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Purpose To define duties and responsibilities of all sworn and un-sworn members of the

Policy:

Benson Police Department.
OFFICE OF THE CHIEF OF POLICE- DEFINED

The Chief of Police is the Chief Law Enforcement Officer within the City of Benson
and is charged with the duties of supervising and managing the Department.

DUTIES OF THE CHIEF OF POLICE

The Chief of Police is the chief executive officer and the appointing authority, and is
responsible for:

Final approval of changes to the Policy Manual

Final Departmental authority in all matters of operations, policy and discipline

All written directives for the administration of the Department

Establishing specific Departmental components as necessary

* Assigning personnel, with commensurate authority and accountability, to perform
the duties of specific assignments

* Delineating the goals and objectives of the Department

* Delineating the duties and responsibilities of employees

* Making final determination as to whether positions are staffed by officers or
civilian employees

* Authorizing the transfer of personnel

* Releasing information regarding internal investigations, confidential investigations
or operations; he may coordinate such releases through the Benson City Attorney's
Office.

* Accounting for all monies expended by the Department

* Approving confidential and investigative fund expenditures in excess of those
allocated to the funds as described in the Departmental Operating Budget

* Authorizing the transfer of unclaimed property to auction

* Exercising command and control over Departmental resources committed to
unusual occurrence operations, except as otherwise provided

* Ensuring that all unusual occurrence plans which impact on the Department are
reviewed annually and updated as necessary

* Notifying the City Manager when the circumstances of a crisis situation or disaster
warrant the assistance of the military or other law enforcement agencies in order to
maintain public order
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ADMINISTRATIVE ASSISTANT- TO THE CHIEF- DEFINED

The Administrative Assistant reports directly to the Chief and is responsible for
performing all secretarial duties required by that office as well as executing minor
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executive duties required by task appointment. The position requires competence in
areas of administration, management services, and technical services. The
Administrative Assistant is fully in charge of the Information Services Section of the
Department, maintaining records and fulfilling state and federal requirements.

ADMINISTRATIVE ASSISTANT RESPONSIBILITIES

* Assist citizens at the counter. Answer basic inquiries, take messages, dispatch
officers to calls

* Answer telephone calls. Take messages and direct calls to correct
department/individual

* Mail

* Open, sort, route and file incoming mail. Answer routine correspondence/
requests for information and reports

* Responsible for outgoing mail

* Record minutes of various meetings and transcribe them

* Prepare and type reports, correspondence, drafts, memorandums and forms as
requested

* Handle all correspondence regarding applications for employment

Update various operating manuals

Maintain personnel records of Departmental employees

Process/apply for parade permits

Process applications for handgun permits

* 0k X *

POLICE SERGEANT - DEFINED

This is an administrative and supervisory position serving as first assistant to the
Chief and assumes complete command of the Department in the absence of the
Chief of Police. The Police Sergeant is in command and responsible for field
operations and is subject to policies and procedures developed by the Chief.

POLICE SERGEANT'S DUTIES AND RESPONSIBILITIES

* Review all reports for completeness and accuracy, insure proper investigative
follow-up when needed and coordinate prosecution with proper prosecutor in
compliance with judicial and departmental rules.

* |s personally responsible for the proper investigation of citizen's complaints
against the Department, as well as the proper investigation of all internal affairs
problems involving any of the police personnel.

* |s responsible for the compliance of all rules and regulations by employees and
shall take proper corrective action as needed.

* Directs and/or prepares periodic and/or special reports as may be required.

* Defines and assigns duties, methods and level of performances expected from
each officer supervised so as to remove areas of uncertainty that may otherwise
exist.

* Oversees the retention of evidence and property inventory items until
appropriately disposed of.

* Keeps the Chief of Police currently informed of important developments which
he/she will need to know to carry out his/her responsibilities. Makes
recommendations to the Chief of Police on any matter that will improve the
organization and functioning of the activities and/or overall Police Department
operations.

* ldentify training needs by topic and/or employee and makes recommendations to
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the Chief of Police.

* Reviews performance of each officer assigned and provides opportunities for two-
way discussion of performance with each officer.

* Defines and clearly delegates work assignments to personnel in terms of work
methods, service required and standards of performance expected.

* Represents the Chief of Police and the Department at various meetings and
assumes public speaking engagements as assigned.

* Administers and coordinates the department Community Oriented Policing
program.

* Patrol duties.

PATROL OFFICERS
GENERAL DUTIES AND RESPONSIBILITIES

A Patrol Officer is responsible for his patrol area within the City of Benson. He shall
be thoroughly knowledgeable of the City by becoming acquainted with the residents
and merchants. The primary patrol method is by marked police squads.

Patrol Officers are responsible for:

* Proceeding to the station at the beginning of shift.

* Providing continuous preventive patrol during the shift when not on specific
assignment

* Maintaining immediate access to a police radio while on-duty. Except when
otherwise required by an immediate task (e.g., attending court), he shall continually
monitor the assigned frequency.

* Immediately responding to assigned calls for service, providing a written report or
appropriate call disposition

* Remaining in his area of responsibility during his shift of duty except for official
duties or personal necessity. Exceptions require supervisory approval.

* Reporting for work on time, properly uniformed and equipped

* Keeping his uniform and equipment clean and neat at all times. Defective
equipment and vehicles will be reported to the supervisor.

* Keeping abreast of Department policy; ensuring adherence to policy, and written
and verbal orders

* Maintaining good rapport and upkeep of the Department's image with the public,
using either Departmental or union channels to resolve grievances

* Being familiar with the laws, regulations and ordinances he is required to enforce
* Preserving the peace, preventing crime and disorder, arresting offenders and
enforcing all laws, statutes, ordinances and regulations

* Providing referral information to government agencies

* Frequently examining commercial buildings and vacant houses at night. Vacant
houses shall be checked. Any buildings found open shall be secured after the
proper investigation and notifications are made.

* Performing field interviews as appropriate

* Being alert for signs of hazards in the community and upon the highways and
making appropriate notifications through the Dispatch Center.

* Observing and reporting traffic signal devices not operating properly

* Monitoring traffic, assisting with traffic control at points of congestion. When
patrolling specifically for traffic violations, employing the most efficient patrol
techniques for the given circumstances, e.g., area, line, directed.

* Monitoring pedestrian traffic in order to curtail movement which could impede
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vehicular traffic and lead to motor vehicle/pedestrian accidents

* Monitoring bicycle operations to ensure compliance with applicable provisions of
the Minnesota Vehicle Law and City of Benson Codes

* Enforcing parking regulations by conducting general surveillance during patrol
being alert for vehicles impeding the free flow of traffic, especially during peak traffic
hours. lllegally parked vehicles may be cited or impounded.

* Conform with any mandated procedures as demonstrated during recruit training or
in-service training

* Reading all information posted at the Department during any absence from duty

* Appropriately documenting and reporting self-initiated activities while on patrol
Where necessary or as assigned, providing traffic direction

Providing assistance to motorists when needed

Officers are responsible for daily foot patrols during their shifts.

* O *

PATROL OFFICER RESPONSIBILITY AT CRIME SCENES OR OTHER
INCIDENTS

The primary responsibility of the Patrol Officer upon receiving notice of a crime or
incident, is to proceed to the scene promptly and safely.

The first officer to arrive at the scene is responsible for the following actions as
applicable, according to their importance:

* Summon medical assistance and the administration of first aid as may be required
to prevent further injury or loss of life

* Arrest suspect(s) if still at the scene

* Secure the crime scene to preserve evidence

* Request assistance and make proper notifications

* Collect necessary information and complete appropriate report(s)

PATROL OFFICER RESPONSIBILITY TO CONDUCT PRELIMINARY
INVESTIGATIONS

The Patrol Officer will conduct preliminary or follow-up investigations at all incident
scenes unless otherwise directed. The investigation consists of the following:

* Locate and identify all principals

* Interview the reporting person and witnesses to verify the crime and classify it;
observe all conditions, events and remarks, making no assumptions; note factual
discrepancies and unusual behavior

* Conduct suspect searches as necessary

* Secure the scene to protect evidence, including points of entry and departure
* Obtain concise information for a look-out, if applicable. The officer will not leave
the incident scene unattended unless emergency circumstances exist. In such
cases, the dispatcher will be notified.

* Interview suspects

* Collect evidence or arrange for its collection and processing.

* Report the incident fully and accurately on the proper Departmental forms,
providing complete descriptions of suspects, MO and property

* Yield the responsibility for follow-up if so directed

The preliminary investigator shall protect the scene from tampering and shall
prohibit entry to unauthorized citizens or employees, regardless of rank or stature.
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Only those assigned to the investigation shall be allowed to enter. A list of all
persons entering the scene shall be maintained. The officer shall remain at the
crime scene until relieved. This procedure shall be followed and the authority to
preserve a crime scene shall be placed in order to safeguard the crime scene in its
original condition.

Officers shall conduct the investigation to a point where a lapse in the investigation
would not jeopardize its outcome. If an arrest cannot be immediately secured, the
responsibility for further investigation shall be yielded to another officer, if so
directed, or pursued later if so assigned.

In felony cases, and others where follow-up investigation is probable, the officer
shall provide principals with the ICR number(s), name and telephone number of the
Departmental contact which will be conducting the investigation. Principals shall be
encouraged to contact the Department to obtain further information.

In all cases, the officer shall, where necessary, explain Departmental operational
considerations applicable to their case. Principals shall be informed that notification
of case status may be via a court subpoena.

PART-TIME LICENSED PATROL OFFICER

Duties of Part-time Licensed Patrol Officers are the same as a Full-time Licensed
Patrol Officers. Rules and regulations pertaining to POST requirements for Part-
time Licensed Patrol Officers can be located in the Part-Time Patrol Officer Policy
(M5-09-00).

Scope: All Department personnel
Procedure:
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