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9.1		Policy





9.1.1	Directives provide special direction.  A formal written directive system shall be instituted in order to communicate policies, rules, regulations, and procedures to members of the department.  The department's directive system shall be comprised of: 





a.	General Orders, 





b.	Special Orders, 





c.	Personnel Orders, 





d.	Memoranda, and 





e.	Inter-Agency Correspondence.  





9.1.2	The establishment of policy rests solely and absolutely with Director of Campus Safety or his/her designee.





The Assistant Director may issue written directives for the BSUPD.














�
9.2		Bowie State University Police Department Manual of Policy and Procedure 





9.2.1	The BSUPD Manual of Policy and Procedure (referred to as the Manual), which is permanent equipment and shall be kept current and in good order, shall be issued to each member.





9.2.2	The Assistant Director shall, through the inspection process, ensure that the Manuals are kept current.  Inspections of Manuals shall be conducted at least once per year.





9.2.3	The Manual shall consist of General Orders, called Articles, divided into functional categories.





 		a.	General orders shall be numbered and formatted as follows, using the numbering system and category format employed by the Commission on Accreditation for Law Enforcement Agencies (CALEA) Standards Manual of the Law Enforcement Accreditation Program (third edition):





(1)	The first number cited in a directive shall be the number of the article.





(2)	The second set of numbers cited shall be the section number.  





(a)	Each section within an article shall have a title depicted in bold and indented.  





(b)	The section number and title shall be listed at the beginning of each article, in the fashion of a table of contents.  





(c)	The first and second sets of numbers shall be separated by a decimal.         





(3)	The third set of numbers cited shall be the number for the individual sections within each titled section.  





(a)	These individual paragraphs shall be referred to as sections, also, because they are each main paragraphs of the directive.  





(b)	These sections shall usually be untitled, and the narrative shall be indented.  





(c)	When these paragraphs are titled, the title shall be depicted in bold and indented, just as the main section title is, with the narrative a space below and indented directly below the title.  





(d)	The second and third sets of numbers shall be separated by a decimal.  A citation of "36.1.3" shall be referred to as "Section 36 point 1 point 3."  





(e)	All written citations of sections shall be capitalized to signify their importance in the directive.





(4)	Subsequent breakdowns of the last numbered section shall be in the framed outline format, beginning with the small alphabet, followed by regular numerals in parentheses, then followed by the small alphabet in parentheses.  





(a)	The outline shall begin with the small alphabet, because the three numerals in the section designation substitute, respectively, for the Roman numeral, the capital letter alphabet, and the regular numeral (without parentheses).  





(b)	The framed outlined portion of the general order shall be referred to as sub-sections, and shall usually be untitled and indented following the cited numeral or letter.  





(c)	When a sub-section is titled, it shall not be depicted in bold, and the narrative of the sub-section shall be placed a space below and indented directly below the title.  





(d)	Sub-sections shall be separated from the numbered sections by a hyphen, as shall be each cited sub-section following:  "36.1.3-a-(2)-(b)".  





(e)	Every citation of an outlined letter or number shall be referred to as "sub-section":  "sub-section 36.1.3-a", "sub-section 36.1.3-a-(2)", "sub-section (2) of sub-section 36.1.3-a", "sub-section -a of Section 36.1.3".  





(f)	Written sub-section citations shall not be capitalized.  �



 			(5)	To assign a number to directives that are not specifically designated in the CALEA standards manual, one shall be assigned that fits into the particular category.  For example, the BSUPD directive dealing with awards has been assigned Article 36.  This number is within the numbered category entitled "Personnel Process," and there is no CALEA chapter numbered as 36. 





9.2.4	All amendments, revisions, and additions to the Manual shall be handled in the following manner.





a.	Whenever a revision or addition is published, the material shall be distributed according to current policy using the BSUPD Form, "Statement of Accountability."





b.	Each member shall be responsible for removing and destroying the old pages when issued newly revised pages.





c.	Revised material shall be placed in the Manual at the appropriate article. 





d.	A copy of the issued newly revised policy shall be placed on the Roll Call Read-Out.  





e.	Supervisors shall review the materials with the officers assigned to their supervision.





f.	Revisions to individual pages shall be indicated by the placement of a vertical line in the margin alongside the changed section or sub-section.  





g.	When a revision to portions of a general order would cause information to shift to the following, or subsequent pages, the information shall be placed on a separate sheet(s), called a "run-over" page.  





(1)	A run-over page shall be numbered by denoting:





(a)	The page number from which the run-over occurs, first;





(b)	Then a decimal, immediately followed by the number of the run-over page; and





Finally, the total number of run-over pages, which will follow the run-over page number and be placed in parentheses.   





(2)	For example, if a change being made to page 4 of the general order is so lengthy that it causes two pages of run-over, those two additional pages would be numbered "4.1 (of 2)" and "4.2 of (2)." 


9.2.5	The masthead used for the general orders shall contain the logos of the university (on the left) and the department (on the right), on either side of the words "Bowie State University Police Department" on the first line, and "General Order" underneath.  





a.	Below the logos shall be a table box reflecting spaces for: 





(1) 	The "Subject" and "Number" on the first line, 





(2)	The "Effective Date" and "Rescinds" or "Amends," as applicable, on the second line, and 





(3)	"Approved by" on the third and final line.  





b.	The title boxes shall reflect the following:





(1)	The "subject" shall be the name of the article; 





(2)	The "number" shall be the number assigned to the article;





(3)	The "effective date" shall be the date the order goes into full force and effect.  The term "issued" means the same as "effective date";





(4)	"Rescinds" shall cite the directive that is rescinded with the issuance of the particular new directive.  "Amends" shall cite the directive that is amended, usually with the issuance of a part of a whole directive; and  





(5)	The "approved by" line shall be for the signature of the issuing authority for the BSUPD.





c.	On second and subsequent pages of a general order, a header shall provide: 





(1)	The number of the article, 





(2)	The date the order, or that particular page, was issued or amended, and 





The page number as follows:  "Page 4 of 6."








General Orders





9.3.1	General Orders, called Articles, are orders issued by the Assistant Director which affect the entire department.  





9.3.2	The following are criteria for establishing General Orders:





a.	Institution of permanent policies, procedures, rules, and regulations; 





b.	Permanent changes in the organization;





c.	Installation of permanent programs which affect more than one unit subordinate to the issuing authority;





d.	Permanent personnel policies and procedures, including recruiting, hiring, training, and promotion policies, but not including changes of status such as transfers, promotion of individuals, etc.; and





e. 	Relationships with other agencies and citizens (the latter including punitive and non-punitive contacts).





9.3.3	Dissemination





All sworn members shall receive a copy of an issued General Order and acknowledge in writing its receipt.





a.	Members shall enter the material into their Manual as indicated.





b.	General Orders shall be posted on the bulletin board in the Roll Call Room for 30 days.  At the end of the 30 days, they shall be removed from the bulletin board and retained in the Shift Commander's file for a period of one year from the date of issuance.





c.	General Orders shall be read aloud at roll call for three (3) consecutive days by the Shift Commander.





d.	The Records Officers' Section shall maintain copies of all General Orders.





9.4		Special Orders





9.4.1	Special Orders are orders issued to announce policies or procedures concerning specific circumstances or events.








a.	Special Orders are meant to accomplish a particular objective.  Once this objection is accomplished, there shall be no need for further instructions.





b.	Special Orders are directives to a specific unit or units which do not influence the operations of others and for which no organizational change is needed.





9.4.2	Dissemination





All members, sergeant and above, shall receive a copy of issued Special Orders.





a.	Special Orders shall be read aloud for three (3) consecutive days at roll call.





b.	Special Orders shall be posted on the bulletin board for thirty (30) days.





c.	At the end of the thirty-day period, the Special Orders shall be removed from the bulletin board and retained in the Shift Commander's file for a period of one (l) year from the date of issuance.





d.	The Records Officers' Section shall maintain copies of all Special Orders.





9.4.3	Special Orders that are not self-canceling shall be reviewed annually.  Inactive or irrelevant orders shall be purged from the active files during the annual review.





9.5 		Personnel Orders





9.5.1	Personnel Orders shall be prepared under the direction of the Assistant Director, and announce the changing of personnel. 





9.5.2	Situations that require Personnel Orders are:





a.	The appointment of new personnel;





b.	The assignment or transfer of members from one unit to another;





c.	The promotion or demotion of personnel;





d.	Suspension, dismissal, or restoration to duty; and





e.	Termination, resignation, or retirement.





9.5.3	Dissemination





All members, sergeant and above, shall receive a copy of issued Personnel Orders.





a.	Personnel Orders shall be read aloud at roll call for three (3) consecutive days.





b.	Personnel Orders shall be posted on the bulletin board for 30 days for members below the rank of sergeant.





c.	At the end of the 30-day period, the Personnel Order shall be removed from the bulletin board and retained in the Shift Commander's file for a period of one (l) year from the date of issuance.





d.	The Records Officers' Section shall maintain copies of all Personnel Orders.





9.6	Memoranda





9.6.1	Memoranda shall be issued by the Assistant Director, command level personnel, and supervisory personnel.





9.6.2	Memoranda may be issued for the following purposes:





a.	To disseminate information or instructions which do not warrant a General or Special Order;





b.	To direct the action of subordinates in specific situations or circumstances under a level of command not authorized to issue General or Special Orders.  Such direction shall not deviate from or conflict with established policies and procedures;





c.	To explain or emphasize portions of previously issued orders;





d.	To inform employees of actions or policies of other agencies; and





e.	To ascertain information.





9.6.3	Dissemination





Memoranda shall be issued to affected members only.





9.7		Inter-Agency Correspondence


9.7.1	Inter-Agency Correspondence dealing with agencies outside the BSUPD shall be channeled through the Assistant Director's office.





9.7.2	When there is a need for Inter-Agency Correspondence, the below procedures shall be followed:





a.	The member shall complete a BSUPD Form 95 stating the topic and agency to be contacted;





b.	The member shall submit Form 95 and all pertinent information to the Shift Commander, through his/her supervisor.





c.	Shift Commanders shall submit all written documentation to the Assistant Director;





d.	Final disposition shall be determined by the Assistant Director or his/her designee; and





e.	A copy of Inter-Agency Correspondence shall be maintained by the Administrative Section.





*	Rescissions:  Former Article 9 Sections





1.	Article 1, Section 1 


2.	Article 9, Section 0 


3.	Article 9, Section 1 


4.	Article 9, Section 2 


5.	Article 9, Section 3 


6.	Article 9, Section 4 


7.	Article 9, Section 6 
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