC 
will determine the priority of the marine disaster incident. 


General Classes of Incidents: 


• Priority 1 - Any incident with the potential to threaten significant amounts of the 
population or a large area of the river with the potential for a general 
evacuation. 


• Priority 2 - An incident that presents a significant threat to a localized area or 
areas.  A general evacuation is not needed; may require a local 
evacuation. 


• Priority 3 - A serious accident or incident involving a manned vessel with fatality, 
injury, or the potential for same.  Minimum threat to land base or river 
facility with no evacuation. 


Procedure: 


A. Marine Patrol Emergencies 


1. Emergencies which may require the use of Marine Patrol include, but are not 
limited to: 


a. Barge breakaway due to collision, grounding or loose mooring. 


b. Loss of cargo which may impact population on the river bank, bridges, 
or river commerce  (Note: cargo may be oil, hazardous materials, etc.). 


c. Boat fire or explosion of a commercial passenger vessel (e.g., B & B 
Riverboats, the Anderson Ferry). 


d. Sinking barge or vessel with occupants. 


e. Boat collision with serious injury/death. 


f. Waterfront facility fire or explosion. 


1) Floating restaurant, office, marina, or fuel dock. 


B. Responding to Emergencies on the Ohio River 


1. Officers who become aware of an emergency situation on the river will 
contact ECC and provide the following information: 


a. Nature of emergency (e.g., runaway barge, chemical spill, boat fire, 
drowning, etc.). 


b. Location by river mile marker (if known), land address and/or prominent 
landmark. 


c. If the emergency is moving, note direction and approximate speed. 


d. Identification of vessel(s), person(s), and facilities involved. 
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1) If the vessel has cargo, attempt to determine type of cargo.  This 
information will facilitate the proper response. 


a) Barges carrying flammable/combustible liquids display a red 
3x4 foot pennant affixed to the hull. 


2. Request the Cincinnati Fire Department (CFD). 


3. Request the affected district OIC if incident appears to fall within a Priority 1, 
Priority 2, or Priority 3 classification. 


4. ECC will: 


a. Notify the CFD. 


b. Notify the affected district OIC. 


c. If necessary, contact other potentially affected agencies, (e.g., USRU, 
Boone County Water Rescue, Campbell County Water Rescue, Kenton 
County Water Rescue, Greater Cincinnati Water Works, Ohio 
Department of Natural Resources (ODNR), USCG) and relay 
necessary information. 


d. When requested, make notification according to the Situational 
Occurrences Notification List. 


5. The affected district OIC will respond to evaluate the circumstances and if 
needed: 


a. Request assistance from agencies equipped to handle waterway 
operations (e.g., USRU, Boone County Water Rescue, Campbell 
County Water Rescue, Kenton County Water Rescue, Greater 
Cincinnati Water Works, ODNR, or the USCG) 


b. Implement the Seven Critical Tasks according to Procedure 12.145, 
Critical Incident Response Plan, Section B. 


c. Notify restaurants, head-boats at marinas, industrial and commercial 
sites along the river, etc., of the potential for danger and the possibility 
of evacuation. 


d. Close the Public Landing, parks, or other riverfront recreational areas. 


e. Close bridges affected or potentially affected by the emergency. 


f. Prohibit waterway travel on the affected area of the river. 


g. Request the Marine Patrol through ECC. 


1) Response time, nature and priority level of incident must be 
considered when requesting use of the Marine Patrol. 
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h. Ensure completion of all Department reports generated during the 
incident (Form 318, Conditions Affecting Other Departments; Form 
316A, Deceased Person Report, for notification of next-of-kin; Form 
316, Minor Accident/Aided Case/Mental Health Response Report; 
Form 301, Incident Report, etc.). 


1) The affected district OIC will complete and forward a Form 17, 
After Action Report, through the chain of command. 


C. Non-Emergency Use of the Marine Patrol 


1. Districts/sections/units requesting use of Marine Patrol for special events or 
incidents must submit the request on a Form 17 the chain of command.  
After approval by the Police Chief or the affected bureau commander, the 
requesting district/section/unit should contact CBS during normal business 
hours to reserve the Marine Patrol vessel. 


D. Homeland Security Patrols 


1. During elevated MARSEC levels and Homeland Security threat levels, 
Marine Patrol will conduct patrols of waterway infrastructures designated as 
BZPP sites. 


2. A minimum of four officers will be on board the vessel at all times. 


a. Two officers will be qualified vessel operators. 


b. Two officers will be SWAT officers. 


E. Use of Marine Patrol Outside City Limits 


1. Approval must be given by a captain or higher. 


2. If a captain or higher is not available, the Marine Patrol Unit Commander 
may give authorization. 


3. If the Marine Patrol Unit Commander is not available, obtain approval from a 
Marine Patrol supervisor. 


4. An officer from the requesting agency must be on board to initiate 
enforcement action. 


5. Only CPD Marine Patrol operators will navigate the vessel. 


F. Marine Patrol Duties and Responsibilities 


1. When the vessel is underway, notify ECC, USCG Sector of Ohio Valley via 
VHF Channel 16 on the marine radio, and the Boone County Dispatch 
Center on Channel A1 of the Marine Patrol 800 MHz radio.  Provide the 
following: 


a. Number of personnel on board 


b. Current location 


c. Vessel destination 
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2. Enforce state and local waterway laws. 


a. The preferred course of action is to advise vessel operators to correct 
deficiencies to bring them into compliance with state and local 
waterway laws. 


3. Coordinate efforts with public agency vessel operators while keeping ECC 
informed of the situation. 


a. If vessels have not been deployed to the scene, notify ECC of specific 
equipment needed and the nature of the task to be performed (e.g., 
recovery of wreckage, articles, cadavers, towing of boats, etc.). 


1) If requested, provide a diving platform for the USRU. 


4. Relay river emergency information via VHF Channel 16, on the marine 
radio, to all commercial/recreational vessels, marinas, commercial/industrial 
sites, etc. 


5. Tow disabled boats. 


a. Ensure a Form 750, General Release of All Claims for Towing Boats, is 
completed by the boat’s owner/operator prior to towing the disabled 
boat. 


b. Tow boats to the nearest dock or place of safe mooring. 


6. Report any damage to vessel and/or equipment to the OIC of the event or 
incident. 


a. Ensure all necessary forms and reports are completed according to 
Procedure 12.035, Reporting Police Vehicular Accidents and Damage. 


1) Check that all additional equipment assigned is accounted for and 
operational. 


7. Immediately acknowledge a unit contact with location of river mile marker 
and status. 


8. Secure with ECC, USCG, and the Boone County Dispatch Center when the 
Marine Patrol vessel is safely moored. 


9. Complete a Marine Patrol Daily Activity Log and forward to Special Events 
Unit for record keeping. 


G. Equipment Inventory 


1. Marine Patrol operators will inventory and inspect the Marine Patrol vessel 
and equipment after each deployment, call-up, or training session. 


H. Marine Patrol Unit Commander Duties and Responsibilities 


1. Maintain an updated “Emergency Notification Plan” for responses to Ohio 
River emergencies. 


a. Forward copies to Districts One, Two, and Three. 
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2. Maintain a copy of the emergency notification list forwarded by Districts One, 
Two, and Three. 


3. Maintain a Marine Patrol SOP and recall roster. 


4. Maintain a log of Marine Patrol deployments, call-ups, and training sessions. 


I. Districts One, Two, and Three will: 


1. Maintain a copy of the “Emergency Notification Plan” at the district front desk 
and in the supervisors' field Civil Disturbance Operation Procedure (CDOP) 
manuals. 


2. Maintain an emergency notification list of potentially affected locations along 
the river within their respective district boundaries. 


a. When personnel changes occur, update the list immediately. 


b. Review and update their respective lists annually. 


c. Ensure notification/evacuation of affected areas within their district. 


d. Ensure a copy of their current emergency notification list is forwarded 
to the CBS. 


J. Recall Roster 


1. Marine Patrol operators will immediately notify the Marine Patrol Unit 
Commander of any change of address or phone numbers. 


2. The Marine Patrol Commander will provide an updated personnel recall 
roster to ECC following any changes. 
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12.515 NONVIOLENT DEMONSTRATION ARREST: MASS 
ARREST PROCEDURE 


 
Reference: 
 
Ohio Revised Code 2911.21(A4) - Criminal Trespass (Refusing to Depart) 
Procedure 12.545 - Use of Force 
Procedure 12.555 - Processing of Felony and Misdemeanor Adult Prisoners 
Procedure 12.600 – Prisoners: Securing, Handling, and Transporting 
Procedure 12.625 - Transportation of Weapons and Prisoners 
Procedure 12.715 – Property and Evidence: Accountability, Processing, Storage, 


and Release 
 
Purpose: 
 
To outline procedure for police personnel when dealing with nonviolent 
demonstrations:  sit-ins, stand-ins, lay-ins, etc. and mass arrest incidents. 
 
To protect the constitutional rights of all persons. 
 
Procedure: 
 
A. Responsibilities When a Nonviolent Demonstration Occurs 


 
1. In all cases of nonviolent demonstrations in which the participants 


interfere with the normal activities of others, the first police officer on 
the scene shall: 


 
a. Notify the district shift O.I.C. of all pertinent details. 
 
b. Contact the owner, agent, property manager, superintendent, 


etc., and request him to respond to the scene of the 
demonstration. 


 
2. The shift O.I.C. will respond to the scene and: 
 


a. Confer with the owner, agent, property manager, superintendent, 
etc. and the spokesman for the demonstrators in order to 
evaluate the situation and alleviate any further police action. 


 
b. If further police action is deemed necessary, the shift O.I.C. will 


inform the district commander of the situation. 
 
3. The district commander shall respond if it is apparent that further 


police action will be necessary. 
 


a. If upon responding firsthand observation indicates additional 
police action is necessary, he shall: 


 
1) Inform the Patrol Bureau Commander. 


 
a) Identify the organization or parties involved. 
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b) State if incidents have occurred; report general 
conditions. 


 
c) Determine personnel needed to remedy the situation. 


 
2) Inform Police Communications Section to dispatch 


necessary personnel. 
 


4. If a demonstration occurs in an educational institution and participants 
are students, then the dean, principal, or superintendent shall: 


 
a. Notify the students to disband and return to normal activities.  If 


the students refuse to comply with this request they will be 
immediately notified they are interfering with the normal activities 
of the educational institution and are subject to arrest under the 
trespassing statute. 


 
5. In the presence of a police officer, persons demonstrating will be told 


they are trespassing by the owner, agent, property manager, 
superintendent, etc., and will be notified to depart from the premises. 


 
NOTE: If the trespassers do not depart, this constitutes a 


misdemeanor in the presence of a police officer and they are 
subject to arrest. 


 
a. If the trespassers depart the premises peaceably, no further 


action is to be taken. 
 
b. If the trespassers refuse to depart, the police officer shall: 


 
1) Inform the trespassers they are under arrest and charged 


with Criminal Trespass (Refusing to Depart). 
 
2) State to those arrested they can either walk or be carried to 


the police conveyance, but should they have to be carried, 
an additional charge of Resisting Arrest will be placed 
against them. 


 
3) Following photographing, the arrested will be taken to 


Central Intake for processing. 
 


6. Trespassing affidavits will be filed by the owner, agent, etc.  Affidavits 
for other offenses occurring in the police officer's presence such as 
Disorderly Conduct, Assault, Resisting Arrest, etc. may be filed by the 
police officer. 


 
B. Mass Arrests 


 
1. If arrests are anticipated: 


 
a. The presiding judge of the Hamilton County Municipal Court will 


be notified of the anticipated arrests. 
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b. Alert CIS (Criminalistics Squad) to supply necessary personnel 
for photographing and identifying the persons to be charged. 


 
1) Photographs will be made of the general area and 


demonstrators. 
 
2) Identification photos of participants arrested, if any, will be 


taken with the arresting officer in Central Intake. 
 


c. Request the Hamilton County Sheriff’s Patrol Wagon in advance 
when expecting numerous physical arrests at planned events. 


 
d. Notify the Hamilton County Justice Center, Juvenile Court, and 


Juvenile Detention Center when expecting physical arrests 
numbering twenty or more.  Provide them with the anticipated 
number of arrests. 


 
2. Officers will utilize the following guidelines during mass arrest 


incidents. 
 
a. The guidelines to arrest will be determined by the Incident 


Commander and may be limited to the use of arrest teams. 
 
b. Remove the prisoners from the area of the arrest as soon as 


possible. 
 
c. Juvenile prisoners will be segregated from adult prisoners 


throughout the process.  All juvenile prisoners will be transported 
to the Juvenile Detention Center for processing.  Adult prisoners 
will be transported to the Hamilton County Justice Center for 
processing. 


 
d. The personal property of prisoners and evidence will be 


processed according to procedure 12.715. 
 
e. Officers will be assigned to remain with prisoners throughout the 


process until delivered to the detention facility. 
 
f. All inquiries from the media will be referred to the Public 


Information Office. 
 
g. Injured prisoners will be handled according to Procedure 12.600. 
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12.150 PLAN FOR CONTROL OF DISORDERS AT 
HAMILTON COUNTY ADULT CORRECTIONAL 
FACILITIES 
 


Reference: 
 


Procedure 12.155 - Juvenile Youth Center Disorders 
Procedure 12.170 - Civil Disturbance Operation Procedure 
Ohio Revised Code 5120 - Ohio Jail Standards 
Standards Manual - 1.3.5, 2.1.2, 46.1.3 


 
Policy: 


 
The primary responsibility for control of disorders at the Hamilton County Justice 
Center Detention Facility and its related off-site facilities rests with the Hamilton 
County Sheriff.  The Hamilton County Sheriff's Office (HCSO) is the authority for 
any actions taking place within the facility including the carrying of firearms or 
any weapon within the facility. 


 
The Cincinnati Police Department recognizes that circumstances may arise when 
the resources of the Department may be required to assist in handling situations 
beyond the normal capabilities of HCSO personnel. 


 
Purpose: 


 
Establish a procedure to be followed in a disorder at any of the following 
Hamilton County Correctional Facilities in which the assistance of the Cincinnati 
Police Department is requested: 


 
 - Queensgate Correctional Facility, 516 Linn 


 
 - Hamilton County Justice Center, 1000 Sycamore Street 


 
 - Hamilton County Jail, 1000 Main Street 


 
 - Work Release Center, 217 Charles Street 


 
 - Talbert House, 1617 Reading Road 


 
 - River City Correctional Center, 3220 Colerain Avenue 


 
For Disorders at Hamilton County Juvenile Court Youth Center, 2020 Auburn 
Avenue, see Procedure 12.155. 


 
Provide sufficient police personnel and equipment necessary for proper 
perimeter security and traffic control. 
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Procedure: 
 


A. Duties of Sworn Personnel: 
 


1. At the first indication of a major disorder at any of the facilities 
outlined in the Purpose section of this procedure, the ranking 
supervisor of the facility will notify the Police Communications Section 
(PCS) and provide pertinent details. 


 
a. All requests for Police Department assistance will be directed 


through PCS. 
 


2. PCS will: 
 


a. Determine the location of the facility supervisor. 
 


b. Notify and dispatch the district shift officer in charge (OIC) to the 
scene. 


 
c. Direct four beat cars, two-officer units if possible, from the 


affected district to the four corners of the perimeter of the facility 
to prevent the escape of prisoners. 


 
d. In the event of an active disturbance, notify the district 


commander to respond to the scene.  (An active disturbance is 
defined as a situation where the disorderly prisoners have 
initiated an offensive act against the facility, detention personnel, 
or other prisoners.) 


 
e. Notify the Night Chief if the disturbance occurs during his tour of 


duty. 
 


1) The Night Chief will respond to the scene and assume 
command of Department personnel until the arrival of the 
district commander or a bureau commander. 


 
3. The district shift OIC will: 


 
a. Meet with the ranking supervisor of the facility. 


 
b. Coordinate all Police Department activities outside the facility 


and keep PCS informed of the situation. 
 


c. Call up a SWAT team, if one may be needed. 
 


4. The district commander or in his absence, the Night Chief, will: 
 


a. Assume command of all Police Department personnel at the 
scene. 


 
b. Confer with the facility supervisor in charge. 
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1) If the facility supervisor in charge requests Police 
Department personnel to assist inside the facility, the 
district commander will personally observe the situation to 
determine if the need is valid. 


 
2) Police Department personnel will not be used inside a 


facility until all available facility personnel are committed 
and are unable to resolve the disturbance. 
 


c. Determine if the situation requires initiation of the CDOP 
procedures, alert, phases, etc. 


 
d. Determine, after conferring with the supervisor of the facility, if 


assistance is needed inside the facility and have PCS notify the 
Patrol Bureau Commander or the Duty Officer to respond to the 
scene. 


 
1) Police Department personnel will not enter the facility until 


after the arrival of the Patrol Bureau Commander, Duty 
Officer, or Night Chief unless a serious or life threatening 
injury could occur if there is a delay in response, and then 
only at the direction of the HCSO supervisor in charge. 


 
2) Police Department personnel, after they have been 


authorized to enter the facility, will remain under the direct 
control of a Police Department supervisor. 


 
3) The HCSO will retain final authority over the use of Police 


Department personnel inside the facility.  Department 
personnel will be withdrawn, without question, if the HCSO 
supervisor in charge requests it. 


 
e. Establish a command post notifying PCS of the telephone 


number. 
 


1) Hold the phone line to the command post open to preclude 
interference from other callers who may call the published 
number being used for the command post. 
 


f. Request district CDOP equipment if necessary. 
 


1) Establish a staging area for personnel and equipment. 
 


g. Establish sufficient traffic posts to direct the movement of all 
emergency equipment and redirect the flow of traffic, if 
necessary. 


 
h. Provide for transport of injured persons to hospitals. 


 
1) Notify PCS to have a Fire Department Paramedic Unit and 


transport vehicle respond to the staging area.  Identify and 
advise of a proper safe area for the Paramedic Unit to 
respond and to whom they should report. 
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2) District Four will provide security for prisoners at University 
Hospital until relieved. 


 
i. Request the reservation and use of a proper tactical radio 


channel. 
j. Request additional manpower, if the situation warrants it. 
 


5. All supervisors and command officers involved in the disturbance will 
maintain a log of events. 


 
a. An After Action Report will be prepared in triplicate and 


submitted through channels by the district commander. 
 
1) Original copy to the Police Chief 


 
2) Duplicate to the Patrol Bureau Commander 


 
3) Triplicate for district files 
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12.518 ENFORCEMENT AUTHORITY ON FEDERAL PROPERTY 


References: 


41 CFR 101 & 102, Federal Property Management Regulation Section 101-20, 
Management of Buildings and Grounds: 101-20.103 -  Physical 
Protection and Building Security; Section 101-20.315 - Penalties 
and Other Laws; Federal Management Regulation  Section 102-
74455 - Impact on Other Laws or Regulations; and Section 102-74 
Subpart B – Facility Management 


Interagency Support Agreement / Memorandum of Understanding (MOU): US Navy 
Operational Support Center; Cincinnati VA Medical Center; US Army Reserve 


Information: 


In general, Cincinnati Police Department (CPD) personnel have concurrent jurisdiction 
with the Federal Protective Service over property maintained by the Federal 
Government but located within the City of Cincinnati.  This includes the Federal 
Building, Federal Courthouse, V.A. Hospital, Social Security offices, all Post Office 
branches, etc.  The only exception to this general rule are military installations, whose 
properties are under the custody, control and protection of the U.S. General Services 
Administration. 


The CPD has an Interagency Support Agreement / Memorandum of Understanding 
(MOU) with certain military installations listed in this procedure.  Consequently, CPD 
personnel will respond to emergency calls (e.g. active shooter) at these installations 
and are authorized to enter the buildings to respond to emergencies. 


Procedure: 


A. Request for Service 


1. When CPD personnel receive a radio run or a request for service which 
requires them to enter onto federally maintained property, they will respond 
and provide the required service. 


a. This includes taking reports, resolving disputes, making arrests, serving 
warrants, etc. 


1) If the federally maintained property has its own police department, 
CPD personnel shall contact that agency when entering the 
property, or, in the case of an emergency, as soon as reasonably 
possible thereafter. 


b. Prior to serving arrest warrants, CPD personnel should contact an 
appropriate official at the Federal Protective Service Dispatch Center 
24 hours a day / 7 days a week at (1-877-437-7411) and request they 
be present when the warrant is served. 


1) Prior notice is not required in emergency situations where an 
immediate arrest becomes necessary. 
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2. Nothing in this procedure will prevent CPD personnel from allowing Federal 
Protective Service personnel to handle complaints on federal property if the 
Federal Protective Service desires. 


3. In situations which involve military installations, CPD personnel will take no 
action unless specifically requested to do so by the officer in charge of the 
military installation, with the exception of: 


a. CPD personnel will respond to emergency calls (e.g. active shooter) at 
the following military installations, located within the City of Cincinnati, 
and are authorized to enter the buildings to respond to emergencies, in 
accordance with the Interagency Support Agreement/Memorandum of 
Understanding with the listed facilities:  


1) US Navy Operational Support Center 
3190 Gilbert Ave. Cincinnati, OH 45207 


2) Cincinnati VA Medical Center 
3200 Vine St. Cincinnati, OH 45220 


3) US Army Reserve 
1600 Seymour Ave. Cincinnati, OH 45237 
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12.520 CITY/PUBLIC EMPLOYEE CONTACTS-INTERVIEWS/ 
ARRESTS 
 


Reference: 
 
Cincinnati Municipal Code 408-39 - Notice Regarding Court Cases 
Administrative Regulation #59 - Substance Abuse 
Procedure 12.235 - Driving Under the Influence (DUI):  Processing & Arrest 
 
Standards Manual - 1.2.5 
 
Procedure: 
 
A. Arrest of City Employees: 


 
1. When arresting a city employee, except for minor traffic violations, 


contact a police unit supervisor. 
 


a. The police supervisor will notify the district/section/unit 
commander or the night chief. 


 
1) If the employee is on duty, the district/section/unit 


commander or the night chief will inform the arrested 
individual's immediate supervisor as soon as possible. 


 
2) If the employee is off duty but his division of employment is 


open, the district/section/unit commander or the night chief 
will inform the on duty supervisor of the arrested 
individual's department or division immediately. 


 
3) If the employee is off duty and his division of employment is 


closed, the district/section/unit commander or the night 
chief will insure the completion of the Form 17 indicating no 
notification was made.  Patrol Administration will notify the 
arrested employee's supervisor on the next business day. 


 
b. The police supervisor will complete a Form 17 and fax a copy to 


Patrol Administration and the Chief's Office.  Include the 
command officer notified and the name of the arrested's 
supervisor notified. 


 
B. Substance Abuse Testing of On-Duty City of Cincinnati Employees (Non-


police): 
 


1. An officer arresting and charging an on-duty City employee suspected 
of Driving Under the Influence (DUI) will test and process the 
employee according to Procedure 12.235, Driving Under the Influence 
(DUI):  Processing & Arrest. 


 
2. Police Department personnel will not perform intoxilyzer testing or any 


other kind of substance abuse testing of on-duty (non-police) City 
employees for the sole purpose of placing administrative charges 
against the employee. 
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3. A police supervisor requested to test an on-duty (non-police) City 


employee for this purpose will refer the requesting supervisor to the 
Jewish Hospital Main Laboratory, Level B at 3200 Burnet Avenue.  
Respond to the emergency room if the Main Laboratory is closed. 


 
a. The immediate supervisor of the suspected employee will 


transport the employee to the Jewish Hospital Main Laboratory 
for testing.  The laboratory will obtain and analyze the specimen 
and send the results to the City Physician. 


 
C. Postal Employee Contacts: 


 
1. Interviewing a postal employee at his place of employment: 


 
a. Contact the Postal Inspector in Charge for clearance. 


 
1) Postal laws and regulations allow only postal employees 


access to post office workrooms.  In certain emergency 
cases, non-postal persons are admitted if accompanied by 
a postal supervisor. 


2. Requesting disclosure of privileged information (change of address, 
etc.): 


 
a. Make requests for changes in address on an Address 


Information Request (Form 675P). 
 


1) The police officer's unit supervisor must countersign the 
Form 675P. 


 
2) The Post Office supervisor will provide the new address 


and notify the requesting officer to pickup the completed 
Form 675P. 


 
D. Arrest of Postal Employees: 


 
1. Felony arrests: 
 


a. Make the arrest immediately.  Contact the Postal Inspector in 
Charge if making the arrest at the employee's place of 
employment.  Notify a police supervisor. 


 
2. Traffic and misdemeanor arrests: 


 
a. Whenever possible, try to serve warrants at the residence of the 


employee. 
 


1) If unable, contact the Postal Inspector in Charge and 
arrange to make the arrest after the employee 
completes his tour of duty. 


 
b. Do not arrest an employee transporting mail unless the driver is 


unable to operate the vehicle safely. 
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3. When making an immediate arrest, the police will provide security for 
the postal vehicle until the arrival of a relief driver.  Have a police 
supervisor respond to the scene. 
 


E. Public Vehicles: 
 


1.  When arresting the driver of a public vehicle, notify the driver’s office 
from the scene. 


 
a. Remain with the vehicle until a relief driver and/or equipment 


arrives. 
 


1) Do not take custody of the vehicle unless holding it as 
evidence. 


 
b. Do not write chauffeur as the driver's occupation on arrest forms 


of public vehicle drivers.  Write the specific occupation (bus 
driver, taxicab driver, etc.) on arrest forms. 


 
2. When issuing a Cincinnati Parking Infraction (CPI) to a public vehicle, 


the citing officer will write in the "Officer's Notes" section of the CPI the 
type of vehicle (taxi, bus, etc.).  Include the name of the company 
owning the vehicle (Yellow Cab Co., Queen City Metro, etc.). 
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12.155 JUVENILE YOUTH CENTER DISORDERS 
 


Reference: 
 


Procedure 12.170 - Civil Disturbance Operation Procedure 
Procedure 12.175 - Use of Special Weapons and Tactics Unit 
Standards Manual - 2.1.2, 12.2.1, 46.1.3 


 
Procedure: 


 
A. At the first indication of any major disturbance at the Hamilton County 


Juvenile Court Youth Center (HCJCYC), 2020 Auburn Avenue, the on-duty 
youth center supervisor will notify Police Communications Section (PCS) 
and provide pertinent details. 


 
B. PCS Will: 


 
1. Dispatch the District Four shift officer in charge (OIC) to the HCJCYC 


Intake rear door. 
 


2. Dispatch one District Four car to establish a traffic post at the 
driveway entrance to the HCJCYC.  This post will direct the movement 
of all emergency equipment. 


 
3. Dispatch four District Four cars to the north, south, east, and west 


perimeters of the HCJCYC to contain prisoners. 
 


a. If District Four cars are not available, assign units from other 
districts to cover the perimeter points. 
 


4. Notify the appropriate command officers. 
 


a. District Four Commander 
 


b. Patrol Bureau Commander 
 


c. Duty Officer 
 
d. Night Chief 
 


C. The District Four Shift OIC Will: 
 


1. Respond to the HCJCYC Intake rear door, meet with the youth center 
supervisor, evaluate the situation, and determine a course of action. 


 
2. Assume command of all youth center and police personnel at the 


scene.  The youth center supervisor will act in an advisory capacity to 
the Police Department and coordinate any activities involving youth 
center personnel. 


 
3. Establish a separate command post and staging area. 


 
4. Ensure all supervisors involved maintain a log of events. 
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5. Have officers secure their firearms in the lock boxes provided at the 


entrance of the detention section or the trunks of police vehicles, 
unless the inmate(s) is in possession of potentially dangerous 
weapons (knives, etc.), or a firearm is involved requiring immediate 
police action. 
 
a. The ranking supervisor at the scene makes the decision to enter 


the detention section with firearms. 
 


6. If necessary, establish a Spontaneous Alert per Procedure 12.170. 
 


7. If hostages, firearms, or large numbers of inmates are involved, 
activate SWAT per Procedure 12.175. 


 
8. Once the disturbance is brought under control: 


 
a. Phase out the manpower as necessary. 


 
b. Return control of the HCJCYC to youth center personnel. 


 
9. Prepare an after action report. 


 
a. Critique the action taken. 
 


D. The District Four Commander will review, comment, and distribute copies of 
the completed report as follows:  


 
1. The Police Chief 


 
2. Patrol Bureau Commander 


 
3. District Four files 
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12.160 RUMORS/POTENTIAL CIVIL DISTURBANCES 


Reference: 


Procedure 12.417 – Hate Crimes: Response to Racial, Religious, Ethnic/National 
Origin, or Sexual Orientation Bias Incidents 


Civil Disturbance Response Team SOP 


Definitions: 


Civil Disturbance Response Team (CDRT) – The CDRT is a team of first line 
supervisors and grenadiers that respond to civil unrest.  The team is trained in the 
“Mobile Field Force” concept and enhanced crowd control techniques, which includes 
the deployment of mobile field forces and less lethal munitions.  The CDRT is generally 
deployed during a Planned Alert but can be deployed for an emerging civil unrest with 
the approval of the Patrol Bureau Commander or the CDRT Commander, if necessary. 


Grenadier – A police officer who is trained and certified in the deployment of less lethal 
munitions. 


Purpose: 


Provide for the documentation, processing, and analyzing of rumors concerning racial 
problems, civil disturbances, other police problems or services. 


Establish policies for handling incidents arising from or indicative of a racial nature and 
for protecting the civil rights of all citizens. 


Establish responsibility and authority of Police Department and Cincinnati Human 
Relations Commission (CHRC) personnel during field situations. 


Policy: 


The Cincinnati Police Department will immediately investigate and document incidents 
of racial tension or civil disturbance. 


Procedure: 


A. Processing Rumors Involving Racial Problems, Civil Disturbances, or Other Police 
Problems: 


1. All members of the Police Department are charged with the following 
responsibilities concerning rumors: 


a. Obtain as many pertinent facts as possible. 


b. Identify the person passing the information and the source of the 
information, if possible. 


c. Assess the reliability and credibility of the informant. 


d. Instruct the informant not to discuss the subject with anyone other than 
the police. 
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e. Refrain from any words or actions which might lend credibility or 
incentive to the rumor. 


2. Immediately telephone information involving racial problems, civil 
disturbances, or public safety issues (motorcycle gangs, terrorism, etc.) to 
the Intelligence Unit if received between 0800 and 1700 hours on weekdays. 


a. During other hours, if the information is determined to need immediate 
investigation, a supervisor will notify the district commander, the Night 
Inspector, or the Duty Officer who will recall the Intelligence Unit, if 
necessary. 


b. Document this information on a Form 17 with copies to the: 


1) Police Chief. 


2) Investigations Bureau Commander 


3)  Patrol Bureau Commander 


4) Originating unit. 


c. The Intelligence Unit will coordinate the investigation and evaluate the 
information in terms of providing intelligence to affected units or 
agencies. 


B. Racial Incidents: 


1. The shift officer in charge (OIC) will respond to the scene.  The OIC will 
evaluate the situation and request the Emergency Communications Section 
(ECS) dispatch the necessary personnel. 


a. The Civil Disturbance Response Team (CDRT) may be utilized to 
assist with crowd management or control, or events with a potential for 
civil unrest, if necessary. 


b. The OIC will use both white officers and black officers, male and 
female, in teams, when possible. 


c. Officers will conduct themselves in a neutral, impartial manner.  
Exercise discreet judgment in policing incidents of this nature. 


d. Remove the focal point of the crowd or incident from the scene as soon 
as possible. 


e. Cooperate with members of the news media. 


1) Do not permit the media to take actions that would endanger their 
safety, the safety of police officers or the public. 


2) Access granted the media must be consistent with the needs and 
goals of public safety and order. 


2. The shift OIC will execute a Form 17 describing the nature of the incident 
and the action taken and forward copies to the: 
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a. Police Chief 


b. Investigations Bureau Commander, who will route the form to the 
Intelligence Unit. 


c. Patrol Bureau Commander 


d. Originating unit. 


C. Utilization of CHRC Field Representatives: 


1. Upon learning a racial incident exists, the shift OIC may contact the following 
resources for assistance if necessary: 


a. CHRC field representatives 


b. Street advocates 


2. When CHRC personnel receive information which has the potential for 
creating a racial incident, they will notify the Patrol Bureau Commander as 
soon as practical. 


a. The Patrol Bureau Commander will notify the appropriate command 
officers. 


3. If CHRC field representatives respond to the scene of an incident, the 
incident OIC will request CHRC submit a report of their observations and 
assessment of the incident to the Intelligence Unit Commander. 


4. District commanders may request CHRC field representatives assist in the 
resolution of various other community problems. 


a. District commanders should submit a Form 17 to the Police Chief with 
the following information: 


1) Nature of the problem. 


2) Reason for requesting CHRC's assistance. 


3) An estimate of the number of work-hours expended by CHRC 
personnel. 
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12.535 EMERGENCY OPERATION OF POLICE VEHICLES AND 
PURSUIT DRIVING 


Reference: 


Procedure Manual 12.537, Mobile Video/Digital Video Recording Equipment 
Ohio Revised Code 2744.02(B)(1)(a), Governmental Functions and Proprietary Functions   


of Political Subdivisions 
Ohio Revised Code 2935.031, Policy for Pursuit in Motor Vehicle 
Ohio Revised Code 2921.331, Failure to Comply with Order or Signal of Police Officer 
Ohio Revised Code 4511.01(d), Definitions 
Ohio Revised Code 4511.03, Emergency Vehicles at Red or Stop Signal 
Ohio Revised Code 4511.24, Emergency Vehicles Excepted From Speed Limitations 
Ohio Revised Code 4511.45, Right-of-Way of Public Safety Vehicles 
Ohio Revised Code 4513.21, Horns, Sirens, and Warning Devices 
Colbert v. City of Cleveland, 99 Ohio St.3d 215 (2003) 
Cincinnati Municipal Code 513-1, Impoundment of Motor Vehicles 
Cincinnati Municipal Code 759-2, Use of a Motor Vehicle in Failure to Comply with Order or 


Signal of a Police Officer 
Definitions: 


Emergency Driving (General Non-Pursuit) – the operation of an authorized emergency 
vehicle (emergency lights and siren in operation) by a police officer in response to a life 
threatening situation or a violent crime in progress, using due regard for the safety of 
others. 


Following – driving in close proximity to a subject vehicle without using any apprehension 
efforts, such as lights or sirens or any other method of direction to stop. 


Pursuit Driving – an attempt by a law enforcement officer operating an emergency vehicle 
and simultaneously utilizing lights and siren to apprehend an occupant(s) of another 
moving vehicle, when the driver of the fleeing vehicle is aware of the attempt and is 
resisting apprehension by maintaining or increasing speed, disobeying traffic laws, ignoring 
or attempting to elude the officer. 


Emergency Call – a call to duty, including, but not limited to:  communications from 
citizens, police dispatches, and personal observations by peace officers of inherently 
dangerous situations demanding an immediate response on the part of a peace officer.  
Emergency calls are not limited to inherently dangerous situations. 


Original documents – photographs, DVR discs/hard drives, and any documents that are 
handwritten or contain an original signature. 


Operational Violation – Any violation during a pursuit that would be considered a moving 
traffic violation according to the Ohio Revised Code (ORC) or the Cincinnati Municipal 
Code (CMC).  An Operational Violation results in a non-compliant pursuit. 


Example violations:  One Way Streets; any at-fault accident. 
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Administrative Violation – Any violation of this procedure that is not an operational or 
equipment violation.  An Administrative Violation results in a non-compliant pursuit. 


Example violations:  pursuing for traffic only; more than two vehicles in a pursuit; failure to 
terminate a pursuit. 


Equipment Violation – Any violation of this procedure involving the camera and/or 
microphone systems of the police vehicle’s Digital Video Recording (DVR) equipment.     
An Equipment Violation, on its own, does not result in a non-compliant pursuit. 


Example violations:  Failure to ensure the DVR and body microphone are recording; failure 
to report malfunctioning equipment to a supervisor; body microphone left in the cradle, 
failing to record audio. 


Purpose: 


Ensure the safety of citizens and police officers during the emergency operation of police 
vehicles. 


Policy: 


All sworn personnel will complete any established training program regarding vehicle 
pursuits. 


Officers must terminate their involvement in motor vehicle pursuits whenever the risks to 
their safety, the safety of innocent bystanders, or the safety of the suspect(s) outweigh the 
consequences of the suspect's escape. 


While operating a police vehicle in emergency mode, entry into an intersection against a 
stop sign or signal poses a heightened level of risk to both sworn personnel and the public, 
and thus requires an increased level of caution to meet the due regard to safety standard.  
In order to show due regard when approaching intersections against a stop sign or red 
traffic signal, sworn personnel shall slow down as necessary for the safety of traffic and 
shall only proceed into the intersection at a speed which would allow for themselves and/or 
other drivers and pedestrians a reasonably sufficient opportunity to avoid a traffic crash. 


During the emergency operation of police vehicles, and prior to and during a pursuit, 
officers must weigh the following factors: 


• Degree of risk created by pursuit to others, officer and suspect. 


• Location where pursuit will take place. 


• Traffic conditions and amount of pedestrian traffic. 


• Road conditions. 


• Time of day. 


• Weather. 


• Volume, type, speed and direction of vehicular traffic and direction of pursuit. 
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• Nature/seriousness of suspected crime. 


• Condition of police vehicle and suspect’s vehicle. 


• Any circumstance that could lead to a situation in which the pursuing officer(s) will 
not be able to maintain control of the police vehicle. 


• Type of vehicle being pursued. 


• Likelihood of successful apprehension. 


• Whether the identity of the suspect is known to the point that later apprehension is 
possible. 


Officers will not attempt to stop or slow a pursued vehicle by boxing in, heading off, 
ramming, or driving alongside during a pursuit. 


Officers will not pursue vehicles the wrong way on the interstate or other controlled access 
highway, divided roadways, or one-way streets unless specifically authorized by the pursuit 
officer in charge (OIC). 


Officers must ensure video and audio recording equipment is activated when operating in 
emergency mode and when participating in traffic stops and pursuits. 


Police motorcycle units may become involved in a pursuit as primary units when they 
initiate the pursuit.  The motorcycle unit will turn the pursuit over to a marked police car as 
soon as possible and discontinue emergency operation. 


Officers wearing plainclothes or using unmarked vehicles will avoid making stops of 
suspected vehicles and will not engage in vehicle pursuits.  The danger presented to 
officers and citizens is much greater than when uniformed officers with marked vehicles 
make the initial contact. 


Officers will not attempt to stop vehicles while off duty unless it is a life-threatening 
situation which, if permitted to continue, could cause serious physical harm to innocent 
victims. 


Pursuits leaving the initiating district will switch to the channel of the district that the pursuit 
enters after it is established the pursuit will not immediately re-enter the boundaries of the 
initiating district. 


Example One: A vehicle pursuit initiated in District One which enters I-75 north and 
passes the Harrison Avenue exit will switch to Channel Five for dispatch. 


Example Two: A vehicle pursuit initiated in District One which travels north on Vine Street, 
enters District Four and proceeds east on Thill Street, then south on Rice Street back into 
District One, may remain on Channel One. 


Procedure: 


A. Emergency Operation of Police Vehicles 


1. Emergency operation (lights and siren) of a police vehicle is authorized in the 
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following emergency cases (call to duty) and under the following conditions: 


a. Officer needs assistance. 


b. Person calling for help. 


c. Report of an explosion. 


d. Trouble with a prisoner. 


e. Crimes in progress requiring the immediate presence of a police officer. 


f. Auto accident with reported injury. 


g. Emergency medical runs when Fire Department personnel are not 
immediately available. 


h. Pursuit driving. 


2. When operating a police vehicle in the emergency mode, officers: 


a. Will not operate with reckless disregard for the safety of other citizens. 


b. Will use the emergency lights (red/blue) and siren. 


1) Do not use four-way flashers because they interfere with brake lights 
and turn signals. 


c. Will ensure video and audio recording equipment is activated if the police 
vehicle is equipped with it. 


1) Officers will ensure the body microphone is out of its cradle and 
recording. 


d. Will not have complainants, witnesses, suspects, prisoners, or other non-
police personnel as passengers.  This restriction does not apply to: 


1) Civilian observers  


2) Units transporting sick or injured persons to the hospital. 


3. When driving in emergency mode, the operator will conform to all applicable 
traffic laws and regulations. 


a. When driving in emergency mode and approaching a red traffic signal or 
stop sign, the operator must only enter the intersection with a due regard 
to safety.  In order to show due regard when approaching and entering 
intersections against a stop sign or red traffic signal, the operator shall       
slow down as necessary for the safety of traffic and shall proceed into 
these intersections at a speed which would allow for themselves and/or 
other drivers and pedestrians a reasonable opportunity to avoid a traffic 
crash. 


b. When driving in emergency mode, the operator must maintain a vehicle 
speed which is reasonable for the conditions, including but not limited to: 
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time of day, road conditions, pedestrian and vehicle traffic, and weather; 
the operator will not exceed the posted speed limit by more than 20 miles 
per hour. 


B. Silent Response 


1. Police officers may respond to certain calls, such as robberies or burglaries in 
progress, using emergency lights only (no audible siren).  The officers 
responding on these silent runs must clearly understand: 


a. The mere use of flashing emergency lights, without an audible siren, does 
not designate the vehicle as an emergency vehicle by law and may negate 
any immunity available to the operator. 


b. They must proceed with extreme caution and at a reasonable speed to 
avoid endangering the life and property of others. 


C. Portable Flashing Blue Lights on Unmarked Vehicles 


1. A vehicle with a portable flashing blue light is not considered an emergency 
vehicle. 


2. The portable flashing blue light should be used to identify emergency conditions 
at an auto accident, road hazard, crime scene, etc. 


3. Do not use the portable flashing blue light to: 


a. Identify any unmarked vehicle as an emergency response vehicle. 


b. Substitute for the emergency equipment on the patrol cars. 


D. Pursuit Driving 


1. A motor vehicle pursuit is permitted in the following instances: 


a. On-sight pursuit of a known or suspected felon. 


b. On-sight pursuit of criminal misdemeanor violations. 


c. There is reasonable suspicion the occupants of a suspect vehicle have 
committed a criminal misdemeanor offense. 


Example:  The broadcast of a suspect vehicle and/or suspect vehicle 
wanted for theft. 


d. A criminal warrant/capias is on file. 


1) Officers must confirm the criminal warrant/capias through the  
Mobile Data Computer (MDC) or with the dispatcher prior to   
initiating a pursuit. 


2) Vehicle pursuits initiated for traffic offenses only are not permitted. 


a) Operating a Vehicle under the Influence (OVI), Driving Under 
Suspension (DUS) and Reckless Operation are traffic only 
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offenses.  Pursuit for these offenses alone is a violation of this 
procedure. 


e. When directed by a supervisor or by Emergency Communications Center 
(ECC) at the direction of a supervisor to assist in a police pursuit. 


2. Notification 


a. A pursuing officer(s) will immediately relay the following information to 
ECC: 


1) Car number. 


2) Location. 


3) Direction. 


4) A description of vehicle, license number, and occupants. 


5) Reason for pursuit. 


6) Speeds involved. 


3. ECC Responsibilities 


a. The dispatcher will immediately notify the initiating pursuit unit's supervisor. 
 That supervisor becomes the pursuit OIC and is responsible for directing 
the pursuit until its end. 


1) If the unit supervisor is unavailable, a district supervisor where the 
pursuit began becomes the pursuit OIC. 


b. The dispatcher will note the time, car number, district involved, and 
immediately notify the ECC shift OIC. 


c. The pursuit dispatcher will notify other district personnel via an all channel 
broadcast as the pursuit enters into adjoining district boundaries. 


d. Keep non-emergency radio traffic to a minimum during the pursuit. 


e. ECC will broadcast the pursuit on all available channels.  Upon anticipation 
of a pursuit across city limits, ECC will make an all county broadcast 
(ACB). 


f. The ECC supervisor will provide the necessary support during the pursuit. 


4. Supervisory Responsibilities 


a. The pursuit OIC will retain control and continually monitor and assess the 
situation.  The pursuit OIC will direct specific units in or out of the pursuit, 
reassign primary or secondary units, set posts, authorize roadblocks, and 
terminate the pursuit. 


1) Final decisions will rest with the pursuit OIC. 
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b. The pursuit OIC will complete Form 34, Vehicle Pursuit Report, and work-
flow the form through channels to the district/section/unit commander.  
When work-flowing the Form 34 and attachments, “Add Notification” to 
Patrol Bureau and Inspections Unit. 


c. After reviewing the DVR of any unit involved in the pursuit in accordance 
with Procedure 12.537, route a copy of the MVR/DVR, along with any 
other original documents, through the chain of command. 


d. The supervisor will note the officer’s compliance or non-compliance at the 
end of the Form 34 narrative. 


1) Compliance responses (Refer to the Definitions section of this 
procedure): 


a) Yes – No Violations 


b) Yes – Equipment Violation Only 


c) No – Operational Violation 


d) No – Administrative Violation 


5. Number of Units 


a. Unless authorized by the pursuit OIC, no more than two police vehicles will 
become actively involved in the pursuit. 


b. The primary unit will: 


1) Be responsible for keeping the suspect's vehicle in sight. 


2) Advise the supervisor if more than two police units are needed for the 
pursuit. 


3) Have the authority to terminate the pursuit should conditions warrant. 


c. The secondary unit will: 


1) Immediately notify ECC there are two police units involved in the 
pursuit. 


2) Assume responsibility for the transmission of all relevant pursuit 
information to ECC. 


3) Provide backup for the primary unit during the arrest process. 


E. Termination of the Pursuit 


1. Officers will terminate pursuits under any of the following conditions: 


a. The pursuit OIC or the primary unit determines the level of danger created 
by the pursuit outweighs the necessity for immediate apprehension. 
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b. Establishment of the suspect's identity allowing for apprehension at a later 
time and there is no longer a need for immediate apprehension. 


c. Location of the pursued vehicle is no longer known. 


d. The pursued misdemeanor violator crosses the Hamilton County line 
(Refer to Section F.3.) 


2. Once a pursuit has been terminated, the pursuing officer(s) will immediately pull 
to the curb and stop. 


F. Pursuits Leaving Cincinnati 


1. By statute, police officers have the authority to pursue outside their jurisdiction 
and arrest without a warrant provided: 


a. The officers would have authority to make the arrest inside their 
jurisdiction. 


b. The pursuit takes place without unreasonable delay after the offense. 


c. The pursuit starts within the police officers' jurisdiction. 


d. The offense is one of the following: 


1) Felony 


2) First or second-degree misdemeanor 


2. If the above criteria are not met, the officers cannot pursue and cannot arrest 
outside their jurisdiction. 


3. Although it can be a felony to flee and/or elude a police officer (ORC 2921.331), 
if this is the only felony charge, fresh pursuit of a criminal misdemeanor violator 
will terminate at the Hamilton County line. 


a. Officers must receive supervisory approval before signing ORC 2921.331 
felony charges. 


4. Officers may pursue felony suspects beyond state boundaries.  However, the 
new jurisdiction will continue the pursuit as the primary unit (if available).  The 
Cincinnati primary unit and secondary unit will then assist. 


a. Officers will terminate pursuits if radio contact with ECC is lost due to 
officers going beyond radio range. 


G. Outside Agency Pursuits into Cincinnati 


1. In the event of a pursuit from an outside agency into Cincinnati, the same 
guidelines for pursuits outlined in this procedure will apply to Department 
personnel.  Department personnel will not engage in a pursuit from an outside 
agency if the pursuit would be prohibited by our Department. 
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a. ECC will notify the appropriate district supervisor, who becomes the pursuit 
OIC for Department personnel if the decision is made to engage in pursuit. 


1) The outside agency will remain responsible for the pursuit and serve 
as the primary unit until responsibility is relinquished to Department 
personnel. 


2) ECC will broadcast the pursuit and its progress. 


3) If the pursuit entering Cincinnati does not meet the Department’s 
requirements for a pursuit, at the direction of a Police supervisor, 
ECC will notify the outside agency that Department personnel will not 
engage in pursuit. 


b. If an outside agency has one vehicle in the pursuit, we will assist with one 
unit if the pursuit meets the Department requirements for a pursuit. 


c. If an outside agency has two or more vehicles in pursuit, we will not assist 
in the pursuit of the fleeing vehicle. 


H. Roadblocks 


1. Under normal circumstances, officers will not set up roadblocks to stop fleeing 
vehicles.  The pursuit OIC may grant permission for a roadblock if he has 
knowledge the suspect has committed: 


a. Murder or Aggravated Murder 


b. Aggravated Arson 


c. Aggravated Robbery 


d. Aggravated Burglary 


e. Rape 


f. Complicity to any of the above 


2. Officers will set up roadblocks only with the direct permission of the pursuit OIC 
and in accordance with the following guidelines: 


a. Officers will not set up roadblocks at locations that will endanger innocent 
citizens or create a hazard to vehicular traffic.  Officers will not set up 
roadblocks which could limit visibility and not allow operators sufficient time 
to safely stop, e.g., at a curve in the road, or beyond the crest of a grade. 


b. Use Police Department vehicles only. 


1) Do not use Department motorcycles or privately owned vehicles. 


c. Position the Department vehicles in the roadblock so the open route left 
through the restricted area will require approaching vehicles to proceed 
slowly through it. 
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1) Turn on all of the vehicle's emergency lighting, turn the ignition switch 
off, and leave the vehicle.  No one is to remain inside the vehicle. 


2) If using Stop Sticks, use according to guidelines set forth in Section I. 


d. Do not detain innocent citizens.  Direct them to proceed with their vehicles 
through the roadblock and out of the path of the fleeing vehicle(s). 


I. Use of Stop Sticks 


1. The Department currently has four models of Stop Sticks: 


a. Standard Stop Stick - three feet in length. 


b.  Barracuda – three feet in length but with longer quills designed to stop 
larger vehicles like buses or trucks. 


c. Terminator - designed to be placed in front of a tire on a static vehicle, 
e.g., traffic stop. 


d. Piranha - resembles the standard Stop Stick but is only 5 1/8” long. It is 
designed to be placed covertly in front of a tire to ensure the vehicle is not 
moved. 


Note:  District Civil Disturbance Operating Procedure (CDOP) Vans are 
equipped with the Barracuda, Terminator and Piranha Stop Sticks.  Supply Unit 
maintains a replacement supply of stop sticks. 


2. Deployment of Stop Sticks: 


a. Stop Sticks are designed for a controlled release of air from a target 
vehicle’s tires, usually within 20-30 seconds.  However, under some 
circumstances tire deflation can increase the possibility that a driver may 
lose control of the vehicle and crash, resulting in serious or fatal injuries.  
Therefore, the following guidelines shall be followed when deploying Stop 
Sticks: 


1) Officers will use Stop Sticks only on vehicles with four or more 
wheels. 


a) Do not use Stop Sticks on motorcycles. 


2) Avoid deploying Stop Sticks on motor vehicles in transit if there are 
pedestrians in the immediate vicinity and the use of the Stop Sticks    
would place them at risk of physical harm or injury, i.e., use of Stop 
Sticks on a motor vehicle traveling at a high rate of speed in a 
residential area. 


3) Limit or isolate traffic from the pursuit or location where the Stop 
Sticks are being deployed. 


4) Stop Sticks will not be deployed on expressways. 
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b. Normally the pursuit OIC will make the decision to use Stop Sticks.  
Situations may occur making this impossible.  Under these circumstances, 
officers may use Stop Sticks if they can do so safely. 


1) Operators of vehicles equipped with Stop Sticks must receive proper 
training in the use of Stop Sticks. 


c. Officers must alert ECC of their intention to use Stop Sticks, and of their 
exact location. 


1) ECC will relay the location to the pursuing officers. 


d. Do not discard used Stop Sticks.  The manufacturer replaces used Stop 
Sticks for a period of five years from purchase when the old ones are 
returned. 


1) If Stop Sticks are used in a pursuit situation, the pursuit OIC will: 


a) Address their use and effectiveness in the Form 34, Vehicle 
Pursuit Report. 


b) Complete a Form 630, Equipment/Supply/Service Order Form, 
and submit through the chain of command, to the Supply Unit 
for the replacement of Stop Sticks. 


c) Ensure used Stop Sticks accompany the Form 630 to Supply 
Unit. 


e. If Stop Sticks were used and the incident did not involve a pursuit, the unit 
supervisor will investigate and report via Form 17 to the Police Chief. 


3. Preventing a pursuit for criminal offenses and stolen vehicles 


a. Officers may deploy stop sticks to prevent pursuits before initiating a traffic 
stop when there is reason to believe an occupant of the vehicle has just 
committed a criminal offense or the vehicle is entered as stolen. 


J. Reporting Process – Traffic Stop initiated and vehicle flees.  (See Chart A of this 
procedure) 


1. No pursuit initiated 


a. Vehicle located/recovered 


1) Investigation handled by the officer 


2) A Non-NIBRS Case Report, will be completed for “Fleeing and 
Eluding, ORC 2921.331” and will include the original violation,  
initiating officer, and district in the narrative. 


a) The Non-NIBRS Case Report will clearly specify whether there 
was or was not a pursuit initiated 


b. Vehicle not located/recovered – follow the process outlined in J.3. 
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2. Pursuit initiated 


a. Vehicle escapes but is located/recovered 


1) Investigation handled by the officer 


b. Vehicle stops 


1) Investigation handled by the officer 


c. Vehicle escapes/not located – follow the process outlined in J.3. 


3. Vehicle escapes from a traffic stop or pursuit and is not located/recovered:  


a. A Non-NIBRS Case Report will be completed for “Fleeing and Eluding, 
ORC 2921.331” and will include the original violation, initiating officer and 
district in the narrative. 


1) Clearly specify whether there was or was not a pursuit initiated.  


2) Select “fleeing and eluding” as the loss code in the Vehicle/Property 
Tab. 


b. If there is enough identifying information on the fleeing vehicle, provide 
CIN1 with the RMS case number and information for entry into RCIC. 


4. Once vehicle is located/recovered: 


a. Complete a Non-NIBRS supplement report in the original RMS case folder. 


1) Select “fleeing and eluding” as the recovery code in the 
Vehicle/Property Tab.  


b. Tow the vehicle to the Impound Unit for investigation of “Fleeing and Eluding”. 


 1)  Fax a copy of the 369 to CIN1 for removal from RCIC. 


 2) Include the RMS case number. 


c. The reporting officer will send a blotter notification to the investigating 
officer, who will close the report. 


5. If the vehicle is not located or recovered within 28 days, the auto theft 
investigator from the district of occurrence will close the report and contact CIN1 
for removal from RCIC. 


6. When a civil citation is issued during the investigation, the white copy of the civil 
citation will be forwarded to the district/section/unit designee responsible for 
entering civil citations into the Civil Citation Tracking System for entry. 
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12.165 EMERGENCY AND TEST RECALLS 


Reference: 


Procedure 12.005, Assignment of Department Car Numbers 
Procedure 12.170, Civil Disturbance Operation Procedure 


Purpose: 


Establish a Department wide system for testing and increasing the efficiency of an 
emergency recall. 


Procedure: 


A. General Guidelines: 


1. Each district/section/unit commander must maintain and keep an up-to-date 
Recall Roster of the personnel under their command readily available at all 
times.  The Recall Roster must: 


a. Include the rank, name, address, telephone number(s), permanent car 
number, and SWAT designation (if applicable) of all sworn personnel 
subject to an emergency recall. 


1) Sworn supervisory personnel will be listed by rank and rank 
seniority. 


b. Include civilian personnel needed during an emergency recall. 


c. Indicate the person with primary notification responsibility using “**” 
before the rank. 


d. Indicate the persons with secondary notification responsibility using "*" 
before the rank. 


2. Each district/section/unit commander will ensure their Recall Roster is 
updated as changes occur.  The roster will be sent to their respective bureau 
commander when a change occurs, or at minimum on a quarterly basis. 


a. The bureau commanders will maintain an updated Recall Roster of 
personnel under their command. 


3. Each bureau commander will submit the name and phone numbers of two 
alternates to the Emergency Communications Section (ECS) Commander. 


B. Actual Emergency Recall: 


1. Upon initiation of a Phase II, ECS will: 


a. Notify districts/sections/units by radio and teletype that a Phase II is in 
effect. 


b. Notify all personnel on the Phase II Notification Lists, at the request of 
a sergeant or above. 







12.165 


Revised 09/01/16, Replaces 06/26/14 2 


c. Notify the Hamilton County Regional Management Agency Director 
when there is a request to activate the Regional Emergency Operations 
Center. 


2. The Chief or an assistant chief will provide Patrol Administration staff 
instructions indicating the number of off-duty personnel each 
district/section/unit needs to recall, and the personnel to be held on duty 
beyond their normal working hours. 


a. Patrol Administration will coordinate with administrative staff from the 
Investigations and Support Bureaus to ensure personnel are recalled 
from each bureau. 


1) Patrol Bureau personnel will report to their unit of assignment. 


2) Other Department personnel will report as directed in their internal 
Civil Disturbance Operations Procedure (CDOP). 


b. Supervisors involved in the recall operation will keep a record of recall 
activity on a Form 586, Mobilization Alert. 


c. The supervisor in charge of the scene where recalled personnel report 
will maintain and log the time each recalled member reports for duty. 


C. Test Recall: 


1. The Police Chief may initiate a Department-wide test recall. 


a. Bureau and district/section commanders may institute additional tests 
for personnel under their command. 


2. ECS will teletype a message to each district/section/unit indicating a test 
recall is being conducted. 


3. Bureau commanders will contact their district/section commanders to initiate 
a test recall of their respective personnel. 


a. Ranking on-duty and off-duty supervisors will use other supervisors to 
assist with the test recall so all off-duty personnel may be contacted as 
soon as possible. 


b. A test recall will include all off-duty personnel except those off sick or 
injured. 


4. If, when calling off-duty officers, an answering machine is reached, the 
supervisor will leave a message advising the officer to call back within the 
time limit of the test recall. 


a. If the officer responds before the end of the test recall, list the officer as 
contacted. 


b. If there is no response, or the officer responds after the time limit, list 
the officer as not contacted. 
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5. The test recall will begin upon notification by ECS and will terminate one 
hour later. 


a. ECS will notify bureau commanders of the official start time of the test 
recall. 


b. Supervisors can make second calls during a test recall.  No calls will be 
made after the one hour limit. 


6. Upon termination of a test recall, supervisors will use the Form 586 to show 
the time off-duty personnel were contacted. 


a. Forward the completed Form 586 to the district/section/unit 
commander. 


7. Each district/section/unit commander will complete a Form 586A, Recall Test 
Alert, and forward it to the bureau commander. 


a. Base all statistics on the Form 586A only on personnel subject to recall. 


b. Attach all copies of the Form 586 to the Form 586A. 


8. Bureau commanders will review these reports and forward the original to the 
Police Chief and copies to the SWAT & Tactical Coordination Unit 
commander, who will evaluate Department wide test recalls and make 
appropriate recommendations to the Police Chief. 


 
RECALL ROSTER EXAMPLE: 


 
RECALL ROSTER 


UNIT NAME (IN CAPS) 
REVISION DATE 


 
Rank Name Address Home Phone Cell Phone Car # 


**Captain Last, First 1234 Somewhere St 555-1212 555-1414 96 
*Lieutenant Last, First 4567 Somewhere St 555-1515 555-1616 9600 
*Sergeant  Last, First 789 Somewhere St 555-1818 555-1919 9610 (SWAT) 


PS Last, First 123 Everywhere St 555-2121 555-2222 9611 
PO Last, First 345 Maple St 555-1122 555-3131 9613 
PO Last, First 789 Vine St 555-3344 555-4141 9615 
PO Last, First 678 Grove Pl 555-8899 555-8383 9617 





		Rank Name Address Home Phone Cell Phone Car #
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12.536 FOOT PURSUITS 
 
References: 
 
Procedure 12.140 – Canine Operations 
Procedure 12.175 – Use of Special Weapons and Tactics Unit 
Ohio Revised Code 2921.31  - Obstructing Official Business 
Ohio Revised Code 2921.331 - Failure to Comply with Order or Signal of Police 


Officer 
Illinois v. Wardlow (2000),528 US 119 
Terry v. Ohio (1968),392 US 1 
 
Definitions: 
 
Foot Pursuit: A situation in which an officer, on foot, chases a suspect in an 
effort to detain or arrest that individual who he has reasonable suspicion to 
believe is about to commit, is committing or has committed a crime and who is 
resisting apprehension by fleeing from the officer. 
 
Suspect: Includes any individual who a police officer reasonably believes is 
about to commit, is committing or has committed an offense or poses an 
immediate threat to the safety of the public, other officers, or themselves. 
 
Contact/Cover: Describes the practice of having two or more officers working 
together during a foot pursuit.  The officers work in unison via direct or indirect 
communication to coordinate their efforts, remain aware of the locations of 
officers and suspects, and keep abreast of the status of the pursuit. 
 
Purpose: 
 
To facilitate the safe apprehension of a suspect who flees on foot and to prevent 
officer injury. 
 
Policy: 
 
Whenever an officer decides to engage, or continue to engage, in a foot pursuit a 
quick risk assessment must take place.  They must evaluate the risk involved to 
themselves, to other officers, the suspect and the community versus what would 
be gained from pursuing the suspect. Supervisors are responsible for reviewing 
the tactical soundness of foot pursuits. 
 
Procedure 
 
A. Factors to Consider when Initiating a Foot Pursuit 


 
1. Whether the suspect is armed 
 
2. The offense committed by the suspect 
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3. Location: 
 


a. Nature of area: residential, commercial, school zone, 
expressway, etc. 


 
b. Conditions of the structures: abandoned or condemned 
 
c. Environmental factors: weather or darkness 


 
4. Ability to apprehend the suspect at a later date 
 
5. Communications 
 


a. Familiarity with area, ability to transmit location of fleeing suspect 
 
b. Radio frequency and coverage (dead spots) 


 
6. Availability of backup units to assist 


 
B. Pursuing Officer(s) Responsibility 


 
1. The decision to initiate or continue a foot pursuit requires weighing the 


need to apprehend the suspect against the degree of risk to which the 
officer and others are exposed as a result of the pursuit. 


 
2. Once the foot pursuit has been initiated, the officer must notify Police 


Communications Section (PCS)of the following information: 
 


a. Car number 
 
b. Location 
 
c. Direction 
 
d. Description of suspect 
e. If armed with a weapon 
 
f. Reason for foot pursuit 
 


3. PCS will notify a supervisor of the pursuit circumstances and any 
other relevant information.  


 
4. The pursuing officer will coordinate with other officers to establish a 


perimeter in the area to contain the suspect. 
 


a. In the event that a suspect is confined in an area, consideration 
should be given to the use of specialized units such as Canine 
Squad or SWAT Unit. 


 
C. If possible, officers should consider the feasibility of the following strategies 


or tactics prior to initiating foot pursuits: 
 


1. Area containment 
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2. Surveillance 
 
3. Obtaining additional officers 


 
D. Police Officer should Terminate a Foot Pursuit: 


 
1. If ordered by a supervisor. 
 
2. If the officer believes that the danger to the pursuing officers or the 


public outweighs the necessity for immediate apprehension of the 
suspect. 


 
3. If the suspect’s identity is known and he is not an immediate threat to 


the safety of the public or other officers, consider terminating the 
pursuit and apprehend at a later date. 


 
4. After termination of the foot pursuit, officers will notify Police 


Communications Section (PCS) with the last know location of suspect 
or point of apprehension. 


 
E. Supervisor’s Role 


 
1. The supervisor’s role is to monitor a foot pursuit and appropriately 


direct resources to safely apprehend the suspect. 
 
2. The supervisor will terminate a foot pursuit at any time if it is 


determined the danger to the pursuing officers or the public outweighs 
the necessity for immediate apprehension of the suspect. 


 
3. If the foot pursuit results in a reportable incident such as a use of 


force, injury to prisoner, injury to officer, auto accident etc., the 
supervisor will include an analysis of the tactical soundness of the foot 
pursuit in the appropriate report. 
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12.537 MOBILE VIDEO/DIGITAL VIDEO RECORDING 
EQUIPMENT 


 
References: 
 
Procedure 12.205, Traffic Enforcement 
Procedure 12.235, Operating a Vehicle Under the Influence (OVI): Processing & 


Arrest 
Procedure 12.535, Emergency Operation of Police Vehicles and Pursuit Driving 
Procedure 12.715, Property and Evidence:  Confiscation, Accountability, 


Processing, Storage, and Release 
 
Purpose: 
 
Establish a policy regarding the use of Digital Video Recording (DVR) equipment 
in Department vehicles. 
 
Establish a policy regarding the storage, release, and retention of mobile 
videotapes, digital discs, and video files. 
 
Policy: 
 
Hard drives and original Digital Video Recorder (DVR) disks will not leave the 
custody of the Police Department.  The Department will retain and preserve 
discs, and video files for at least 90 days, or as long as necessary for an incident 
subject to investigation.  Discs and video files held as evidence will be held for 
the required retention period.  Requests for duplicates of the held disc or video 
file will be forwarded to the district/section/unit holding the disc or video file. 
 
The Eyewitness ION DVR system features Clear Comm transmitters which are 
equipped with a mute function located on the top of the transmitter.  Transmitters 
vibrate indicating the mute function has been activated.  Officers are not to use 
this function.  All audio will be recorded in its entirety. 
 
Officers who fail to use DVR equipment as required or fail to report damage to 
the equipment are in violation of the Manual of Rules and Regulations and 
Disciplinary Process for the Cincinnati Police Department. 
 
Information: 
 
Utilizing DVR equipment facilitates the Department’s objectives to collect 
evidence for criminal prosecution, provide an administrative inspection function, 
and assist in training officers to improve safety and tactics. 
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DVR discs and video files are the property of the Cincinnati Police Department 
and are not to be duplicated and/or used without authorization from the Police 
Chief or his designee. 
 
The DVR relies completely on the police vehicle’s battery as its power supply.  
When the battery goes dead or is disconnected, the date, time, and the disc or 
hard drive counter may no longer be accurate. 
 
The date and time will also be incorrect for criminal or administrative 
investigations.  The DVR time, date, and counter must be checked for accuracy 
but should reset on its own. 
 
When the DVR is activated, the thirty seconds prior to activation will be captured 
on the recording. 
 
A supervisor will set the video resolution on all DVR units to BEST.  The BEST 
setting allows for digital enhancement of captured data when necessary.  Steps 
to complete this setting can be found on the Department Intranet under Manuals; 
Digital Eyewitness Reference Manual, page 4-9 (4 dash 9). 
 
Incidents exceeding one hour in length will need to be copied to more than one CD. 
 
Officers may use DVR equipment to record the reason for current or planned 
enforcement action, to record the circumstances at crime and accident scenes or 
other events such as the confiscation and documentation of evidence or 
contraband. 
 
DVR microphones will not record conversations while stored in the docking station. 
 
The Eyewitness ION DVR system features a hard drive which stores audio/video 
recordings transmitted from the In-car camera.  Hard drives are inserted in the 
“vault” which is mounted in patrol vehicles between the driver and passenger 
seat.  Hard drives must be removed from the vault and downloaded to the 
district/section/unit server.  The server organizes recordings into video files which 
can then be duplicated for investigatory and or evidentiary purposes. 
 
Duplicate video files required for external presentations will be created using the 
“create a CD or DVD Data Disk” feature of the Digital Eyewitness Media 
Manager.  Video files can only be duplicated utilizing the workstation connected 
to the server.  The duplicate video file can be played on any computer using 
Media Player. 
 
Video files which must be retained for longer than 90 days (i.e., “best evidence” 
for an investigation by Homicide Unit, Internal Investigations Section, Inspections 
Section, or Traffic Unit) must be “flagged” for retention purposes. 
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Steps to complete this process can be found in the Digital Eyewitness Media 
Manager Operations Manual, section 4.10. 
 
Technology and Systems Section will set the video resolution on all Eyewitness 
ION DVR systems to MPEG2 at Best Quality.  This setting allows for video 
enhancement and watermarking of the video file to ensure video integrity. 
 
Eyewitness ION DVR systems are equipped with “Clear Comm” wireless 
transmitters which vibrate once when removed from the docking station 
indicating the transmitter is recording audio sound.  Transmitters vibrate twice 
indicating the transmitter is out of recording range (during a foot pursuit an officer 
may not become aware of the vibration).  Transmitters vibrate when back in 
range. 
 
A flashing red LED on the front of the video camera indicates video images are 
being recorded without audio sound.  A solid red LED light indicates recording of 
both audio and video. 
 
Procedure: 
 
A. Operating and Utilizing DVR Equipment 


 
1. DVR equipment installed in a vehicle is the responsibility of the officer 


assigned to that vehicle and will be operated according to 
manufacturer’s recommendations. 
 
a. All officers operating DVR equipped vehicles will wear the 


microphone or wireless transmitter supplied with each system. 
 
2. Prior to leaving the district/section/unit, the officer must ensure his/her 


DVR equipment is working satisfactorily, including date and time. 
 
a. The officer will check the DVR by recording himself/herself 


standing in front of the vehicle and giving a test count. 
 
1) DVR systems have two Sure Talk microphones; both must 


be checked with a test count to ensure they are functioning 
properly. 


 
2) Eyewitness ION DVR systems have two “Clear Comm” 


transmitters; both must be checked with a test count to 
ensure they are functioning properly. 


 
b. After recording, the officer will review the video to verify the 


audio and video test recorded properly. 
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c. Immediately notify a supervisor of any problems. 
 
d. The officer will complete the “In-car Camera” portion of the Form 


436A, Daily Activity Record. 
 
e. The officer will check the amount of space left on the DVR disc, 


or hard drive to ensure there is an adequate amount of recording 
time available for the duration of the shift. 
 
1) The disc/hard drive counter in DVR equipped vehicles 


appears on the overhead console after initial start up and 
will continue to be displayed while the unit is running.  The 
counter indicates the amount of recording time remaining 
on the disc/hard drive. 
 
a) The maximum amount of space on a DVR disc set to 


“Best” is 5 hours and 20 minutes (shown as 5.20). 
 
1] When the disc counter shows 30 minutes or 


less, the officer will notify a supervisor who will 
change the disc. 


 
 NOTE:  DVR counters start at the maximum 


number of hours and minutes available for each 
disc, i.e., 5.20. 


 
b) The maximum amount of space on an Eyewitness 


ION DVR hard drive is 16 hours when set to MPEG2 
at Best Quality. 
 
1] When the hard drive counter shows 


approximately 1 hour, the officer will notify a 
supervisor who will change the hard drive (hard 
drive counter starts at the maximum number of 
hours). 


 
f. If the DVR reaches the maximum count during the shift, the 


officer will inform a supervisor of any recorded sequences that 
may be of value for training purposes. 


 
g. If during the officer’s tour of duty the DVR or audio equipment 


malfunctions, the officer must notify a supervisor. 
 
3. When turned on, DVR equipment will automatically activate when the 


vehicle’s emergency lights are activated. 
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a. The camera must be positioned and adjusted to record events 
appropriately.  On a DVR equipped vehicle, the correct camera 
position will allow viewing of the push bumpers in the bottom and 
middle of the screen. 


 
b. The wireless microphone/transmitter turns on automatically with 


a DVR when removed from the docking station. 
 
1) When a second Sure Talk microphone from a DVR system 


is used to record audio inside a vehicle, the second 
microphone must be removed from the docking station and 
manually activated by pressing the ACT button until it 
remains lit.  Place the microphone in a section of the 
driver’s compartment capable of recording audio from the 
rear passenger compartment. 


 
c. Vehicles equipped with an Eyewitness ION DVR system have a 


third microphone permanently installed in the rear passenger 
compartment around the rear window.  To record audio inside a 
vehicle, the In-car Microphone (ICM) must be manually activated 
by pressing the ICM button located on the left panel of the 
overhead console. 


 
d. The equipment may be manually deactivated during non-


enforcement activities such as protecting accident scenes from 
other vehicular traffic. 


 
e. The officer must notify a supervisor if they become aware a 


traffic stop or pursuit was not recorded. 
 
4. The officer will use DVR equipment to record all portions of the 


following incidents: 
 
a. Responding to calls for service in emergency mode. 
 
b. Traffic pursuits. 
 
c. Traffic stops, including the investigation of a vehicle and 


occupants already stopped or parked. 
 
1) The officer on a traffic stop will continue to record until the 


stopped vehicle departs or until they leave the scene. 
 
2) Officers assisting on a traffic stop will continue to record 


until the stopped vehicle departs or until they leave the 
scene. 
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d. The transporting of all persons physically arrested and being 


transported to an appropriate location:  district, detention facility, 
medical facility, etc., until relieved of custody of the prisoner.  
The camera will be turned to face the rear seat for recording 
purposes. 
 
1) This includes physical arrests from traffic stops; prisoners 


requiring transportation which are picked up from districts, 
outside agencies, private security, etc.; and all original 
arrests which were not part of an above incident requiring 
initial recording of the incident. 


 
e. All requests for consent to search without a warrant, including 


searches of persons, buildings, or vehicles, will be recorded.  
Both audio and video recordings will be made of the request and 
consent when practical.  Requests involving incidents beyond 
the camera will still be recorded by audio if within range of the 
recording device.  Recording is intended to enhance a 
documented consent; it does not replace a signed Form 601, 
Consent to Search Without a Warrant, when requesting a 
search. 


 
f. Requests for searches and deployments of drug-detection 


canines involving vehicles, when practical. 
 
5. Officers will only use DVR discs, or hard drives issued by the 


Department. 
 
a. Officers will not erase, alter, or tamper with DVR discs, or hard 


drives. 
 
6. Each DVR equipped vehicle must have a warning posted on the 


interior of the divider, facing rearward, which advises rear seat 
passenger(s) their actions and conversations will be recorded. 


 
B. DVR Disc Control and Management 


 
1. Except as indicated below, DVR discs will be stored at the 


district/section/unit. 
 
2. Access to DVR discs is restricted to supervisors only. 


 
a. District/section/unit commanders can designate a non-


supervisory person to have access to discs only when 
necessary. 







12.537 


Revised 05/08/12, Replaces 05/05/09 7 


 
3. All original DVR discs will be stored for 90 days following the last day 


of use. 
 
4. Duplicates of DVR discs will be made by the district commander’s 


designee. 
 
5. DVR discs will be stored and separated in the following categories: 


 
a. Assigned DVR Discs: 


 
1) Each DVR equipped vehicle will have 30 discs assigned to 


it, labeled with the equipment number and disc number 
(e.g.:  04300-1…….04300-30).  Do not write directly on the 
disc. 


 
2) Each vehicle will have a Form MVR1, In-car Camera Disc 


Log, to track disc changes and 90-day retention dates.  
The log must be kept secured with the discs. 


 
3) Discs will be changed when: 


 
a) The DVR disc counter reads 30 minutes or less. 
 
c) The disc needs to be removed for viewing or copying 


purposes. 
 
d) There is a malfunction of the disc. 
 
e) Battery power is lost or the date and time are 


incorrect.  The DVR time and the Mobile Data 
Computer (MDC) time will be the same. 


 
f) Directed by a supervisor. 


 
b. Spare DVR Discs 


 
1) Each district/section/unit will have 20 spare DVR discs 


available, labeled with the disc number (e.g.:  Spare-1 – 
Spare-20). 


 
2) Spare discs are to be used in place of an “Assigned Disc” 


when the 90-day retention period has not been met. 
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3) A Form MVR2, In-car Camera Spare Disc Log, will be 
completed to track the use of spare discs and their 
retention dates.  The log must be kept secured with the 
discs. 


 
C. Hard Drive Control and Management 


 
1. Hard drives will be retained at the district/section/unit of assignment. 
 
2. Access to hard drives is restricted to supervisors. 


 
a. District/section/unit commanders can designate a non-


supervisory person to have access to hard drives only when 
necessary. 


 
3. All video files will be stored for 90 days upon being downloaded to the 


server. 
 
a. Duplicates of the video files will be made by the district 


commander’s designee. 
 
b. Spare hard drives. 


 
1) Each vehicle equipped with an Eyewitness ION DVR 


system has two hard drives assigned. 
 
2) Hard drives will be labeled beginning with the 


district/section/unit designation, then the corresponding 
number in sequence. 


 
 Example:  Hard Drive One assigned to District Two is:  2-1.  


Hard Drive Two assigned to District Two is:  2-2. 
 
a) Hard drives are not assigned to specific vehicles and 


can be inter-changed among all vehicles assigned to 
a district/section/unit. 


 
3) Form DVR-HD, DVR Hard Drive Log, will be completed 


each time a hard drive is changed to track the use of hard 
drives.  The log must be secured with the hard drives. 


 
D. Court/Evidentiary Discs or Video Files 
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1. When DVR discs or video files are held for court/evidentiary 
purposes, the officer or supervisor will submit a Form 606, Mobile 
Video/Audio Recording Records Request, before the end of the tour 
of duty. 
 
a. One duplicate of the DVR disc or video file will be made and 


processed as normal evidentiary material in accordance with 
Procedure 12.715, Property and Evidence:  Confiscation, 
Accountability, Processing, Storage and Release. 


 
b. Duplicates of DVR discs/video files will consist of the file 


containing the specific incident. 
 
c. Retain the Form 606 at the district/section/unit to track duplicate 


discs or video files. 
 
d. The officer will mark all related documents with Automated 


Control of Evidence (“ACE”) to alert the prosecutor or 
investigator a duplicate of a DVR disc or video file is available.  
“ACE” will be indicated only when the officer holds a duplicate 
disc or video file as evidence. 


 
2. Anytime a DVR equipped police vehicle is involved in an auto 


accident where the DVR is recording, or a DVR captures a police 
vehicle involved in an auto accident, the supervisor who completes 
the 90S, Supervisor’s Review of Vehicle Crash, will also complete a 
Form 606.  Forward a duplicate of the disc or video file along with the 
auto accident paperwork, i.e., 90S, BMV3303, etc., through the chain 
of command to the Fleet Management Unit.  The Solicitor’s Office will 
have access to these DVR discs or video files as needed for lawsuits. 
 
a. The Fleet Management Unit will maintain a computer database 


and act as a liaison with the City Solicitor’s Office. 
 
b. Fleet Management Unit is responsible for final disposition of 


DVR discs or video files submitted as part of an auto accident 
not needed after 2 years. 


 
3. Anytime a DVR equipped police vehicle is involved in a stop where an 


individual is arrested for Operating a Vehicle Under the Influence 
(OVI): 
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a. A duplicate of the OVI incident captured on discs or hard drives 
of all units at the scene will be held as evidence.  Clearly mark 
the Form 527, Arrest Report, and Ohio Multi-count Traffic Tag 
(MUTT), with “ACE”.  Also, mark “yes” in the specific block on 
the Form 495, Intoxication Report. 


 
b. Complete a Form 606 and process the duplicate of the DVR disc 


or video file as evidence held for court (See Procedure 12.715).  
Mark duplicate discs with the date and OVI number.  Discs must 
be marked with a label.  Do not write directly on the disc. 


 
c. If the incident is captured on a DVR disc or hard drive, a second 


duplicate will be made and routed, with the OVI paperwork, to 
the Prosecutor’s Office.  This disc will be labeled with the 
arrestee’s name, OVI number, and the incident date/time. 


 
E. Request for Discs or Video Files 


 
1. Any request for a disc or video file must be made prior to the end of 


the 90-day retention period. 
 
2. Requests for duplicates of discs, or video files originating from within 


the Department must be submitted on a Form 606 to the 
district/section/unit where the disc or video file is assigned or stored. 
 
a. Original DVR discs must be retained at the district/section/unit of 


assignment, except when needed as “best evidence” for an 
investigation by Homicide Unit, Internal Investigations Section, 
Inspections Section, or Traffic Unit.  These units will notify the 
Officer in Charge (OIC) if a disc is taken for evidence. 
 
1) The shift OIC will document discs taken as best evidence 


on Form MVR3, DVR Disc Custody Log, at the 
district/section/unit of assignment. 


 
2) A best evidence DVR disc will not be returned to the district 


of assignment.  The district/section/unit taking custody is 
responsible for its final disposition. 


 
3) Label a blank disc with the same equipment and disc 


number and put back into rotation. 
 
b. Eyewitness ION DVR hard drives will be retained at the 


district/section/unit of assignment.  Video files needed as “best 
evidence” will be downloaded from the hard drive to the server.  
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Duplicates of video files from the server will be made by or at the 
direction of the requesting district/section/unit. 
 
1) The district/section/unit receiving the Form 606 will ensure 


Form DVR-HD, DVR Hard Drive Log, is completed. 
 
2) A best evidence video file will not be returned to the district 


of assignment.  The district/section/unit taking custody is 
responsible for its final disposition. 


 
c. Officers requesting duplicates of discs or video files for personal 


use must submit their request through Records Section. 
 
3. Outside requests must also be submitted on a Form 606 through 


Records Section to the district/section/unit maintaining the original 
disc or video file.  OVI recorded events will only be released with the 
approval of the prosecutor. 
 
a. When a request for a disc or video file is made from outside of 


the Department, a second copy of the disc or video file will be 
made and maintained in a file at the district for one year. 


 
4. Duplicate discs or video files will be made with the approval of the 


district/section/unit commander. 
 
5. Additional blank discs can be obtained at the Supply Unit. 
 
6. Requests from the Prosecutor’s Office for “ACE” Discs or Video Files. 


 
a. The Prosecutor’s Office will contact the Court Property Unit and 


request a copy of an “ACE” disc or video file. 
 
b. Court Property Unit will complete and file the Form 606, make a 


copy of the disc or video file and arrange for delivery to the 
Prosecutor’s Office. 


 
7. Requests from the Prosecutor’s Office for duplicates of all other discs 


or video files. 
 
a. The Prosecutor’s Office will contact a district/section/unit 


administrative assistant or supervisor to determine if a disc or 
video file of the incident in question exists. 


 
b. If a disc or video file exists, follow section D.1.a.  Make an extra 


copy for the Prosecutor’s Office and arrange for the delivery of 
the disc. 
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1) Indicate on the Form 606 that an extra copy was made and 


delivered to the Prosecutor’s Office. 
 
c. If no disc or video file exists, the administrative assistant or 


supervisor will notify the Prosecutor’s Office and advise them no 
disc or video file exists. 


 
8. Media requests for discs or video files will be referred to and handled 


by the Public Information Office (PIO).  Districts will release a 
duplicate of discs or video files to PIO upon request. 


 
F. Supervisory Responsibilities 


 
1. All district supervisors will: 


 
a. Ensure officers follow established procedures for the use and 


maintenance of DVR equipment, discs, and hard drives, and the 
completion of DVR documentation. 


 
b. Ensure the 90-day retention period has been met before 


installing the next sequential disc. 
 
1) If the DVR disc is available for use, it must be completely 


erased before re-installing into the recorder. 
 
a) Place an entry on the Form MVR1, In-car Camera 


Disc Log, or Form MVR2, In-car Camera Spare Disc 
Log, completely and accurately each time a disc or 
spare disc is changed. 


 
2) If the 90-day retention period has not been met, the next 


sequential spare disc must be used instead. 
 
3) Hard drives with video files downloaded to the server are 


automatically available for immediate re-use. 
 
a) Video files held in the server are retained for 90 days. 


 
c. Ensure hard drive video files are successfully downloaded to the 


server. 
 
1) Removed hard drives unable to be downloaded before the 


end of the shift, due to exigent circumstances, must be 
placed in a property locker. 
 







12.537 


Revised 05/08/12, Replaces 05/05/09 13 


a) Make a blotter entry documenting the reason the 
download could not be performed. 


 
2) Place an entry on the Form DVR-DH, DVR Hard Drive Log, 


completely and accurately each time a hard drive is 
changed. 


 
d. Assign police vehicles with faulty or no DVR equipment as a last 


resort. 
 
1) Supervisors will note in their rounds why equipment without 


functioning DVR equipment was used. 
 
e. Each relief OIC will ensure a supervisor randomly selects a DVR 


disc or video file to review once per week.  During that review, a 
specific incident will be identified and reviewed in its entirety and 
the results will be documented on Form MVR4, Supervisor’s 
Review of DVR or Video File.  These reviews will be conducted 
for training and integrity purposes. 
 
1) Supervisors will not review incidents known to have been 


previously reviewed.  Supervisors will not include the 
review of any incident occurring during their current shift 
which was reviewed in accordance with procedure, e.g., 
vehicle pursuits, use of force, etc. 


 
2) Supervisors conducting these reviews will file the Form 


MVR4 in a separate logbook maintained by the affected 
district/section/unit. 


 
3) Supervisors will conduct periodic and random inspections 


of DVR equipment to confirm it is in proper working order. 
 
2. Each district/section/unit will designate one supervisor to be in charge 


of DVR equipment, disc, and hard drive log maintenance.  The DVR 
supervisor will ensure: 
 
a. Every 30 days, an audit of the DVR log, spare DVR log, and 


Hard Drive log is conducted.  Ensure all DVR discs, and hard 
drives assigned to a district/section/unit are accounted for.  Bring 
discrepancies to the attention of the district/section/unit 
commander. 
 
1) Any DVR disc found during the audit that has been 


retained for more than 90 days will be manually erased and 
returned to the disc rotation. 
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a) Video files not flagged for review will be automatically 


erased from the server after 90 days. 
 
b. Damaged or nonfunctional DVR equipment is tracked and sent 


for repair or replacement. 
 
c. Assigned DVR discs and hard drives are replaced as necessary 


to maintain video/audio clarity. 
 
1) If the DVR disc is not clear or causes any malfunction, do 


not use it.  Replace it with a new disc.  DVR discs used for 
more than ten rotation cycles will be checked to ensure 
video and audio clarity. 


 
3. During monthly vehicle inspections, the Vehicle Inspection Supervisor 


will inspect DVR equipment to ensure the correct date and time are 
displayed on the monitor. 
 
a. Each January 1 and July 1, email a current list of DVR serial 


numbers to Fleet Management Unit for tracking purposes.  Serial 
numbers are located on vaults which house the DVR disc, or 
hard drive (DVR vaults are located in the trunk of the vehicle.  
ION DVR hard drive vaults are mounted between the driver and 
passenger seats). 


 
4. Each relief OIC will review one randomly selected DVR disc or video 


file per week for training issues.  A minimum of 3 incidents per DVR 
disc or video file will be reviewed.  Results will be noted in their 
rounds. 


 
5. Supervisors will review the DVR discs or hard drives in all cars of all 


officers listed in any Department report regarding any incident 
involving: 
 
a. Injury to Prisoners 
 
b. Use of Force 
 
c. Injury to Officers 
 
d. Vehicle Pursuits 
 
e. Police Officer Needs Assistance Runs 
 
f. Citizen Complaints 
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6. All reports submitted that are related to the above incidents should 


include copies of the DVR or hard drives of all cars in which the 
incident is captured on video. 


 
G. Maintenance, Repair, and Replacement 


 
1. Take malfunctioning DVR equipment to the Radio Shop at 1106 Bates 


Avenue for repair.  This service is available Monday through Friday, 
from 0830 to 1630 hours. 


 
2. The Radio Shop is the liaison with the DVR vendors.  The Radio Shop 


will conduct all repair and replacement of DVR equipment. 
 
3. The storage, distribution, tracking, and repair of DVR equipment will 


be designated in the district/section/unit Standard Operating 
Procedures. 
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12.538 SURVEILLANCE CAMERAS AND COMMUNITY 
CAMERAS 
 


Reference: 
 


Procedure 12.715 - Property and Evidence: Accountability, Processing, Storage, 
and Release 


 
Definitions: 


 
Surveillance cameras are used to monitor criminal activity in a particular area. 
The system will not be used to infringe on an individual’s right to privacy. 


 
Community cameras are a network of security cameras in business districts, 
crime “hot spots” and targeted residential areas that are recorded over the 
Internet. Neighborhoods and law enforcement can leverage the system for e-
surveillance, deterrence of criminal activities, and footage for prosecution of 
captured criminal activities. 


 
Purpose: 


 
To establish a procedure regarding the use of community and surveillance 
cameras. 


 
To establish guidelines regarding the operation, tracking, security, and 
maintenance of the community and surveillance systems, and data. 


 
Policy: 


 
All images, videotapes, and compact discs are the property of the Cincinnati 
Police Department and are not to be duplicated and/or used without 
authorization.  


 
All images, videotapes, and compact discs deemed to have evidentiary value 
necessary for prosecution of captured criminal activities will be treated as 
evidence. 


 
Any maintenance or service of the community cameras or the surveillance 
cameras will be performed by authorized service technicians only. 


 
Procedure: 


 
A. Surveillance Cameras 


 
1. Operating Surveillance Camera Equipment 
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a. Surveillance camera equipment, installed at the front desk, is the 
responsibility of the officer assigned to the front desk and will be 
operated according to manufacturer’s recommendations. 


 
1) Volunteers may assist desk officers. 


 
2) A supervisor must approve any demonstration of the 


system. 
 


b. Keep one copy of the owner’s manual at the front desk at all 
times. Store additional copies in the Administrative Office. 


 
c. Front desk personnel will immediately contact a supervisor to 


report any problems. 
 


d. Only a supervisor can direct personnel to reset the surveillance 
camera equipment. 


 
e. Prior to the end of their tour of duty, desk personnel must 


determine if the surveillance system equipment is working 
properly and bring any problems to the attention of their 
immediate supervisor. 


 
1) Make a blotter entry if the surveillance camera equipment 


cannot be reset indicating the date and time the equipment 
is placed out of service. The entry will also note if a service 
representative was notified. 


 
2) If a service representative cannot be notified, a first shift 


supervisor or the Administrative Assistant will ensure the 
service representative is notified as soon as possible. 
 


2. Criminal Activity 
 


a. Desk personnel will broadcast serious or violent 
incidents/crimes. 


 
b. Suspicious activity 


 
1) Contact Police Communications Section (PCS) by phone to 


report suspicious activity. 
 


2) Send a follow-up Mobile Data Terminal (MDT) message to 
all district cars, from the desk officer, using the MDIST1, 
MDIST2, MDIST3, MDIST4, OR MDIST5 format giving an 
accurate description of the individual(s) and activity. 
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c. Make blotter entries for any arrest or serious activity captured by 


a surveillance camera. 
 


3. Security 
 


a. Video tapes 
 


1) Storage and security of the tapes are the responsibilities of 
the Administrative Assistant. 


 
a) Store tapes in a secure area. 


 
2) Change tapes every 24 hours at the beginning of first relief. 


 
3) Rotate tapes every 14 days. 


 
a) Label tapes Sunday through Saturday and rotate in 


daily order. 
 


b) Keep three spare tapes on hand. 
 


4. Request For Tapes 
 


a. Due to the rotation of tapes, any request for a tape must be 
made prior to the end of the 14-day retention period. 


 
b. Submit Department requests for copies of tapes on a Form 606, 


Video/Audio Recording Form to the district where the tape is 
assigned or stored. Any outside requests must also be submitted 
on a Form 606, through Records Section to the district 
maintaining the original recording. 


 
c. Make duplicate tapes only after the approval of the district 


commander. 
 


d. Maintain a tape control log book at each district to track the 
location of copied tapes. Restrict access to tapes to supervisory 
personnel only. 


 
1) Maintain the Form 606 at the district for cross reference 


purposes. 
 


2) Retain the original tape at the district of assignment. 
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e. When a request for a tape is made from outside of the 
Department, make and maintain a second copy of the tape in the 
file at the district for one year. 


 
f. Court tapes 


 
1) When tapes are held for court, the officer/supervisor will 


complete the Form 606 and the copied video will be 
processed in accordance with Procedure 12.715 - Property 
and Evidence: Accountability, Processing, Storage, and 
Release 


 
5. Supervisor Responsibilities 


 
a. Supervisors will ensure: 


 
1) All personnel follow established procedure for use of the 


surveillance system equipment.  
 


2) Damaged equipment is repaired or replaced as needed. 
 


3) An adequate supply of blank tapes is maintained. 
 


B. Community Cameras 
 


1. Operating Community Cameras 
 


a. Community camera software will be installed on a computer at 
the following Department locations: 


 
1) Police Communications Section (PCS) 


 
2) Districts 1, 2, 4, and 5 


 
a) Neighborhood Squad 


 
b) Investigative Unit 


 
c) Violent Crimes Squad 


 
3) Central Vice Control Section 


 
a) General Vice Enforcement Unit (GVEU) 


 
b) Street Corner Unit (SCU) 
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b. The officer using the community camera is responsible for 
operating the equipment according to the vendor and 
manufacturer’s recommendations. 


 
1) Officers may be assisted by trained community volunteers. 


A list of approved volunteers is available through the COP 
Coordinator’s office. 


 
2) A supervisor must approve any demonstration of the 


system. 
 


c. Keep a copy of the community camera instruction manual at 
each computer terminal. Request additional copies through the 
COP Coordinator’s Office. 


 
d. Officers using the community camera will immediately contact the 


COP Coordinator’s Office to report any problems. 
 


1) Make a blotter entry if the community camera is not 
operational indicating the date and time the equipment is 
taken out of service and whether the vendor’s technical 
support was notified. 


 
2) CitiWatcher technical support can be contacted at 877-724-


8928. 
 


2. Criminal Activity 
 


a. The officer observing the activity will immediately broadcast 
serious or violent incidents/crimes over the radio.  


 
b. Contact PCS by phone to report any suspicious activity. 


 
c. Make blotter entries for any arrest or serious activity captured by 


a community camera. 
 


3. Security 
 


a. Store images from community cameras for a period of ninety 
(90) days. 


 
1) All images are the property of the Department and are 


stored by CitiWatcher. 
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4. Request for Images 


 
a. Images for the immediate seven (7) day period can be accessed 


through the Internet by those officers trained to use the 
community camera system by completing the Footage Request 
Form. 


 
b. Submit requests for images on a Footage Request Form 


available on the website. Any outside agency requests must be 
submitted on a Form 606, through Records Section. 


 
c. Maintain an image control log book at each district/section to 


track the location of copied incidents. 
 


1) Maintain the Form 606 at the district for cross reference 
purposes. 


 
d. When a request for an incident is made from outside of the 


Department, make and maintain a second copy of the incident in 
the file at the district where the incident was captured. 


 
e. Court disc(s) 


 
1) When discs are held for court, the officer/supervisor will 


complete the Form 606 and the disc(s) will be processed in 
accordance with Procedure 12.715 - Property and 
Evidence: Accountability, Processing, Storage, and 
Release 


 
5. Supervisor Responsibilities 


 
a. Supervisors will ensure: 


 
1) All personnel follow established procedure for use of the 


community camera equipment.  
 


2) Damaged equipment is repaired or replaced as needed. 
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12.539 USE OF DEPARTMENT ISSUEDTRANSMITTING AND 
RECORDING DEVICES 


References: 


Procedure 12.131 – Confidential Informant Management and Control 
Manual of Rules and Regulations:  1.02, 1.16, 1.21, 1.31, 7.01, 7.04 
Ohio Revised Code 2933.51-66 – Wiretapping, Electronic Surveillance 
Title 47 Code of Federal Regulations, Part 90.20 
Title XVIII U.S. Code, Section 2511 – Interception of Wire, Oral, and Electronic 


Communications 
Definition: 


Transmitting and Recording Devices - include any device or system, normally designed 
for concealed wear on the body capable of transmitting, receiving, and/or recording oral 
communication. 


Purpose: 


To provide for the safe, legal, and effective use of Department issued transmitting and 
recording devices. 


To ensure access, use, and storage of this equipment is properly managed. 


To ensure officers are properly trained in the operation of these devices and have 
knowledge of the state and federal laws governing their use. 


Policy: 


Officers operating transmitting and recording devices must strictly adhere to all laws 
regulating their use.  Officers must be aware at least one party to a conversation must 
consent to its recording and/or transmission in the absence of an interception search 
warrant pursuant to O.R.C. 2933.53, Application for Interception Warrant. 


Officers certified under O.R.C. 2933.64, Training in Legal and Technical Aspects of 
Wiretapping and Electronic Surveillance, may apply for a court order authorizing the use 
of a concealed transmitter or recorder without a consenting party present. 


Officers will only use these systems during official investigations and with prior 
supervisory approval. 


Each District/Section/Unit that utilizes transmitting and recording devices will establish a 
Standard Operating Procedure (SOP).  The SOP will provide unit specific information 
and instruction regarding the control, operation, and storage of the system. 


Procedure: 


A. Training: 


1. Permit only personnel trained in the use of transmitting and recording 
devices to operate the equipment. 


a. This training will be specific to the type and model of transmitting and 
recording device used by that District/Section/Unit. 
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2. Each District/Section/Unit will maintain a list of trained personnel. 


B. Operational and Officer Safety Considerations: 


1. Conduct an operational test of the transmitting and recording device before 
each use. 


2. During field operations, a minimum of two officers is needed. 


a. One officer will monitor the transmissions. 


b. One officer will relay information to other officers on the surveillance as 
necessary. 


3. The transmitter may be worn by a confidential informant (CI) subsequent to 
completion of a Form 281, Concealed Transmitter and Recording Consent. 


a. The transmitting or recording device transmitter should be worn 
whenever possible.   


5. If the transmitter cannot be worn on the body, the consenting party must be 
close enough to the transmitter to overhear any conversation it may pick up. 


6. A transmitter or recording device cannot be left unattended in the ON 
position. 


a. Conversations recorded without the consent of at least one party to that 
conversation are not admissible in court and may subject the offender 
to criminal prosecution. 


C. Storage: 


1. Store transmitting and recording device equipment in a locked office or locker 
accessible only by a supervisor or his designee. 


a. Remove all batteries from the equipment before storage. 


2. Complete an entry in the Transmitting and Recording Device Log located in 
the equipment room.  This entry will include: 


a. Time In/Out 


b. Name of officer(s) using the equipment 


c. Signature of supervisor approving the use 


d. Reason for use 


3. Monthly, a District/Section/Unit supervisor, or his designee, will inspect the 
transmitting and recording device equipment ensuring it is maintained in a 
state of operational readiness. 


4. Store any recorded intelligence information separately from all other records.  
Distribute only to criminal justice agencies on a need to know basis. 
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12.545 USE OF FORCE 


References: 


Graham vs. Connor, 490 US 386, 396 (1989) 
Tennessee vs. Garner, 471 US 1 (1985) 
Manual of Rules and Regulations - 1.01, 1.21, 1.22, 1.23, 1.24, 1.25, 2.12, 2.26A&B, 4.05 
Procedure 12.140, Canine Operations 
Procedure 12.150, Plan for Control for Disorders at Hamilton County Adult Correctional 


Facilities 
Procedure 12.155, Juvenile Youth Center Disorders 
Procedure 12.170, Civil Disturbance Operation Procedure 
Procedure 12.536, Foot Pursuits 
Procedure 12.550, Discharging of Firearms by Police Personnel 
Procedure 12.554, Investigatory Stops 
Procedure 12.600, Prisoners: Securing, Handling, and Transporting 
Procedure 12.625, Flying Armed on Official Business 
Procedure 12.905, Fingerprinting and Photographing of Juveniles 
Procedure 15.100, Citizen Complaints and Reports of Favorable Police Conduct  
Procedure 19.106, Post Critical Incident Trauma 
Procedure 19.110, Peer Support Crisis Intervention Team 


Definitions: 


Actively Resisting Arrest – When the subject is making physically evasive movements to 
defeat the officer’s attempt at control, including fleeing, bracing, tensing, pushing, or 
verbally signaling an intention to avoid or prevent being taken into or retained in custody. 


Choke Holds – The courts could consider a choke hold or other similar type holds as 
deadly force.  Choke holds are prohibited unless a situation arises where the use of deadly 
force is permissible under existing law and Department policy.  The use of any type choke 
hold to prevent the swallowing of evidence is prohibited. 


Carotid Artery – A collection of nerves continues along the carotid artery located on the 
side of the neck and extends from the lower jaw bone to the collar bone. 


Brachial Nerve – Part of the central nervous system which is located along the inner 
arms, extending from the armpit to the elbow. 


Common Peroneal Nerve – Part of the central nervous system which is located along the 
outer legs, extending from the knee to the ankle. 


Crowd Management – The observing, monitoring, and facilitating the activities of persons 
assembled. 


Crowd Control – The use of police action to stop the activities of persons assembled. 


Deadly Force – Force likely to cause, or capable of causing, death. 


Escorting – The use of light pressure to guide a person or keep a person in place. 
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Force – Any physical strike, instrumental contact with a person, or any significant physical 
contact that restricts movement of a person.  The term includes, but is not limited to, the 
use of: firearms, TASERs, chemical irritant, choke holds or hard hands, the taking of a 
subject to the ground, or the deployment of a canine.  The term does not include escorting 
or handcuffing a person with no or minimal resistance. 


Grenadier – Officers who have been specially trained by the Tactical Coordination Unit 
(TCU) to operate as 2-person teams during periods of civil unrest.  These officers are 
trained in deployment of the Beanbag shotgun, PepperBall launcher, 40mm foam rounds, 
Oleoresin Capsicum (OC) blast grenades, and OC aerosol canisters.  Beanbag shotgun 
grenadiers are independent assets and will support the 2-person teams as needed. 


40mm Foam Marking Round – Rounds which are similar to and are used in the same 
manner as the 40mm foam rounds.  The 40mm foam marking rounds are designed to 
leave a green powder substance on the subject(s) struck by these rounds. 


OC Aerosol Canister –The OC aerosol canister is a hand-held device with a steel “pull-
ring” type safety pin which prevents accidental discharges.  This chemical irritant offers a 
non-lethal alternative for use in crowd control situations to aid in controlling and 
disseminating crowds. 


OC Blast Grenade – The OC blast grenade is a rubber ball type device approximately the 
size of a tennis ball, with a steel “pull-ring” safety pin which is pulled before deploying the 
device into a crowd.  The OC blast grenade contains a non-lethal chemical irritant which is 
used in crowd control situations to aid in controlling and disseminating crowds. 


Hard Hands – The use of physical pressure to force a person against an object or the 
ground, use of physical strength or skill that causes pain or leaves a mark, leverage 
displacement, joint manipulation, pain compliance, and pressure point control tactics. 


Original documents – Photographs, DVR discs or video files, and any documents that 
are handwritten or contain an original signature. 


Serious Use of Force – Any action that involves: a critical firearm discharge; the use of 
deadly force; a baton strike to the head; or a use of force in which the person is seriously 
injured or requires hospital admission, with the exception of individuals admitted for 
psychiatric evaluation not suffering a serious injury. 


Self-Defense – The act of protecting oneself or another from physical harm or serious 
physical harm. 


Serious Injury/Serious Physical Harm to Persons – Any of the following: 


• Any physical harm that carries a substantial risk of death. 
• Any physical harm that involves some permanent incapacity, whether partial or total, 


or that involves some temporary, substantial incapacity. 
• Any physical harm that involves some permanent disfigurement or that involves 


some temporary, serious disfigurement. 
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Use of Force in Crowd Management and/or Control – Officers will not initiate the use of 
force or chemical irritant against crowds or a group of individuals except when reasonable 
and necessary to protect the officer, the subject, or another party from a risk of death or 
physical harm; or is necessary to effect the arrest of an actively resisting subject; or to 
prevent the escape of that subject. 


Officers encountering crowds will evaluate the situation and determine if there is a current 
or future need requiring crowd control or crowd management.  Prior to police action, the 
officers will promptly summon a supervisor to the scene.  If crowd control is or will be 
required, the supervisor will summon a command officer to the scene.  Once on the scene, 
the command officer will direct all police action and authorize the use of weapons, tools, or 
tactics needed to resolve the situation.  The approval of a supervisor is required any time 
chemical irritant is used against a crowd, absent exigent circumstances. 


Use of force (including the beanbag shotgun, the 40mm foam round, OC aerosol canister, 
OC blast grenade, and the PepperBall launcher) as well as the use of chemical irritant 
during periods of civil unrest or for crowd management is restricted.  A command officer 
must be present and must authorize the deployment of these devices, absent exigent 
circumstances. 


Command officers must give verbal notice prior to deploying these devices into a crowd 
unless it would present a danger to the officer or others to give such a warning. 


Any deployment of the beanbag shotgun, 40mm foam round, or PepperBall launcher 
during crowd management/control requires: 


• Specific targeting of a subject by the officer. 


• Under no circumstances should any of these devices be deployed into a crowd 
without first identifying a specific target that represents an imminent risk of death or 
physical injury to the officer or others. 


• The officer must be reasonably sure the weapons will not strike other individuals in 
the crowd who pose no threat of violence. 


If demonstrators or protesters are in a place they have a legal right to be and are 
conducting themselves in a non-violent and lawful manner, an officer cannot make their 
conduct criminal by ordering them to disperse and arresting them if they refuse. 


Information: 


Beanbag shotgun and 40mm foam rounds:  The beanbag shotgun and 40mm foam 
rounds are impact projectile devices that offer a less lethal alternative for subduing or 
incapacitating a subject to prevent imminent physical harm, while maintaining officer 
safety.  The beanbag shotgun and 40mm foam rounds are restricted for use by SWAT 
personnel and grenadiers trained by TCU. 


TASER:  The TASER is an electronic control device that is a non-lethal force alternative 
used to assist officers in the performance of their duties.  The TASER is designed for self-
defense or to temporarily immobilize a subject who is actively resisting arrest.  It 
generates electricity in a small, hand-held, battery operated unit about the size of a 
handgun. 
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When properly used, the TASER generates an electrical current that dominates the 
existing neuromuscular and sensory nervous system.  Subjects become physically 
incapacitated and unable to control muscle movement, allowing officers to gain control. 


The TASER may be used in situations where time and conditions permit.  It can be an 
extremely effective control device for close range incapacitation. 


When deploying a cartridge from the TASER, frontal shots are prohibited except in 
situations of self-defense or defense of another.  The TASER should never be aimed at an 
individual’s head, neck, eyes, throat, chest/breast, or genitals.  The preferred target area is 
the back of the individual actively resisting arrest.  The TASER should never be 
deployed on an individual operating a moving vehicle. 


In rare circumstances, there have been medical concerns raised about TASER barbs 
deployed to the chest region causing sudden cardiac arrest.  According to the 
manufacturer of the TASER, the aforementioned preferred target areas increase the 
distance of the dart-to-heart safety margin.  When deployed in the drive stun mode, the 
neck and groin are acceptable targets. 


Each TASER has an internal tracking chip.  Supervisors can retrieve information stored in 
the data chip by connecting to the data port on the rear of the weapon and downloading 
the information into the Department’s computer system 


All TASERs will be downloaded at the officer’s unit of assignment twice per year, 
coinciding with the beginning and end dates of Daylight Savings Time. Supervisors will 
download the previous six months’ data stored on the TASER data chip of their personnel.  
The downloaded information will be stored in the “TASER Downloads” folder located on 
the H: drive.  Instructions for electronically saving downloaded data can be accessed by 
opening the PDF file titled, “TASER Download Instructions” located in the “TASER 
Downloads” folder on the H: drive. 


District/section/unit commanders will ensure a supervisor reviews each download for 
activations not consistent with daily spark tests or previously documented use of force 
incidents. 


The following activations require the investigating supervisor to provide a brief response 
on a Form 17 to the affected district/section/unit commander justifying the activation, 
including the corresponding ETS number, if applicable: 


• Activations not consistent with daily spark tests or previously documented use of 
force incidents. 


• Activations lasting ten seconds or longer in duration. 


• Three or more consecutive activations with minimal time in between the activations. 


Unresolved activations which require further investigation must be documented on a Form 
17 to the Police Chief. 


Vagal Nerve Stimulator (VNS):  This device sends pulses of very low current electricity to 
the brain to prevent seizures in epileptic persons.  Officers with knowledge an individual 
has a VNS should avoid the use of the TASER as a force option. 
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Chemical irritant:  Chemical irritant offers a non-lethal alternative for controlling, 
subduing, or apprehending a suspect(s) who is actively resisting arrest.  Chemical 
irritant leaves an invisible ultraviolet, light-sensitive dye on an individual, which can aid in 
identification.  The use of chemical irritant, including the use of chemical irritant against a 
crowd or a group of individuals is only permitted in those cases in which such force is 
necessary to protect the officer, the subject, or another party from physical harm; or is 
necessary to effect the arrest of an actively resisting subject; or prevent the escape of 
that subject. 


Chemical irritant or the TASER is the primary response for self-defense, defense of 
another or gaining compliance from a person(s) actively resisting arrest.  The use of 
chemical irritant or the TASER (in the drive stun mode) on an individual attempting to 
swallow evidence or contraband is only permitted when all of the following apply: 


• There is a clear indication the object or substance in the subject’s mouth is 
contraband and; 


• There are exigent circumstances such as the imminent destruction of evidence or 
medical emergency and; 


• The officer has issued verbal commands to spit out any contraband and the subject 
refuses to comply. 


Personnel may only use chemical irritant when verbal commands and other techniques 
that do not require the use of force would be ineffective or where issuing verbal commands 
would present a danger to the officer or others. 


When possible, a verbal warning must be issued to the subject that chemical irritant will be 
used prior to the use of chemical irritant, unless exigent circumstances exist that would 
make it imprudent to do so.  When possible, the officer will defer using chemical irritant for 
a reasonable time to allow the subject to comply with the warning.  Chemical irritant should 
only be aimed at the subject’s face and upper torso. 


Employee Tracking Solution:  If the Employee Tracking Solution (ETS) is down due to 
maintenance or mechanical problems, supervisors should document a use of force 
incident on the appropriate form on the H: drive.  Supervisors should complete a draft copy 
of the use of force report and fax it to the required units.  Supervisors should then retain 
the draft document until ETS is operational, at which point the information from the draft 
document should be entered into ETS and processed according to this procedure. 


Monadnock PR-24/ Monadnock Auto-Lock Batons:  Monadnock PR-24 and Auto-Lock 
batons are impact tools that offer a less lethal method for self-defense, defense of another, 
or subduing and apprehending subjects who are actively resisting arrest.  Compared to 
empty hand counter strikes, the baton is less likely to cause injury to the officer and 
provides added distance from the subject.  Officers should target center mass of a 
subject’s torso, arms, and legs, and avoid the subject’s head, throat, neck, heart, and 
groin, unless threatened with serious physical harm. 


All Department members who have attended crowd control training have been trained in 
the use of the Monadnock PR-24 batons.  Personnel may use the PR-24 only when 
deployed in crowd control formations.  Twenty (20) PR-24 batons are stored in each of the 
five (5) district Civil Disturbance Operation Procedure (CDOP) vans. 







12.545 


Revised 09/17/15, Replaces 05/14/15 6 


PepperBall:  The PepperBall launcher is a non-lethal tool that provides another alternative 
for self-defense, defense of another or apprehending subjects who are actively resisting 
arrest.  This impact and chemical irritant device is capable of incapacitating subjects, 
thereby reducing their ability to continue aggressive action. 


Use of Force Review Board:  The Use of Force Review Board will conduct 
comprehensive reviews of the following use of force incidents: 


• A use of force resulting in hospitalization or serious injury to a subject or police officer 
involved in a use of force incident; 


• A use of force that includes a citizen’s complaint of unnecessary or excessive force 
by an officer; 


• Any use of force incident recommended for review by a district/section/unit 
commander and approved by the Police Chief. 


Use of force incidents involving the discharge of firearms by police are not included in this 
process and are addressed by the Firearms Discharge Board (Procedure 12.550).  Uses 
of force involving beanbag, OC aerosol canister, OC blast grenades, and 40mm foam 
round discharges are reviewable by the Use of Force Review Board. 


The Use of Force Review Board consists of: 


• The affected district/section commander; 


• One captain from Investigations Bureau or Patrol Bureau (rotating assignment); 


• Training and Development Section Commander  


• Inspections Unit Commander; 


• An Assistant Police Chief (rotating assignment). 


Professional Standards Section (PSS) will coordinate Use of Force Review Board action 
and will schedule Review Board meetings and provide all documentation to board 
members on cases assigned by the Police Chief. 


An Assistant Police Chief will chair the Review Board meetings.  The Review Board will 
prepare a final report to the Police Chief containing a description of the incident including 
all uses of force, a summary and analysis of all relevant evidence, proposed findings, and 
analysis to support those findings. 


The Review Board will determine whether all uses of force during the encounter were 
consistent with Department policy and training, whether the involved officers employed 
proper tactics, and whether lesser force alternatives were reasonably available. 


Policy: 


A police officer’s right to make an arrest or investigatory stop necessarily carries with it the 
right to use some degree of physical coercion, or threat thereof, to effect it.  Determining 
whether the force used to effect a particular seizure is reasonable under the Fourth 
Amendment requires a careful balancing of the nature and quality of the intrusion on the 
individual’s Fourth Amendment interests against the countervailing governmental interests 
at stake (Graham v. Connor, 1989). 
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Before any use of force option is employed by an officer to effect an arrest, its proper 
application requires careful attention to the facts and circumstances of each particular 
case, including: 


1) The severity of the crime at issue; 
2) Whether the suspect poses an immediate threat to the safety of the officers or 


others; 
3) Whether the suspect is actively resisting arrest or attempting to evade arrest 


by flight. 


Courtesy in all public contacts encourages understanding and cooperation.  The most 
desirable method for effecting an arrest is where a suspect complies with simple directions 
given by an officer. 


When officers are confronted with a situation where control is required to effect an arrest 
or protect the public’s safety, officers should attempt to achieve control through advice, 
warnings, and persuasion. 


The suspect should be allowed to submit to arrest before force is used unless this causes 
unnecessary danger to the officer or others. 


When officers have a right to make an arrest, they may use whatever force is 
reasonably necessary to apprehend the offender or effect the arrest and no more.  
Just as officers must be prepared to respond appropriately to rising levels of 
resistance, they must likewise be prepared to promptly de-escalate the use of force 
as the subject de-escalates or comes under police control. 
Officers must avoid using unnecessary violence.  Their privilege to use force is not limited 
to that amount of force necessary to protect themselves or others, but extends to that 
amount reasonably necessary to enable them to effect the arrest of an actively resistant 
subject. 


Force situations often do not allow for an ordinal progression up a continuum of force and 
officers must be ready to escalate or de-escalate as the situation evolves. 


USE OF FORCE CONTINUUM 


Examples of Subject Resistance 


• Uncooperative:  Subject fails to respond to verbal commands or other directions. 


• Active resistance:  Subject is making physically evasive movements to defeat the 
officer’s attempt at control, including bracing, tensing, pushing, fleeing, or verbally 
signaling an intention to avoid or prevent being taken into or retained in custody. 


• Assault or threat of assault:  Subject assumes fighting stance, charges, strikes, or 
kicks an officer or verbally or physically indicates an intention to commit an assault 
combined with the subject’s capability to assault. 


• Life threatening assault or assault likely to cause serious physical harm:  Subject 
commits an attack using an object, a weapon, or an empty hand assault, wherein the 
officer reasonably believes the assault will result in serious physical harm and/or 
death. 
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Examples of Officer/Subject Factors 
• Physical size 
• Influence of alcohol or drugs on subject 
• Subject’s mental capacity or impairment 
• Multiple suspects 


 
Examples of Special Circumstances 


• Environmental factors 
• Distance from subject 
• Officer injury exhaustion 
• Proximity of weapon 


 
• Officer on ground 
• Special knowledge 
• Crime involved 
• History/knowledge of subject 


Force Options 
• Officer presence 
• Verbal skills 
• TASER /Chemical irritant 
• Escort techniques 
• Balance displacement 
• Hard hands (pressure points/strikes) 


 
 


• Monadnock PR-24 
• PepperBall launcher (Non-lethal) 
• Beanbag shotgun (Less than lethal) 
• 40mm foam round (Less than lethal) 
• Deadly force 
• Monadnock Auto-Lock baton 


Each force situation is unique and this continuum is intended only as an illustration of the 
various force options available to an officer facing a given level of subject resistance.  This 
continuum is not intended to preclude a force option when that option would not exceed 
the amount of force reasonably necessary to effect a lawful arrest (Graham v. Connor, 
1989).  Good judgment and the circumstances of each situation will dictate the level on the 
continuum of force at which an officer will start.  Depending on the circumstances, officers 
may find it necessary to escalate and de-escalate the use of force by progressing up and 
down the force continuum.  It is not the intent of this continuum to require officers to try 
each of the options before moving to the next, as long as the level of force used is 
reasonable under the circumstances. 


Disengagement is a reasonable option in consideration of officer safety and the necessity 
to apprehend promptly.  Disengagement, area containment, surveillance, waiting-out a 
subject, summoning reinforcements, or calling in specialized units may be an appropriate 
response to a situation and should be considered. 


Force options may be used simultaneously, for instance, combining verbal commands with 
use of chemical irritant.  The officer must choose the necessary response based on law, 
department policy, training, and experience.  The officer must exercise proper use of force 
decision making, which means the use of reasonable force, including proper tactics, and 
de-escalation techniques. 


All members have a duty to ensure the use of force and any citizen allegation of excessive 
force are reported to the Police Department.  Whenever employees use deadly force, 
force, hard hand tactics, chemical irritant, the TASER; or confront resistance that results in 
an injury or complaint of injury to a citizen; or have knowledge of any of the above; or are 
aware of a citizen complaint of excessive force, they will promptly notify a supervisor.  The 
supervisor or command officer investigating the incident must be of at least the next higher 
rank than the officer(s) who used force. 
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The only exception is when a lieutenant uses force and there is no captain or above 
working, but an acting Night Inspector (lieutenant) is available.  In this case, the acting 
Night Inspector can conduct the investigation. 


The Criminal Investigation Section (CIS) will respond for all shots fired and death 
investigations involving police, and for other incidents at the direction of the Bureau 
commander.  PSS will respond and investigate all deadly and serious uses of force and 
canine bites that cause serious injury or hospital admission.  This includes, but may not be 
limited to: 


• Action that directly or indirectly results in a person being seriously injured, admitted 
to a hospital, or killed (including injuries that are self-inflicted). 


• All head strikes with an impact weapon. 


• All uses of a carotid/choke hold. 


Officers who use excessive force will be subject to discipline, possible criminal 
prosecution, and/or civil liability. 


Following any use of force resulting in a citizen’s injury, officers will ensure appropriate first 
aid is rendered promptly once the incident scene is stabilized. 


Procedure: 


A. Use of the TASER 


1. The TASER may be deployed on a suspect actively resisting arrest when 
there is probable cause to arrest the suspect, or to defend one’s self or another 
from active aggression. 


a. An individual simply fleeing from an officer, absent additional justification, 
does not warrant the use of the TASER. 


b. Officers shall consider the following prior to utilization of the TASER as a 
force option: 


1) The severity of the crime at issue 


2) The level of suspicion with respect to the fleeing suspect. 


3) The risk of danger posed to others if the suspect is not promptly 
apprehended. 


4) The potential risk of secondary injury to the suspect due to 
environmental conditions. 


2. Use the TASER for self-defense or to control subjects that are actively 
resisting arrest.  When possible, give the subject a verbal warning the TASER 
will be deployed unless exigent circumstances exist that would make it 
imprudent to do so. 
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a. Officers should avoid using the TASER on obviously pregnant females 
and those individuals under the age of 7 or over the age of 70 due to the 
potential for these individuals to fall when incapacitated by the TASER, 
unless the encounter rises to the level of a deadly force situation. 


b. Officers should avoid using the TASER on individuals who are on an 
elevated surface unless the encounter rises to the level of a deadly force 
situation. 


3. Officers should, if possible, obtain backup before using the TASER to control 
the subject. 


a. Deploy personnel in such a manner that will enable them to use other 
means to subdue the subject if the TASER is ineffective. 


b. Officers will use caution and avoid standing near the subject. 


4. Depressing the trigger on the TASER will propel two darts from the attached 
cartridge.  Once the TASER is fired, it will automatically cycle for five seconds.  
The officer can turn it off before the five-second cycle stops.  However, it is 
recommended officers permit the TASER to cycle for the full five seconds to 
maximize effectiveness.  Officers should give commands to the suspect and 
attempt to gain compliance. 


a. It is necessary for both darts in a cartridge to hit some part of the 
suspect's clothing or body for total incapacitation.  However, if only one 
dart penetrates the subject, the TASER is only partially effective.  Should 
this occur and the subject continues to act aggressively, place the TASER 
against the subject’s body to complete the circuit, causing complete 
incapacitation. 


b. The TASER has a red dot laser and a built in flashlight that activates as 
soon as the TASER is turned on.  Both of these features can be 
deactivated, if desired. 


5. If a first shot is ineffective, the officer may reload and attempt a second shot.  If 
the TASER deployments are ineffective, it may be used in the drive stun mode.  
The TASER can operate in the drive stun mode with or without the fired 
cartridge attached.  You cannot use the TASER in the drive stun mode on the 
neck or groin with a non-fired cartridge attached to the TASER. 


a. While operating the TASER in the drive stun mode, the carotid/brachial, 
groin, and common peroneal nerve are the preferred target areas of the 
body.  A drive stun is described as pushing the TASER aggressively 
against the subject’s body while pulling the trigger.  This will deliver a 
shock to that area of the body.  A drive stun can be used for self-defense, 
defense of another, or to gain compliance from a subject(s) actively 
resisting arrest, and persons attempting to swallow evidence or 
contraband. 
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b. Due to the high voltage electronic spark of the TASER, NEVER fire the 
TASER near flammable materials (such as chemical irritant with an 
alcohol-based propellant, gasoline, kerosene, or in a natural gas 
environment). 


c. After an officer has fired a TASER cartridge, a new cartridge will be issued 
to the officer by their immediate supervisor. 


6. Avoid prolonged, extended, uninterrupted discharges or extensive multiple 
discharges. 


a. Use of the TASER should be combined with physical restraint techniques 
to minimize the total duration of the struggle and TASER use. 


1) Additional officers on the scene of a TASER deployment should 
attempt to restrain and handcuff a subject during an active TASER 
cycle. 


2) Officers should transition to a different force option if multiple TASER 
deployments fail to gain compliance or continued TASER 
applications are not making sufficient progress toward gaining 
compliance. 


7. Discharging the TASER at Animals 


a. The TASER is an effective tool for stopping the aggressive behavior of 
wild or potentially dangerous animals.  The TASER is especially effective 
for vicious and/or dangerous dogs. 


b. Officers using a TASER on an animal may need to adjust their aim to 
ensure contact is made with both probes. 


8. Standard Medical Treatment 


a. Officers will obtain appropriate medical treatment for suspects when 
necessary.  After a successful TASER deployment, request Cincinnati Fire 
Department (CFD) respond to evaluate the subject. 


b. Officers may remove darts embedded in a subject's skin using the 
appropriate technique provided the darts are not embedded in soft body 
tissue, i.e., genitals, breast tissue, or any area above the collar bone. 


1) If the darts are embedded in the soft body tissue described above: 


a) Transport to University Hospital for treatment and dart removal 
any person 13 years of age and older. 


b) Transport to Children’s Hospital for treatment and dart removal 
any person 12 years of age and younger. 


2) Used TASER cartridges and darts are considered a biohazard.  
Place the used cartridge and darts in a biohazard receptacle at a fire 
station or hospital. 
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9. Emergency Medical Treatment 


a. In rare situations following a TASER deployment in which the TASER 
projectiles embed in a suspect’s upper-chest area and the suspect 
becomes immediately unconscious, rapid emergency medical treatment is 
necessary due to the possibility of ventricular fibrillation leading to cardiac 
arrest. 


1) Promptly notify the Emergency Communications Center (ECC) to 
expedite dispatch of CFD personnel. 


2) Begin administering first-responder basic life support measures, 
such as CPR, while awaiting arrival of EMS/EMTs. 


3) Ensure an officer accompanies the suspect to the hospital during 
transportation by ambulance, in the event the suspect becomes 
combative upon regaining consciousness. 


B. Use of Chemical Irritant 


1. When possible, a verbal warning must be issued to the subject that chemical 
irritant will be used prior to the use of chemical irritant unless exigent 
circumstances exist that would make it imprudent to do so. 


2. When feasible, officers will defer using the chemical irritant a reasonable time to 
allow the individual to comply with the verbal warning. 


3. Officers may only use chemical irritant on a restrained individual when the 
restrained individual is likely to escape or suffer injury; or another person is 
likely to suffer injury, absent the use of the chemical irritant. 


4. If it is necessary to use chemical irritant on a violent prisoner who is handcuffed 
and in the rear seat of the police vehicle, officers will not open the rear doors of 
the police vehicle to spray the prisoner.  Instead, officers will spray the prisoner 
through the protective screen. 


a. If the vehicle is equipped with a Plexiglas partition, officers can either slide 
the partition to an open position and spray the prisoner through the 
opening or spray the prisoner through the rear door window nearest the 
prisoner’s face. 


b. This should be rare and used only after officers issue a verbal warning 
and when other uses of force would be ineffective. 


5. When spraying chemical irritant, target an individual’s face and upper torso.  If 
possible, stay five to ten feet away from an individual and administer the 
chemical irritant in 3-second bursts. 


6. Officers may not keep a sprayed individual in a face-down position any longer 
than necessary to handcuff or end the threat of harm or escape. 


7. Absent exigent circumstances, officers will offer to decontaminate every 
sprayed individual within 20 minutes of the use of chemical irritant. 
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a. Expose individuals sprayed with chemical irritant to fresh air.  Give them 
an opportunity to rinse their face with plenty of clear, cool water; or the 
use of a decontamination wipe. 


b. Individuals should not rub or hold their faces, or use any oils, creams, or 
ointments. 


8. Officers are required to request medical assistance for sprayed individuals in 
the following circumstances: 


a. When the individual complains of continued effects after having been 
decontaminated. 


b. The individual indicates they have a pre-existing medical condition that 
may be aggravated by the chemical irritant, e.g., asthma, emphysema, 
bronchitis, heart ailment, etc. 


c. Promptly request a supervisor and CFD respond to the scene if a person 
is suspected of putting in their mouth, swallowing, or attempting to 
swallow any substance or item suspected as capable of causing physical 
harm, injury, or death. 


1) If necessary, CFD will transport the suspect for prompt medical 
treatment.  If CFD requests the Police Department transport the 
suspect, officers will: 


a) Promptly transport to University Hospital any person 13 years 
of age and older. 


b) Promptly transport to Children’s Hospital any person 12 years 
of age and younger. 


C. Use of the OC Aerosol Canister and OC Blast Grenade 


1. Only trained SWAT officers and grenadiers are permitted to deploy the OC 
aerosol or OC blast grenades in crowd control situations. 


a. During periods of civil unrest, at the direction of a command officer, 
grenadiers are permitted to deploy PepperBall launchers, 40mm foam 
rounds, OC canisters and OC grenades. 


2. Grenadiers will work as a 2-person team during crowd control and civil unrest 
situations.  One grenadier will carry a 40mm launcher while another grenadier 
will carry the PepperBall launcher and deploy the OC grenades and canisters. 


D. Use of PepperBall Launcher 


1. PepperBall launchers will be assigned to the districts at the discretion of the 
Police Chief. 


2. The PepperBall round consists of a small, hard, plastic sphere containing OC 
pepper powder. 
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3. The PepperBall launcher is a semi-automatic, shoulder-mounted, high capacity 
weapon, powered by compressed air. 


a. Each district will be assigned one Self Contained Breathing Apparatus 
(SCBA) compressed air tank and a PepperBall fill adapter. 


b. SCBA tanks can be refilled by the CFD at their facility located on West 5th 
Street at Central Avenue. 


4. Only supervisors and officers trained in the use of PepperBall launchers are 
permitted to use the weapons. 


a. The presence of a second officer is highly recommended in the event the 
officer using the PepperBall launcher encounters lethal resistance. 


b. If serious injury requiring hospitalization occurs from the use of the 
PepperBall, follow the notification process for shots fired as outlined in 
Procedure 12.550, Discharging of Firearms by Police Personnel. 


5. When using the PepperBall launcher, aim at center mass.  Avoid the head, 
neck, and genitals, if possible.  The effective range of the PepperBall is 0 to 30 
feet for targeting individuals; and up to 100 feet for area saturation. 


a. Generally, four to ten rounds should be deployed at a subject.  More 
rounds may be utilized if, in the opinion of the officer, the additional rounds 
will assist in gaining compliance of the individual. 


b. Heavy clothing can hinder the effectiveness of the PepperBall rounds.  If a 
subject is wearing heavy clothing, consider targeting the legs. 


c. Subjects struck with PepperBall rounds often lower their head and turn 
away from the source of impact.  It is important to anticipate this reaction 
when employing PepperBall rounds. 


d. Decontamination for individuals exposed to PepperBall OC powder is 
fresh air and clear, cool water. 


6. PepperBall rounds can be used to saturate an area with OC powder by aiming 
the rounds at solid objects such as buildings, walls, or the ground. 


7. After using the PepperBall launcher, and after the individual is under control, 
inform onlookers the PepperBall launcher is a non-lethal alternative designed to 
apprehend individuals without causing serious injury. 


a. Officers are exempt from the notification requirements during incidents 
involving civil unrest. 


E. Use of Beanbag Shotgun 


1. Only SWAT officers and grenadiers trained by TCU in the use of the beanbag 
shotgun are permitted to use the weapon. 


2. A beanbag shotgun shell is a standard 2 3/4 inch, 12 gauge shotgun shell with 
a transparent hull. 
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a. Stocks on beanbag shotguns are orange and clearly labeled as "less-
lethal". 


b. Never load regular shotgun ammunition into beanbag shotguns or vice 
versa. 


3. When using a beanbag shotgun, the recommended distance is no less than 20 
feet and no more than 75 feet from a suspect.  Beanbag rounds have an 
optimal effective range of 20 to 50 feet with a maximum effective range of 75 
feet. 


a. Using a beanbag shotgun within 20 feet of an individual increases the 
chance of serious injury.  In cases involving self-defense, defense of 
another, or a situation where the round is used as an alternative to deadly 
force when deadly force would be appropriate, the use of the beanbag 
round at a distance less than 20 feet is acceptable. 


b. If serious injury requiring hospitalization occurs from using a beanbag 
shotgun, follow the notification process for shots fired as outlined in 
Procedure 12.550. 


4. When using a beanbag shotgun, target a specific part of the body. Avoid the 
head, neck, heart, and genitals, if possible. 


a. Transport any person 13 years of age and older struck with a beanbag 
round to University Hospital for medical evaluation. 


b. Transport any person 12 years of age and younger struck with a beanbag 
round to Children’s Hospital for medical evaluation. 


5. While multiple beanbag rounds may be expended as necessary, no more than 
two beanbag shotguns should be simultaneously deployed on an individual. 


6. If four rounds prove to be ineffective, officers need to consider another option. 


7. After using a beanbag shotgun, and after an individual is under control, notify 
onlookers a beanbag shotgun, not a regular shotgun, was used.  Inform the 
onlookers the beanbag shotgun is a less lethal alternative designed to 
apprehend individuals without causing serious injury. 


a. Officers are exempt from the notification requirements during incidents 
involving civil unrest. 


F. Use of 40mm Foam Round 


1. 40mm foam round launchers are assigned to SWAT and grenadiers trained by 
the TCU. 


2. The 40mm foam round consists of a soft rubber sponged nose attached to a 
hard plastic carrier. 


3. The 40mm foam round launcher is a single shot, shoulder-mounted weapon. 
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4. Only SWAT officers and grenadiers trained in the use of the 40mm foam round 
launcher are permitted to use this system.  


a. The presence of a second officer is highly recommended in the event the 
officer using the 40mm foam round launcher encounters lethal resistance. 


b. Where the distance between the officer and the target makes it practical, 
verbal warnings will be given prior to use, absent exigent circumstances.  
When feasible, officers will allow a reasonable time between the warning 
and use of the foam round. 


c. If serious injury requiring hospitalization occurs from using a 40mm foam 
round, follow the notification process for shots fired as outlined in 
Procedure 12.550. 


5. When using the 40mm foam round, target a specific part of the body. Avoid the 
head, neck, heart, and genitals, if possible.  The 40mm foam round will prove 
most successful for incapacitation when used within its optimal energy range of 
approximately 10 to 75 feet, although it may be used in situations from 5 to 120 
feet. 


a. Transport any person 13 years of age and older struck with a 40mm foam 
round to University Hospital for medical evaluation. 


b. Transport any person 12 years of age and younger struck with a 40mm 
foam round to Children’s Hospital for medical evaluation. 


6. If four rounds prove to be ineffective, officers need to consider another option. 


7. After using the 40mm foam round launcher, and after an individual is under 
control, inform onlookers the 40mm foam round is a less lethal alternative 
designed to apprehend individuals without causing serious injury. 


a. Officers are exempt from the notification requirements during incidents 
involving civil unrest. 


G. Use of the Monadnock PR-24 


1. Use of the Monadnock PR-24’s is restricted to officers in crowd control 
formations only. 


a. All PR-24’s must remain stored in the district CDOP vans at all other 
times. 
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H. Reporting a Use of Force 


Force Used Reporting Requirement 


Deployment of police canine (no 
bite). 


Form 18C, explaining circumstances that led to the 
deployment. 


Escorting or handcuffing a person, 
with no or minimal resistance. 


No special reporting required other than the narrative of the 
arrest report. 


“Hard hands” use of force by means 
of leverage displacement, joint 
manipulation, pain compliance, or 
pressure point control tactics 
without injury or complaint. 


The arresting officer(s) are required to notify a supervisor and 
document a narrative account of the subject’s form(s) of 
resistance and the officer’s specific defensive tactic used to 
overcome that resistance in the narrative of the arrest report 
and complete Form 18NC, Noncompliant Suspect/Arrestee 
Report, to be reviewed and approved by a supervisor.  The 
use of force report will require the officer to identify the events 
leading up to the use of force and the supervisor will be 
required to evaluate the tactics used by the officer. 


“Hard hands” use of force with injury 
or complaint of injury. 


The arresting officer(s) are required to notify a supervisor.  The 
supervisor’s report will include the following information in the 
narrative portion of the report: description of the events leading 
to the use of force; description of the subject’s resistance; 
description of the use of force by police to overcome 
resistance, including a description of all empty hand controls 
used by the officer; supervisor’s evaluation of the propriety of 
the initial contact and the propriety of the use of force; 
supervisor’s evaluation of a foot pursuit if applicable. 


Force using any physical strike or 
instrumental contact with a person; 
chemical irritant; OC aerosol 
canister, OC blast grenade, 
deployment of a canine resulting in 
a bite; beanbag shotgun and 40mm 
foam rounds; TASER; or 
PepperBall. 


Supervisors will be called to the scene and conduct a 
supervisory investigation including the supervisor’s narrative 
description of the events preceding the use of force, the 
officer(s)’ description of events, and digital audio recorded 
statements of all witnesses including the officer(s), subject(s), 
medical treating personnel (if practicable), and third-parties.  
For chemical irritant use and TASER deployment, digitally 
recorded statements are only required if the use occurs after 
handcuffing.  


All deadly and serious uses of force 
and canine bites that cause serious 
injury or hospital admission.  This 
includes, but may not be limited to: 
• Action that directly or indirectly 


results in a person being 
seriously injured, admitted to a 
hospital, or killed (including 
injuries that are self-inflicted) 


• All head strikes with an impact 
weapon 


• All uses of a carotid/choke hold 


PSS will respond to the scene to investigate.  CIS will respond 
for all shots fired and death investigations involving police, and 
for other incidents at the direction of the Bureau commander.  
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1. The investigating supervisor will promptly notify the district/section/unit OIC 
(officer in charge), or the Night Inspector, if on duty.  The use of force will not be 
investigated by any officer who used force or chemical irritant, whose conduct 
led to an injury to a prisoner, or who authorized the conduct that led to the 
reportable incident. 


a. If none of the above are on duty, ensure the next command officer who 
comes on duty is notified. 


b. Contact the PSS Commander, the CIS Commander, and the officer's 
district/section/unit commander for all deadly/serious uses of force and all 
canine bites which cause serious injury or hospital admission. 


c. Contact the PSS Commander and the officer's district/section/unit 
commander if more than the necessary amount of force appears to have 
been used, or the injuries are inconsistent with the reported force. 


2. The supervisor will conduct a preliminary fact finding interview of witnesses and 
officers at the scene and search for evidentiary materials.  The supervisor will 
then conduct a thorough investigation and evaluate the propriety of the action 
taken.  The supervisor or command officer investigating the incident must be of 
at least the next higher rank than the officer(s) who used force.  The only 
exception is when a lieutenant uses force and there is no captain or above 
working, but an acting Night Inspector (lieutenant) is available.  In this case, the 
acting Night Inspector can conduct the investigation. 


a. Other than a use of chemical irritant or TASER, a supervisor will ensure 
neutral officers transport the prisoner to the appropriate facility, if 
applicable. 


1) Officers may remove a prisoner to a safe location to prevent an 
escalation of the incident. 


b. Detail supervisors will be responsible for the investigation of a use of force 
involving officers under their supervision. 


c. A supervisor in the district where the force occurred will investigate and 
report incidents when the officer is off-duty. 


1) If a use of force occurs outside the city limits, a supervisor from the 
closest district will investigate the incident. 


d. If an officer is involved in a use of force outside a 50-mile radius of the 
city, the officer will promptly contact an ECC supervisor and make a 
notification of the use of force.  The officer will leave a phone number 
where he/she can be contacted. 


1) ECC will contact the involved officer's assigned district/section/unit 
commander and notify him/her of the incident. 


2) The district/section/unit commander will call the officer to determine 
the correct course of action. 
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3. After the preliminary fact finding interview, utilize a digital recorder to record all 
further interviews with the arrested, civilian witnesses, and police officer 
witnesses in incidents involving canine bites or the physical use of force.  Do 
not utilize cassette tape recordings for interviews.  Cassette tapes are no longer 
authorized.  Attach the interview digital recording(s) to the Use of Force 
Investigation File in the ETS system. 


a. The digitally recorded interview will contain the following information: 


1) Date, time, and location of interview. 


2) Interviewer's name and title. 


3) Reason for the interview, e.g., "I am investigating the arrest of John 
Doe which took place at 1012 Ludlow Avenue." 


4) Identity of the person interviewed. 


5) Explanation of what happened with specific reference to how the 
injury occurred.  Do not ask leading or suggestive questions. 


b. If more information is needed, ask the appropriate questions. 


c. Upon completion, conclude the digitally recorded interview by identifying 
yourself, the person interviewed, and state the time, e.g., "This is 
Sergeant Dees concluding this interview with Mr. John Doe.  The time is 
2000 hours." 


4. The investigating supervisor will interview and examine the subject of the use of 
force.  Be sure the arrested is fully aware of the supervisor's rank and purpose 
of the interview.  The supervisor is responsible for examining the subject for any 
injuries and is responsible to ensure any necessary medical attention is 
secured. 


a. The investigating supervisor will take photographs of the subject.  Take 
specific photos of any injury, or claimed injury, to the subject. 


1) The investigating supervisor will record his/her name, badge 
number, date, time and name of the subject on the photographs.  
Attach the photographs to the original ETS report. 


a) Original photographs will be filed at the district/section of origin. 


b. Anytime the subject of a use of force goes to a hospital, a supervisor will 
respond and: 


1) Ask permission of the medical staff to view the arrested to note the 
total extent of the injuries. 


2) Interview the arrested, digitally recording the interview. 


3) Interview the treating physician and include the diagnosis in the 
report.  Utilize a digital recorder while conducting the interview if the 
physician permits it. 
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a) If the treating physician cannot release a diagnosis of the 
subject’s injuries due to doctor-patient confidentiality, the 
supervisor will note it in the report. 


4) If possible, obtain a hospital and Department release for medical 
records from the arrested.  Attach the release to the original 
investigative report in the ETS file.  Original medical release forms 
will be filed at the district/section/unit of origin. 


5) Note on the Form 18F, Supervisor’s Use of Force Investigation 
Report, if the subject refuses treatment at the hospital. 


5. If the arrested is seriously injured or admitted to a hospital, promptly notify the 
district/section/unit commander of the involved officer, the PSS Commander, 
the CIS Commander, and the Night Inspector /Duty Officer, if on duty. 


a. The Homicide Unit and PSS will conduct an investigation with the 
assistance of the effected district/section/unit when the serious injury is a 
result of the use of force. 


1) The district/section/unit commander will coordinate the investigation 
in the absence of a PSS investigator. 


a) The CIS and PSS Commanders will forward all findings and 
reports to the Police Chief’s Office through command channels. 


b) When PSS or the Homicide Unit is conducting the use of force 
investigation, the unit responsible for the primary investigation 
will complete a Form 18F. 


b. If the arrested is admitted to a hospital for psychiatric evaluation only, 
without serious injury (PES, etc.), the above notifications are not required. 


c. If the arrested remains at a hospital for observation purposes as the result 
of the use of force, notify the affected Assistant Police Chief and the Night 
Inspector/Duty Officer, who will determine whether CIS and PSS will be 
notified. 


6. The investigating supervisor will complete an appropriate Form 18F in ETS. 
The investigating supervisor will not need to create a hard copy Use of Force 
Case Jacket if all documentation can be downloaded into the ETS file 
electronically, e.g. digital interviews, pictures, and other scanned documents.  
Supervisors will note in the header of the ETS file no hard copy jacket has been 
created, e.g. “Form 18TBFP – John Jones – NO JACKET.” 


a. A hard copy Use of Force Case Jacket will be necessary if there is a copy 
of a video disc or other file that cannot be downloaded electronically in 
ETS because of its size, e.g. MVR video.  Hard copy Use of Force Case 
Jackets will be routed through the chain of command. 


b. Ensure all blocks are completed.  Multiple blocks may be checked, as 
applicable, in the following defined categories: 
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• Ceased All Movement:  Subject fails to comply with verbal commands 
from an officer to submit to arrest and abruptly stops all movement.  This is 
often a behavioral cue the subject is forming a plan to resist the officer. 


• Conspicuously Ignoring:  Subject fails to comply with verbal commands 
from an officer to submit to arrest and fails to respond to questions or 
orders, refuses to acknowledge the officer’s presence, engages in other 
activities, or attempts to leave the area. 


• Resistive Tension:  Subject fails to comply with verbal commands from an 
officer to submit to arrest and makes their body rigid by tensing the 
muscles.  This rigidity can be full body resistance or a particular body part.  
The goal of the action is to prevent control by means of superior strength. 


• Exaggerated Movement:  Subject fails to comply with verbal commands 
from an officer to submit to arrest and exhibits rapid body movements, 
such as flailing of the arms, excited pacing, bouncing or similar actions.  
Actions are often behavioral cues indicating preparation for physical 
exertion to avoid having the officer take control. 


• Excessive Emotional Tension:  Subject fails to comply with verbal 
commands from an officer to submit to arrest and is belligerent, yelling or 
argumentative towards the officer or another person.  Actions are often 
behavioral cues indicating preparation for physical exertion to avoid having 
the officer take control. 


• Combative/Assaultive:  Subject fails to comply with verbal commands 
from an officer to submit to arrest and attempts, threatens or succeeds in 
physically assaulting an officer or another person by means of body 
weapons (hands, feet, kicks, punches, elbow strikes, spitting, biting, etc.). 


• Armed:  Subject fails to comply with verbal commands from an officer to 
submit to arrest and displays or claims to possess a weapon, threatens to 
obtain or use a weapon, makes overt actions consistent with being armed, 
or is reported to be armed. 


c. Include concise statements addressing corroboration or contradiction for 
each witness. 


d. Type a brief summary of the use of force incident on the Form 18 and 
include the following information: 


1) Decision to arrest, including the basis for the stop and seizure. 


2) How the subject resisted arrest. 


3) Subject’s resistive behavior. 


4) Officer’s tactics and actions to counter resistance/assault. 


5) The supervisor’s analysis of the propriety of the officer’s use of force. 
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6) A statement indicating the subject of the use of force was 
interviewed as part of the investigation.  Include the identity of the 
supervisor who conducted the interview. 


7. If while investigating a use of force, an individual alleges excessive force, the 
investigating supervisor will complete Form 648, Citizen Complaint or 
Information, and include it in the use of force case folder.  The supervisor will 
investigate the complaint thoroughly while all participants and witnesses are 
present.  If the original use of force does not require the investigation to be 
digitally recorded, but there is an excessive force allegation in conjunction with 
the use of force, the supervisor will digitally record the interview of the subject 
of the use of force.  This is only required when an excessive force complaint 
accompanies a use of force investigation.  The main focus of the interview 
should be the complaint allegation, not the use of force.  Refer to Procedure 
15.100, Citizen Complaints and Reports of Favorable Police Conduct, for 
routing of the form. 


8. The investigating supervisor will ensure the completion of and sign the Form 
527, Arrest and Investigation Report, and Form 527A, Case and Bond 
Information Sheet, listing the prisoner's physical condition.  The Form 527 will 
accompany the prisoner to Central Intake at the Hamilton County Justice 
Center (HCJC). 


9. Form 18F will be workflowed to the assigned district/section/unit commander 
through the chain of command. 


a. Upon workflowing Form 18F, the investigating supervisor will use the “Add 
Notification” function to include the following units: 


1) Professional Standards Section 


2) Inspections Unit 


3) Patrol Administration 


b. If the Form 18F is not complete and the investigating supervisor needs to 
retain the document to complete their investigation, they should workflow 
the document to themselves while still notifying the above listed units by 
the “Add Notification” function.  Do not use the “Add Recipient” function. 


10. The district/section/unit commander will review the original report and complete 
a use of force supplement, which will be attached to the appropriate use of 
force case folder in ETS.  Within seven days, the district/section/unit 
commander will forward the digitally recorded statements and photos to the 
Police Chief's Office through the affected Assistant Police Chief in a sealed 
envelope. 


11. If an additional investigation is required, note it on the supplement. 


12. The investigating supervisor will make a blotter entry describing the incident 
and action taken. 
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13. Following each use of force investigation conducted by a supervising officer, an 
officer at the rank of lieutenant or higher will review the investigation, identify 
any discrepancies, and require the supervising officer who conducted the 
investigation to correct any such deficiencies.  Appropriate non-disciplinary 
corrective action and/or disciplinary action will be taken when a supervising 
officer fails to conduct a thorough investigation or fails to properly adjudicate an 
incident, or when a reviewing lieutenant neglects to recommend appropriate 
corrective action. 


I. Reporting Process for Use of TASER /Beanbag Shotgun /40mm Foam Round 
/PepperBall Launcher 


1. Supervisors must complete a detailed Form 18TBFP, Use of TASER/ 
Beanbag/40mm Foam Round/PepperBall, in ETS after an officer uses one of 
the above tools.  Form 18TBFP must be completed whether or not an individual 
is struck with a beanbag, 40mm foam round, PepperBall round, or TASER barb. 


a. After each TASER deployment, the investigating supervisor will retrieve 
the data stored on the TASER data chip, print out the TASER data port 
download and record the necessary information on the Form 18TBFP.  
The supervisor will then scan the data port download sheet into the 
computer and attach it to the appropriate use of force case folder in ETS. 


1) Report any accidental discharges on a Form 17 and route via the 
chain of command. 


2) Report any discharges at an animal on a Form 18A, Weapons 
Discharge at an Animal, and route via the chain of command. 


b. Workflow the report to the district/section/unit commander.  After review, 
the district/section/unit commander shall workflow the original report to 
Inspections Unit through the affected Assistant Police Chief 


1) When workflowing the Form 18TBFP, use the “Add Notification” 
function for the following units: 


a) Inspections Unit 


b) Patrol Administration 


c. No supplementary report is necessary unless requested by the Police 
Chief or an Assistant Police Chief. 


d. The relief officer in charge is responsible for providing a media voice mail, 
as soon as possible after the incident, describing the incident and the use 
of the TASER/beanbag shotgun/40mm foam round/PepperBall launcher. 


2. The investigating supervisor will make a blotter entry describing the incident 
and action taken. 
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J. Reporting and Notification Process for an Injury to Prisoner 


1. Supervisors will complete a Form 18I, Injury to Prisoner, in ETS for any injury to 
the arrested not the result of the use of force, while under or just prior to police 
control, and as a result of police activity, including the ingestion of contraband. 


a. If the arrested has ingested contraband which results in either seizures, 
convulsions, loss of consciousness, or other serious medical conditions; 
or if the arrested remains at a hospital for observation purposes, or is 
admitted to a hospital, promptly notify the affected Assistant Police Chief 
and the Night Inspector/Duty Officer who will determine whether CIS and 
PSS will be notified. 


b. In the event of an incident wherein the underlying police use of force 
meets the threshold that requires an officer to complete a Form 18NC, 
Noncompliant Suspect/Arrestee Report, to document the incident, and the 
subject is injured or complains of injury as a result of the force, the 
incident will be investigated by a supervisor as an injury to prisoner and 
documented on a Form 18I. 


1) If a serious injury occurs, follow the notification process as outlined 
in Section H.5. of this procedure. 


2. The narrative section of the Form 18I will be brief and concise, containing the 
information in the Reporting a Use of Force Chart (see Section H).  If the 
incident also involved the use of chemical irritant, the narrative must address 
the circumstances warranting chemical irritant usage as well as the 
circumstances of the injury. 


3. Workflow the Form 18I to the district/section/unit commander through the chain 
of command; attach copies of any original documents, photographs, or digital 
recordings to the ETS folder.  Original documents will be filed at the 
district/section/unit of origin. 


a. When workflowing the Form 18I, “Add Notification” for the following units: 


1) Inspections Unit. 


2) Patrol Administration 


b. The district/section/unit commander will evaluate the propriety of the initial 
contact and the use of force and will note his findings on the Form 18I. 


4. The investigating supervisor will make a blotter entry describing the incident 
and action taken. 


K. Reporting Process for Use of Chemical Irritant, OC Aerosol Canister and OC Blast 
Grenade. 


1. Supervisors will complete Form 18CI in ETS when reporting the use of 
chemical irritant, OC aerosol canister, and OC blast grenade. 


a. Workflow the Form 18CI to the district/section/unit commander through 
the chain of command. 
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1) Upon workflowing the Form 18CI, use the “Add Notification” function 
for the following units: 


a) Inspections Unit 


b) Patrol Administration 


b. The investigating supervisor will make a blotter entry describing the 
incident and action taken. 


2. After review, the district/section/unit commander shall workflow the report to 
Inspections Unit through the affected Assistant Police Chief. 


L. Priority of Forms 


1. If more than one act by an individual occurs, only one report is needed, e.g., 
use of force and a use of beanbag shotgun. 


2. Listed below is the order in which a report is made, with “a.” being the highest 
priority: 


a. Use of Force 


1) Include TASER /Beanbag Shotgun /40mm Foam Round /PepperBall 
/OC aerosol canister /OC blast grenade information, if applicable. 


2) Include canine information, if applicable. 


b. TASER /Beanbag Shotgun /40mm Foam Round /PepperBall. 


1) Include canine information, if applicable. 


c. Canine 


d. Injury to Prisoner 


e. Chemical Irritant 


f. Noncompliant Suspect/Arrestee Report 


M. Documentation Needed for Each Form 


1. Form 18F, Supervisor’s Use of Force Investigation Report:  


a. Digitally recorded statement(s) 


b. Photos 


c. Form 527, Arrest and Investigation Report 


d. Computer Aided Dispatch (CAD) Incident History 


e. Medical release, if treated 


f. Summary of doctor’s diagnosis, if treated 


g. Copy of DVR disc/file if incident is captured on video 


2. Form 18TBFP, Use of TASER/Beanbag/40mm Foam Round/PepperBall: 
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a. Digitally recorded statement(s) (TASER deployment is exempt from this 
requirement unless the subject was handcuffed at the time of use, or 
unless there is a complaint of excessive force in conjunction with the use 
of force investigation) 


b. Photos 


c. Form 527, Arrest and Investigation Report 


d. Computer Aided Dispatch (CAD) Incident History 


e. Medical release, if treated 


f. Summary of doctor’s diagnosis, if treated 


g. TASER data port download, if applicable 


h. Copy of DVR disc/file if incident is captured on video 


3. Form 18C, Use of Canine: 


a. Digitally recorded statement(s) 


b. Photos 


c. Form 527, Arrest and Investigation Report 


d. Computer Aided Dispatch (CAD) Incident History 


e. Medical release, if treated 


f. Summary of doctor’s diagnosis, if treated 


g. Copy of DVR disc/file if incident is captured on video 


4. Form 18CI, Use of Chemical Irritant: 


a. Short narrative 


b. Form 527, Arrest and Investigation Report 


c. Computer Aided Dispatch (CAD) Incident History 


d. Digitally recorded statement(s) (Only if the subject was handcuffed at the 
time or there is an excessive force complaint in conjunction with the use of 
force investigation.) 


e. Copy of DVR disc/file if incident is captured on video. 


5. Form 18I, Injury to Prisoner: 


a. Photos 


b. Form 527, Arrest and Investigation Report 


c. Computer Aided Dispatch (CAD) Incident History 


d. Digitally recorded statement(s) (Only if there is an excessive force 
allegation in conjunction with the use of force investigation.) 
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e. Brief, concise narrative to include information from the Reporting Use of 
Force Chart (see Section H.) 


f. Medical release, if treated 


g. Summary of doctor’s diagnosis, if treated 


h. Copy of DVR disc/file if incident is captured on video 


6. Form 18NC, Noncompliant Suspect/Arrestee Report: 


a. Brief, concise narrative of resistance met and force used 


b. Form 527, Arrest and Investigation Report 


c. Computer Aided Dispatch (CAD) Incident History 


d. Supervisory review before end of tour 


e. Copy for district files, original to Inspections Unit  


f. Digitally recorded statement(s) (Only if there is an excessive force 
allegation in conjunction with the use of force investigation.) 


g. Copy of DVR disc/file if incident is captured on video 


7. After attaching a copy to the ETS file, all original documents, photos, digital 
recordings, and copies of DVR disc/ will be filed at the district/section/unit of 
origin. 


N. Responsibilities of Inspections Unit to Insure Policy and Procedure Compliance and 
Implementation: 


1. Inspections Unit will review, evaluate in writing, and submit for the Police 
Chief’s approval all supervisor reported use of force, use of beanbag shotgun, 
40mm foam round, Auto-Lock baton, and all canine bites (except those causing 
serious injury or hospital admission). 


a. Inspections Unit is exempt from reviewing use of force cases assigned to 
the Use of Force Review Board. 


2. Inspections Unit will review, evaluate, and submit for the Police Chief’s approval 
all investigations of TASER or chemical irritant use on handcuffed individuals. 


3. Inspections Unit will review all Forms 18NC for trends and training issues. 
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12.550 DISCHARGING OF FIREARMS BY POLICE PERSONNEL 


Reference: 


Manual of Rules and Regulations - 1.23, 1.24, 1.25 
Ohio Revised Code Section 2901.01 
Procedure 12.545, Use of Force 
Procedure 19.105, Sick/Injured With Pay & Special Leaves 
Tennessee vs. Garner, 471 US 1 (1985) 


Policy: 


The most serious act in which a police officer can engage is the use of deadly 
force.  The authority to carry and use firearms in the course of public service also 
carries with it the highest level of responsibility.  Respect for human life requires 
that police officers exhaust all other reasonable means before resorting to the 
use of firearms and then only when an officer reasonably believes that such use 
of firearms is necessary to protect the officer or another from the risk of serious 
physical harm or loss of life. 


In considering the use of firearms, understand that you are responsible for your 
acts and that you may be required to justify your acts in a court of law.  The 
Hamilton County Prosecutor’s Office will determine the legality of actions taken.  
You are not required to retreat in lieu of the justifiable use of deadly physical 
force. 


The safety of innocent persons is of paramount importance.  Where there is substantial 
risk to the safety or life of an innocent citizen, the safety of the citizen should take 
precedence over the apprehension of the suspect. 


Police officers may not use deadly force merely to prevent escape in misdemeanor 
cases.  The use of deadly force to prevent escape of felony suspects is constitutionally 
unreasonable except where the escape presents an immediate risk of death or serious 
physical harm to another. 


Where the suspect poses no immediate threat of death or serious physical harm to 
others, the harm resulting from failing to apprehend him does not justify the use of 
deadly force to do so.  If an officer uses unnecessary and/or excessive force, or acts 
wantonly and maliciously, he could be found guilty of assault, even of culpable 
homicide if he kills the person he is attempting to arrest. 


At such time as a police officer perceives what he interprets to be a threat of loss of life 
or serious physical harm to himself or others at the hands of another, he has the 
authority to display a firearm, with finger outside the trigger guard and have it ready 
for self-defense.  The finger is only to be placed on the trigger when on target and 
ready to engage a threat. 
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Self-Defense:  A police officer is authorized to use that force reasonably necessary to 
protect himself or others from death or serious physical harm at the hands of another. 


• There must be an apprehension of real or immediate danger based on an overt 
and/or constructive act by another. 


Warning Shots:  Officers should only use warning shots if convinced a warning shot will 
possibly save a life or alleviate the need of taking a life.  As with any shot an officer 
fires, the officer must know it will not endanger innocent bystanders.  Supervisors 
should report and investigate warning shots as outlined in Section A. 


Felonies:  When all other reasonable means at the officer's disposal have failed, the 
use of firearms is authorized, only under the following circumstances, as a last resort to 
apprehend a fleeing felon: 


• The officer has probable cause to believe the suspect has committed or is 
committing a felony, and 


• The suspect presents an immediate risk of death or serious physical harm, either 
to the officer or another person if not immediately apprehended. 


• If possible, the officer will give verbal warning before using the firearm. 


By itself, notification by Emergency Communications Section (ECS) resulting from a 
general information broadcast or computer query that a subject is wanted will not 
provide authority for the police officer to use a firearm. 


All Other Felonies and Misdemeanors:  In all other felonies or misdemeanors, police 
personnel will not fire shots even if the perpetrator attempts or succeeds in his attempt 
to flee. 


Juveniles:  A police officer will not discharge a firearm at a person known to be or 
suspected of being a juvenile (person less than 18 years of age) except under 
circumstances which come within the provisions of the self-defense policy. 


Moving Vehicles:  Officers shall not discharge their firearms at a moving vehicle 
or its occupants unless the occupants are using deadly physical force against 
the officer or another person present, by means other than the vehicle. 


Shots Fired at Animals:  An officer may, when reasonable, use their firearm to prevent 
an undomesticated wild animal from inhumane suffering or to protect themselves and 
others from a dangerous animal.  If possible, use one of the following alternative 
solutions: 


• Call the Society for the Prevention of Cruelty to Animals (SPCA).  This 
organization has equipment to handle most animals safely. 


• In some instances, Cincinnati Zoological Society personnel will respond upon 
request. 


• The use of chemical irritant is effective on many animals. 
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Information: 


The Police Chief has authorized a comprehensive review of critical firearm discharges 
by Department employees.  A Critical Firearm discharge is defined as: 


All shots fired by Department employees with the exception of: 


• Beanbag Rounds. 
• 40mm foam rounds. 
• At animals. 
• While hunting. 
• Training accidents when proper safety procedures were followed. 


The review will begin at the Police Chief’s direction.  If a criminal investigation is 
warranted, the review will commence after the completion of any criminal investigation 
or court proceedings into the matter. 


To facilitate this process, the Police Chief has established a Firearm Discharge Board 
(FDB) to conduct all such reviews.  The Board’s review will include Criminal 
Investigations Section (CIS) and Internal Investigations Unit (IIU) investigative files and 
interviews of the principal CIS and IIU investigators.  The review will be concluded 
within 90 days of commencement.  The FDB will act as a quality control mechanism for 
all critical firearm discharges, with responsibility to return to the Police Chief all 
incomplete or mishandled shooting or firearm discharge investigations.  The FDB will 
have the authority and responsibility to recommend to the Police Chief investigative 
protocols and standards for all critical firearm discharge investigations. 


The core members of the board will consist of a CPD command staff officer, the 
Training and Development Section Commander, the SWAT & Tactical Coordination 
Unit Commander, the affected bureau commander, and an attorney from the Solicitor's 
Office.  All appointments will occur on or about the first day of January and be effective 
for one year. 


The Inspections Unit Commander will serve as the chairperson of the FDB.  The 
chairperson is responsible for coordinating all meetings and ensuring all relevant 
material compiled during any criminal or administrative investigation is reviewed.  The 
chairperson is also responsible for submitting a written report to the Police Chief within 
the established timelines. 


The Police Chief may appoint additional FDB members as needed.  The Police Chief 
will appoint a replacement member in the event a board member retires, or is no longer 
able to fulfill membership duties.  The Police Chief may disqualify a FDB member at 
anytime. 


All efforts will be made to conclude reviews within the established timelines.  If the 
Police Chief determines extenuating circumstances exist, the Police Chief may extend 
the established timelines. 
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Proceedings by the FDB are to be conducted informally, directed towards the issues of 
the appropriateness of Department policies and procedures, member’s judgment, and 
the training adequacies with respect to the member’s knowledge, skill, and resources.  
The chairperson will determine what evidence is relevant and reliable without regard for 
technical or formal rules of evidence.  The chairperson will determine the need to call 
witnesses and may order witnesses to be separated during the review. 


The chairperson will prepare a final report to the Police Chief that will become part of 
the investigation file.  The report will include a description of the incident (including all 
uses of force), a summary and analysis of all relevant evidence, proposed findings and 
analysis to support those findings.  In particular, the board will determine: a) whether all 
uses of force during the encounter were consistent with Department policy and training, 
b) whether the officer(s) involved employed proper tactics, and c) whether lesser force 
alternatives reasonably were available. 


On or before the first day of February, the FDB chairperson will prepare and present to 
the Police Chief a summary report reviewing each closed critical firearm discharge from 
the preceding year.  This report will include analysis of patterns and problems 
discovered during the review. 


Procedure: 


A. Shots Fired 


1. Report all shots fired by police personnel to an on-duty supervisor 
immediately regardless of the circumstances.  Personnel having knowledge 
of a shot fired by another officer will report the incident to an on-duty 
supervisor immediately.  This includes: 


a. Shots fired at or taking effect against an individual. 


b. Warning shots. 


c. Shots fired at animals. 


d. Accidental discharges. 


e. Shots fired from any firearm by off-duty personnel except: 


1) Target or competition shooting. 


2) Hunting. 


3) Military service. 


2. Personnel are not required to report shots fired while participating in 
department authorized firearms training. 


3. The investigating supervisor will notify ECS. 


4. ECS will notify the appropriate personnel on the Situational Occurrences 
Notification List. 
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B. Shots Fired at Individuals: 


1. The investigating supervisor will: 


a. Ensure protection of the scene. 


b. Notify ECS. 


1) ECS will notify the Criminal Investigation Section (CIS) desk 
officer who will make CIS notifies according to CIS SOP.  ECS will 
then notify the appropriate personnel listed on the Situational 
Occurrences Notification List. 


c. No one will take the officer(s’) pistol, Body Worn Camera (BWC), or 
gun belt at the scene.  The officer(s’) pistol will remain in his holster 
and the officer will wear his gun belt and BWC until possession is 
transferred to a Homicide Unit supervisor. 


1) Under no circumstances will the officer(s’) pistol be examined or 
unloaded.  If safety is an issue, a Homicide Unit supervisor will be 
immediately contacted for instructions. 


2) If an officer(s) is transported to the hospital for treatment, a 
district/section/unit supervisor will respond and take possession of 
the officer(s’) pistol, gun belt and BWC.  That supervisor will 
document date, time, location, and from whom the officer(s’) 
equipment was obtained and contact a Homicide Unit supervisor. 


3) A supervisor will be assigned to take control of the officer(s) 
involved in a shots fired that take effect.  They will remain at the 
scene.  At the direction of a Homicide Unit supervisor, a district 
supervisor(s) will transport the involved officer(s) to CIS and 
remain with the officer(s) until relieved by a CIS supervisor. 


a) No one will be permitted access to the officer(s') pistol, gun 
belt or BWC without the approval/consent of a Homicide Unit 
supervisor. 


b) When multiple officers are involved, a separate supervisor 
will be assigned to each officer.  If there is a need, request a 
supervisor(s) from another district(s). 


d. Locate witnesses to the incident.  If possible, separate the witnesses 
and have them held at or near the scene until they have conferred with 
a Homicide Unit supervisor or a Personal Crimes Squad supervisor.  
Ensure their transportation to CIS for interview by CIS and IIU. 


e. Conduct a preliminary fact finding investigation at the scene. 


1) Do not publicly comment about the propriety of the action taken. 


f. Brief the Homicide Unit and IIU investigators. 
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2. The CIS Commander, Homicide Unit Commander, Personal Crimes Squad 
Commander, and IIU Commander will respond to the scene.  The Homicide 
Unit Commander and IIU Commander will conduct independent, parallel 
investigations of the incident.  The involved officer(s) unit of assignment will 
assist CIS and IIU with the investigation.  The Major Offenders Unit 
Commander will respond to the hospital or Coroner's office if an injury or 
death has occurred. 


3. Homicide Unit/IIU investigators will: 


a. Conduct an investigation and report per their standard operating 
procedure (SOP).  All investigations will include, to the extent possible, 
appropriate crime scene analysis, review of the BWC(s), gunshot 
residue tests, and ballistic tests including bullet trajectory tests. 


1) Investigators will ensure, to the extent possible, that the 
investigation accounts for all shots and the locations of all officers 
who discharged their firearms. 


b. Collaborate in preparing a Form 18F, Supervisor’s Use of Force 
Investigation, without a conclusion, with IIU completing the Form 18F. 


1) The original Form 18F will remain with the involved officer’s unit of 
assignment. 


c. Immediately fax the Form 18F to the following locations: 


1) Police Chief's Office 


2) Internal Investigations Unit  


3) Patrol Bureau 


4. The district/section/unit commander will respond to the scene and coordinate 
the activities of the field personnel at the scene. 


5. IIU will respond and coordinate the Department investigations. 


C. Shots Fired at Animals 


1. Notify ECS 


a. ECS will notify the appropriate personnel on the Situational 
Occurrences Notification List. 


2. The investigating supervisor will complete a Form 18A, Supervisor’s 
Preliminary Investigation: Weapons Discharge at an Animal, including review 
of the BWC, if applicable. 


a. Fax the Form 18A to Inspections Section. 


3. If the shots take effect, and the animal is known or suspected of having bit a 
human, notify the SPCA to pick up the dead animal pending a later 
examination by the Board of Health. 
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4. If the animal is not suspected of biting a human: 


a. Notify Ohio Department of Transportation (ODOT) to pick up the dead 
animal if located on an expressway. 


b. Notify the Department of Public Services to pick up the dead animal if 
located on a city street. 


5. Refer also to Procedure 12.115, Handling Wild/Exotic Animals, 
Dangerous/Vicious Dogs, and Animal Reports. 


D. Personnel Injured by Department Authorized Firearms During Training Exercises 


1. The OIC will immediately notify ECS. 


a. ECS will notify the appropriate personnel on the Situational 
Occurrences Notification List. 


1) The command officer notified will determine IIU involvement. 


2. A Firearms Training Unit supervisor will investigate all firearms related, non-
serious harm injuries: 


a. That occurs during firearms training. 


b. Where all safety rules and procedures have been followed. 


Example:  A person is struck and injured by a piece of lead that has 
blown back from a target. 


c. For reporting, refer to Procedure 19.105, Sick/Injured with Pay and 
Special Leaves. 


d. A Firearms Training Unit supervisor will immediately notify ECS for 
 Situational Occurrences Notification and Personnel Management of 
injuries which require medical attention at a hospital. 


3. Life threatening or serious injuries, injuries due to intentional acts, or injuries 
that occur as a result of violations of safety rules and/or procedures: 


a. Follow Section B. of this procedure. 


b. If the incident occurs outside of the city limits, the criminal investigation 
will be made by the law enforcement agency in whose jurisdiction the 
incident occurred. 


c. CIS may assist the law enforcement agency in its investigation. 


E. Unintentional Discharge 


1. Unintentional discharges which are the proximate result of an officer's 
conduct during a tactical situation will be investigated as outlined in     
Section B. and presented to the Firearm Discharge Board for review. 
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2. Unintentional discharges associated with the care and maintenance of a 
firearm will be thoroughly investigated by the district/section/unit commander.  
A Form 17 will be prepared and forwarded to the Police Chief giving a full 
account of the incident, including a recommendation for disposition and 
closure. 


F. Firearm Discharge Board 


1. The Police Chief will review and forward to IIU the CIS investigation report, 
letter from the Hamilton County Prosecutor, and any other material deemed 
relevant to the Firearm Discharge Board (FDB).  The IIU Commander will 
notify and arrange a meeting between the FDB, CIS Commander, and 
investigators within 30 days of receipt of the material. 


2. Recommendations made by the FDB should be unanimous or by consensus.  
If a consensus cannot be reached, a majority/minority opinion will be prepared 
at the direction of the chairperson.   


3. The FDB will issue its final report to the Police Chief within 90 days of receipt 
of the material.  The report will identify training issues and corrective 
measures, tactical response issues and corrective measures, and outline 
any recommended policy and/or procedure changes.  References to specific 
policies, procedures, or training will be included in all recommendations. 
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18.125 MILITARY COURTESY AND U.S. FLAG PROTOCOL 


Reference: 


Procedure 12.020, Uniforms, Related Equipment and Personal Grooming 
United States Code, Title 4, Chapter 1; The Flag 
United States Code, Title 36, Subtitle I, Part A; Observances and Ceremonies 


Information: 


The United States Code, Title 4 and Title 36, now prescribes that “Members of the 
Armed Forces and veterans, who are present but not in uniform, may render the military 
salute” during instances which previously required removal of the headdress and 
placing the right hand over the heart to show proper respect for the U.S. Flag. 


Procedure: 


A. Rendering the Hand Salute to another 


1. Hand salutes will be exchanged between supervisors and subordinate sworn 
personnel, when in uniform upon occasion of their meeting; with the 
following exceptions: 


a. While in military formation; the Officer-in-Charge (OIC) will call 
"Attention" and salute for the entire formation, when appropriate 


b. When such action interferes with the performance of some particular 
police duty 


c. When both hands are full 


d. While operating a motor vehicle 


e. While riding a public conveyance 


f. Generally, a hand salute will not be rendered indoors, or whenever the 
uniform is not being worn 


2. Members of the Department wearing the uniform will salute the Mayor and 
City Manager upon all occasions of their meeting, consistent with the above 
exceptions. 


3. All hand salutes will be rendered in a military manner.  It is the duty of the 
subordinate to offer first the prescribed salute and of the superior to return it 
smartly and promptly.  The hand salute will be given when the subordinate 
arrives within six paces of the officer to be saluted. 


B. Call to Attention: 


1. When two or more subordinates are present, the first to see an officer of the 
rank of captain or higher approaching will call "Attention" and will remain at 
attention until the officer gives the command "At Ease" or leaves the area. 
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a. This applies to all places where members of the Department are 
assembled or gathered in uniform with the following exceptions: 


1) When the command officer remains in the immediate vicinity 


2) When an officer of an equal or higher rank is present 


C. Other Courtesies: 


1. Members of the Department, upon entering the private office of a superior 
officer, when the officer is present, will uncover and stand at attention, 
whether the officer is in uniform or civilian clothes.  This includes the offices 
of the Mayor and City Manager. 


2. Members of the Department, upon entering a house of Worship, will remove 
their headgear and remain uncovered until they leave the premises. 


3. Supervisory and command officers will be addressed by their correct title and 
name at all times. 


D. Showing Respect to the National Colors (Flag of the United States) 


1. The national flag will be flown daily from police buildings.  When the flag is 
displayed 24 hours a day, it must be properly illuminated during the hours of 
darkness. 


a. The flag shall be placed at half-mast on police buildings as directed by 
teletype order. 


2. When the flag is passing in parade, being hoisted or lowered, all present 
should face it and stand at the position of attention until the flag has passed 
or has been fully hoisted or lowered. 


a. Members of the Department wearing the uniform will salute during the 
hoisting, lowering or passing of the United States flag. 


1) Personnel not in uniform who are also serving in the United States 
armed forces, or are a veteran thereof, may render the hand 
salute while the flag is passing in parade, being hoisted or 
lowered. 


b. Members of the Department carrying the national flag shall not dip the 
flag to any person, nor upon any occasion. 


3. During any rendition of the National Anthem (Star-Spangled Banner): 


a. When the flag is displayed 


1) Members of the Department wearing the uniform should turn 
toward the flag, stand at the position of attention, and salute at 
the first note, holding the salute until the last note. 
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2) Members of the Department not wearing the uniform should turn 
toward the flag, stand at the position of attention at the first note 
of the anthem, place their right hand over their heart, and 
maintain that position until the last note. 


a. Personnel not in uniform who are also serving in the United 
States armed forces, or are a veteran thereof, may turn 
toward the flag, stand at the position of attention, and render 
the hand salute at the first note, holding the salute until the 
last note. 


b. When the flag is not displayed, all present should face toward the 
music and act in the same manner prescribed as if the flag were 
displayed. 


4. During the Pledge of Allegiance: 


a. Recite the Pledge of Allegiance standing at the position of attention, 
facing the flag. 


1) Members of the Department wearing the uniform should salute 
while reciting the Pledge. 


2) Members of the Department not wearing the uniform should place 
their right hand over their heart while reciting the Pledge. 


a. Personnel not in uniform who are also serving in the United 
States armed forces, or are a veteran thereof, may render 
the hand salute while reciting the Pledge. 


5. When the national flag is so worn or soiled that it is no longer suitable for 
display, it should be returned to the Supply Unit, where it will be destroyed in 
a dignified manner, preferably by burning. 
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