
 
 

 
 
 

 

 
 
 

 
         
          

             
         
  

 
  

 
 
 

 
 

FIELD MANUAL
 

“INTEGRITY…FAIRNESS…SERVICE”
 

Rules, regulations, policies, and procedures stated in written directives of the Baltimore County 
Police Department are for departmental use only and do not apply in any criminal or civil 
proceeding. They will not be construed as creating a higher legal standard of care in any 
evidentiary sense with respect to third-party claims. Violations thereof will only form the basis for 
Department administrative sanctions. 

Established September 1, 1994 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

             
      

       
       

              
        

 
          

           
         
       

               
          

       
         

        
            

     
 

           
       

          
 

         
     

      
 

          
       

           
          

         
    

 
          

        
      

             
       

 
 
 
 
 
 
 
 
 
 
 
 
 
 

FOREWORD
 

By virtue of authority granted by law, as set forth in the County Code, the Police Chief of 
Baltimore County has established the rules, regulations, and procedures contained in this 
manual for administering police services in the field. The Police Chief reserves the rights to 
alter, amend, or repeal any of these directives, or to make additions thereto as circumstances 
may require. If the occasion demands, the Police Chief may issue verbal or written orders, this 
will have the same force and effect as these rules, regulations, and procedures. 

The Field Manual is a reference source of uniform standards for responding to given events. 
These standards are intended to promote efficiency and effectiveness in the delivery of police 
services, as well as continuity in police actions. However, members must recognize that rules, 
regulations, and procedures contained herein cannot cover every specific situation or problem 
encountered. A great deal must be left to the intelligence and discretion of the individual. To set 
strict procedures for every event would destroy initiative, negate discretion, and ignore the basic 
premise that inherent to any situation are many unknown and unforeseeable variables. The 
values of our organization ─ Integrity, Fairness, and Service ─ must be a factor in our 
decisions, the existence of written policy and procedures notwithstanding. The exercise of good 
judgment and the application of common sense, together with the highest degree of cooperation 
by those entrusted with police services, is essential for effective police work. 

The Field Manual has been designed as a living document; one that will accommodate additions 
and revisions to policies and procedures now and into the future. All rules, regulations, and 
procedures previously issued are hereby revoked insofar as they conflict with this manual. 

The rules, regulations, and procedures appearing in this manual are of direct interest to service 
providers and have Department-wide application. A command level Standard Operating 
Procedure (SOP) should communicate directives, which affect individual commands. 

The Department is committed to identifying and correcting actions, practices, and attitudes that 
may contribute to community tensions and grievances. Problems within a community, real or 
perceived, should be acted upon with sensitivity to ensure that the respect and confidence of 
the community is retained. This can be accomplished by fostering a free flow of communication 
with the community; encouraging open and innovative thinking; creatively resolving problems; 
and taking advantage of opportunities. 

Members should remember that in the execution of their duties they act not for themselves but 
for the public. The entire law regulating police functions hinges upon this principle. Members are 
to govern themselves without feeling, save zeal, to do what the law commands, and should 
never allow passion to urge them to brutality or allow fear, favoritism, or sympathy to persuade 
them to illegal leniency or neglect of duty. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

           
          

         
 

 
 

 
         

      
 

 
    

       
    

 

 
    

        
       

 

 
 

          
 

      
       

            
 

        
          

           
     

 
        

     
 

          
              

         
           

       
 
 
 
 
 
 
 
 
 
 

MISSION STATEMENT
 

The Mission of the Baltimore County Police Department is to enforce the laws and ordinances of 
the State and County, safeguard life and property, prevent and detect crime and victimization, 
preserve the peace, and protect the rights of all citizens. 

ORGANIZATIONAL VALUES
 

INTEGRITY 
We uphold the public trust by being honest. We maintain the 
highest standards of ethical and moral character. 

FAIRNESS 
We treat everyone with respect and dignity in an unbiased 
manner. We protect constitutional rights through impartial 
enforcement of the law. 

SERVICE 
We provide dedicated and compassionate assistance by 
promoting leadership, cooperation, and creativity. We aspire to 
improve the quality of life in partnership with the community. 

VISION OF THE CHIEF OF POLICE
 

We will be the model of an innovative, community-oriented police department. 

We are committed to excellence and professionalism in delivering comprehensive law 
enforcement services. Our core responsibility is to prevent and reduce crime and victimization. 
All Department members have an obligation, a duty, to pursue those who commit crimes. 

Using current and developing technologies, we are committed to research and innovation. 
Technology will enhance our highly skilled workforce in the investigation of traditional criminal 
acts, and the latest crime challenges such as Internet, economic and predator crime, organized 
gang, and youthful violent offenders. 

Homeland security will remain a priority as we focus on the goal of moving beyond communities 
where our citizens feel safe to communities that are safe. 

We recognize the value of all our employees and partners, from professional staff and sworn 
members, to the many citizens who come forth to volunteer, assisting us in fulfilling our mission. 
We remain committed to the further enhancement of these partnerships. We will continually 
strive to develop the skills of our members, and to efficiently and effectively manage our 
resources to deliver the highest level of service to the public. 
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INVESTIGATIONS
 
Article 1 

1-1.0	 General [rev. 07/2013]
 

1-2.0	 Assignment of Calls for Service [n/a]
 

1-2.1 Delayed Response Program [rev. 05/2009]
 

1-2.2 Critical Calls for Service [rev. 09/2000]
 

1-2.3 Calls for Service in Bordering Jurisdictions [rev. 10/2014]
 

1-3.0	 General Investigative Procedures [n/a]
 

1-3.1 Investigative Tasks [rev. 12/2015]
 

1-3.2 Conducting Investigations [rev. 07/2013]
 

1-3.2.1 Initial Investigation [rev. 09/2016]
 

1-3.3	 Interviews and Interrogations [n/a]
 

1-3.3.1 Field Interviews [rev. 07/2013]
 

1-3.3.2 Interviews and Interrogations in Police Facilities [rev. 03/2008]
 

1-3.4 Handgun Search Procedures [rev. 07/2013]
 

1-3.6 Physical Surveillance Operations [rev. 12/2015]
 

1-3.7 Tactical Unit Deployment Request – Pre-planned Operations [rev. 05/2011]
 

1-3.8 Investigative Responsibility [rev. 10/2014]
 

1-3.9 Subpoena of Records [rev. 07/2013]
 

1-3.9.1 Obtaining Telecommunication Record Information
 
(Telephone and Wire Service Records, etc.) [rev. 05/2014]
 

1-3.10 METERS/NLETS/NCIC Record Checks [rev. 05/2015]
 

1-3.11 Other Record Checks [rev. 05/2015]
 

1-3.12 Citizen’s Information and Assistance [rev. prior to 1994]
 

1-3.13 Special Circumstances [n/a]
 

1-3.13.1 Incidents Involving Foreign Officials, Diplomats, and
 
Consular Personnel [rev. 01/2014]
 

1-3.13.2 Incidents Involving Relatives, Associates, or Neighbors [rev.
 
05/2011]
 

1-3.13.3 Line of Duty Confrontations Between Members [rev. prior to 1994]
 

1-3.13.4 Liquor Licensed Establishments [rev 07/2013]
 

1-3.13.5 Communicable Disease [rev 07/2013]
 

1-3.14	 Bias Incidents [rev. 01/2014]
 

1-3.14.1 Criteria for Identifying Bias Incidents [rev. 01/2014]
 

1-3.14.2 Investigation of Bias Incidents [rev. 01/2014]
 

1-3.15	 Work Release/Home Detention Incidents [n/a]
 

1-3.15.1 Escape from Work Release Program [rev. 10/2007]
 

1-3.15.2 Escape from Home Detention [rev. 10/2007]
 

1-3.15.3 Violation of Home Detention [rev. 10/2007]
 

1-3.16 Conspiracy [rev. 07/2013]
 

1-3.17 Gang-Related Incidents [rev. 07/2013]
 

1-4.0	 Crimes Against Property [n/a]
 

1-4.1 Destruction of Property [rev. 07/2013]
 

1-4.1.1 Graffiti [rev. 07/2013]
 

1-4.2 Telephone Misuse [rev. 10/2003]
 

1-4.3 Fires [rev. 05/2014]
 

1-4.3.1 Arson Investigations [rev. 05/2014]
 

1-4.3.2 Investigation of Fatal Fires [rev. 02/2010]
 

1-4.3.3 Open Burning Complaints [rev. 07/2013]
 

1-4.4	 Burglary [rev. 09/2016]
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1-4.4.1 Form 25, Civilian Stolen Property Form [rev. 09/2016]
 

1-4.5 Theft [rev. 07/2013]
 

1-4.5.1 Shoplifting [rev. 12/2015]
 

1-4.6 Fraud [rev. 07/2013]
 

1-4.6.1 Bad Check Cases [rev. 12/2015]
 

1-4.6.2 Forgeries [rev. 07/2013]
 

1-4.6.3 Medicaid Fraud Investigations [rev. 07/2013]
 

1-4.7 Vehicle/Boat-Related Investigations [n/a]
 

1-4.7.1 Vehicle Theft [rev. 07/2013]
 

1-4.7.2 Vehicle Tampering [rev. 07/2013]
 

1-4.7.3 Vehicle/Boat Thefts [rev. 07/2013]
 

1-4.7.4 Stolen Vehicle/Boat Recovery [rev. 10/2014]
 

1-4.7.5 Vehicle Recovery Technology [rev. 05/2015]
 

1-5.0 Crimes Against Persons [n/a]
 

1-5.1 Threats [n/a]
 

1-5.1.1 Extortion [rev. 07/2013]
 

1-5.2 Domestic Incident/Abuse [rev. 09/2016]
 

1-5.2.1 Domestic Violence Lethality Assessment [rev. 10/2014]
 

1-5.2.2 Police Personnel Involved in Domestic Incidents [rev. 04/2005]
 

1-5.3 Vulnerable Adult/Elder Abuse [rev. 07/2013]
 

1-5.4 Rape and Sex Offenses [rev. 12/2015]
 

1-5.4.1 Delayed Sexual Assault Reporting [rev. 01/2014]
 

1-5.4.2 Sex Offender Registration [rev. 12/2015]
 

1-5.5 Homicide Cases [rev. 07/2013]
 

1-5.5.1 Death and Murder Scene Searches [rev. prior to 1994]
 

1-5.5.2 Conspiracy/Contract Murders [rev. 07/2013]
 

1-5.6 Robbery [rev. 07/2013]
 

1-5.6.1 Verified Bank Robberies [rev. 10/2014]
 

1-5.6.2 Form 208, Investigative Guide [rev. 07/2013]
 

1-6.0 Narcotics Enforcement [rev. 10/2007]
 

1-6.1 Non-Evidentiary CDS/Paraphernalia [rev. 07/2013]
 

1-6.1.1 Clandestine Laboratories [rev. 10/2007]
 

1-6.2 Adult Narcotics Violations [rev. 04/2004]
 

1-6.3 Drugs in the Workplace [rev. prior to 1994]
 

1-6.5 Seized Assets [rev. 09/2016]
 

1-6.5.1 Seized Vehicles [rev. 09/2016]
 

1-6.5.2 Other Seized Property [rev. 04/2005]
 

1-7.0 Vice Law Investigations [rev. 07/2013]
 

1-8.0 Miscellaneous Crime/Incident Investigations [n/a]
 

1-8.1 Soliciting Rides or Business in Roadways – Pedestrians [rev. prior to 1994]
 

1-8.2 Illegal Selling or Furnishing of Alcohol [rev. 07/2013]
 

1-8.3 Tampering with Food or Drugs [rev. 07/2013]
 

1-8.4 Bribery Attempts [rev. prior to 1994]
 

1-8.5 Political Campaign Sign Violations [rev. 02/2010]
 

1-8.6 Water Restriction Violations [rev. 07/2013]
 

1-8.7 Domestic Noise Complaints [rev. prior to 1994]
 

1-8.8 Improper or Missing Addresses [rev. 10/2014]
 

1-8.10 Hazardous Materials (Hazmat) [rev. 09/2016]
 

1-8.11 Medical Waste [rev. 07/2013]
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1-8.12 Radioactive Materials [rev. 10/2007]
 

1-8.13 Sidewalk Snow Removal [rev. 09/2016]
 

1-9.0 Non-Criminal Incidents [n/a]
 

1-9.1	 Animal Procedures [n/a]
 

1-9.1.1 Dangerous/Hazardous Animals [rev. 07/2013]
 

1-9.1.2 Deer Killed on Roadways [rev. 10/2003]
 

1-9.2 Suspicious Subjects, Vehicles, Noises, and Conditions [rev. prior to 1994]
 

1-9.3 Alarms [rev. prior to 1994]
 

1-9.4 Sick or Injured Persons [rev. 02/2010]
 

1-9.4.1 Threatened Suicide [rev. 07/2013]
 

1-9.4.2 Ambulance Service [rev. 10/2007]
 

1-9.4.3 Automated External Defibrillators (AEDs) [rev. 12/2015]
 

1-9.5	 Suspicious/Sudden Death, Overdoses, and Attempted Suicide [rev. 07/2013]
 

1-9.5.1 Identifying Deceased Persons [rev. 01/2001]
 

1.9.5.2 Recovery and Removal of Deceased Persons [rev. 02/2010]
 

1-9.6	 Missing Persons [rev. 01/2014]
 

1-9.6.1 A Child is Missing Alert Program [rev. 10/2014]
 

1-9.6.2 Found Missing Persons [rev. 09/2014]
 

1-9.7 Bail Bondsmen/Bounty Hunters [rev. 06/1999]
 

1-9.8 Gas and Electric Incidents [rev. 10/2007]
 

1-9.9 Relinquished Firearms, Ammunition, and Accessories [rev. 05/2015]
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INVESTIGATIONS
 

1-1.0 GENERAL 

ABBREVIATIONS 

 CC - Central Complaint.
 
 CIB - Criminal Investigations Bureau.
 
 LEOKA - Law Enforcement Officers Killed or Assaulted.
 
 MILES - Maryland Inter-Agency Law Enforcement System.
 
 NCIC - National Crime Information Center.
 
 RMS - Records Management System.
 
 UCR - Uniform Crime Report.
 
 UID - Unique Identifier.
 

FORMS 

 Incident Report. 

 Incident Supplement. 

REFERENCES 

 Field Manual, Article 3 (Juvenile Procedures). 

 Field Manual, Article 8 (Report Writing). 

 Field Manual, Article 11 (Critical Incidents). 

1-2.0 ASSIGNMENT OF CALLS FOR SERVICE 

1-2.1 DELAYED RESPONSE PROGRAM 

GENERAL 

	 Delayed response will be in effect from 0500 to 1900 hours daily. 

	 Supervisors will be notified of calls being held for delayed response. 

	 The 9-1-1 Communications Center will not hold calls for more than 90 minutes, unless 
authorized by a supervisor with sufficient justification. 

	 9-1-1 Communications Center personnel will routinely hold no more than one call per post 
under delayed response. 

RESPONDING OFFICERS 

 Will be prepared to answer questions from complainants about delayed response. 

 Use disposition code 7 (No report; unverified) if the complainant cannot be located. 

DESK OFFICERS 

	 Transfer all incoming calls for police service to the 9-1-1 Communications Center to ensure 
that the screening criteria are applied and instructions regarding delayed response are 
communicated to the caller. 

SUPERVISORS 

	 Have the precinct desk officer contact the caller and explain the additional delay when such 
action has been authorized. 

	 Verify the safety and location of a post car officer when notified by the dispatcher that either 
of the following occurs: 
1.	 Delayed calls have been dispatched to backup units due to expiration of the 90-minute 

delay period. 
2.	 More than one delayed response call has been received for a post car. 
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	 Monitor delayed response calls to determine if unusual situations need a more timely 
response (e.g., interruption of the daily operations of businesses, schools, etc.). Dispatch 
will be notified via radio if it is determined that a more timely response is necessary. 

	 Allow dispatched delayed response calls to be held for the 90-minute period when 
operational needs dictate that the primary post car remains in service. 

	 Utilize the delayed response policy to more efficiently direct the activities of their 
subordinates for community oriented policing. 

	 Relay information on delayed response calls to oncoming supervisors at the end of their 
tour of duty. 

1-2.2 CRITICAL CALLS FOR SERVICE 

GENERAL 

	 When a call of a critical nature is received, at least two units and a supervisor for that 
particular post will be assigned. 

	 If the assigned team supervisor is not available, the adjoining team supervisor within the 
precinct will be notified. Response is optional. 

SHIFT COMMANDERS 

 Will be notified of critical calls for service, if team supervisors cannot be contacted.
 
 Assign the appropriate support.
 
 Approve and control the response of additional units.
 

1-2.3 CALLS FOR SERVICE IN BORDERING JURISDICTIONS 

GENERAL 

	 In non-emergency situations, every effort will be made to resolve jurisdictional conflicts 
before an officer responds to the location. 

	 When there is a question as to whether or not the dispatched location is in Baltimore 
County, and it is an emergency situation, the officer will: 
1.	 Respond to the scene and address the emergency situation first. 
2.	 Inquire as to jurisdictional responsibility when emergency conditions no longer exist. 

RESPONDING OFFICER 

	 Notifies his/her supervisor and the 9-1-1 Communications Center that the call is outside of 
Baltimore County. 

	 Continues to respond to emergency situations only, unless cancelled by a supervisor. 

SUPERVISOR 

	 Cancels an officer dispatched to a location if there is knowledge that the location is outside 
of Baltimore County and no emergency situations exists. 

	 Ensures the 9-1-1 Communications Center notifies the proper police agency to respond 
when a call is determined to be in another jurisdiction. 

	 Responds to the location when jurisdictional responsibility is in question or cannot be readily 
determined. 

REFERENCE 

	 Field Manual, Article 13 (Jurisdictional Assistance and Authority). 
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1-3.0 GENERAL INVESTIGATIVE PROCEDURES 

1-3.1 INVESTIGATIVE TASKS 

GENERAL 

	 The preliminary investigation is the activity that begins when officers arrive at the scene of 
an incident. The activity should continue until such time as a postponement of the 
investigation or the transfer of responsibility will not jeopardize the successful completion of 
the investigation. 

	 A follow-up investigation is an extension of the preliminary investigation. The purpose is to 
provide additional investigation in order to close a case, arrest an offender, recover 
property, etc. 

PRELIMINARY INVESTIGATION TASKS 

	 Providing aid to the injured. 

	 Protecting the incident scene to ensure that evidence is not lost or contaminated. 

	 Determining if an incident has actually occurred and, if so, the exact nature and 
circumstances of the incident. 

	 Determining the identity of suspects and effecting arrests if they can be accomplished either 
at the scene or through immediate pursuit. 

	 Furnishing other field units, through the communications system, relevant information 
concerning wanted person or vehicles. 

	 Obtaining complete identification of all victims and witnesses. 

	 Determining and evaluating information known by the victims or witnesses. 

	 Arranging for the collection of evidence. 

	 Obtaining written statements from victims and witnesses. 

	 Accurately and completely recording all pertinent information on an Incident Report. 

	 Providing assistance and referral services to the victim. 

	 Identifying which crime prevention services to deliver. 
NOTE: List is not all-inclusive. 

FOLLOW-UP INVESTIGATION TASKS 

	 Reviewing all prior investigative efforts. 

	 Identifying and apprehending offenders. 

	 Collecting, preserving, analyzing, and evaluating evidence. 

	 Recovering stolen property. 

	 Interviewing victims and witnesses. 

	 Interrogating suspects and obtaining written statements, within legal guidelines. 

	 Utilizing search and seizure worksheets, line-ups, photo shows, etc. 

	 Determining in detail the exact circumstances of the incident. 

	 Determining if other crimes may have been committed by a suspect. 

	 Developing information through other Department members, other agencies, informants, 
etc. 

	 Reporting information obtained. 

	 Preparing cases for court presentation. 
NOTE: List is not all-inclusive. 
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INVESTIGATIVE NOTES 

	 Consist of notes taken during investigations which will be transcribed onto the official report 
(i.e., Incident Report, Incident Supplement, Form 47, Form MPR-1, or Automated Crash 
Reporting System (ACRS) report). 
NOTE: Field-Based Reporting Contingency Forms and ACRS Contingency Forms are 
considered investigative notes (Refer to Article 8-15.0, FBR Contingency Plan, and Article 
2-1.4.1, ACRS Contingency Plan). 

	 Only need to be maintained for criminal cases and motor vehicle accidents when an ACRS 
report has been completed. 

	 Each page must contain the Department member’s name, identification number, and CC 
number. 

	 Department members are responsible for safely and permanently retaining these notes. 

	 If no investigative notes are taken the reporting officer is to document that in the report. 

REFERENCES 

 Field Manual, Article 2 (Traffic Procedures). 

 Field Manual, Article 8 (Report Writing). 

1-3.2 CONDUCTING INVESTIGATIONS 

GENERAL 

	 When an officer is made aware of an incident that occurred in Baltimore County, it is the 
officer’s responsibility to investigate the incident and, if necessary, file a report relating 
pertinent facts. 

	 The primary responsibility of the officer investigating a crime is to perform a thorough 
investigation in an attempt to develop information leading to the arrest of the perpetrator. 

	 The secondary responsibility of the investigating officer is to instruct the victim in crime 
prevention techniques to reduce the chance of a future recurrence of the incident. 

INVESTIGATIVE INFORMATION 

	 All information that is necessary and relative for an investigation will be included in the 
Incident Report (e.g., suspect information, victim information, other persons involved, 
property, vehicles, LEOKA, a detailed account of the incident, etc.). 
EXCEPTION: Documentation containing information of a confidential nature (e.g., 
information gathered for or by specialized units, etc.) may be entered on a Form 47, 
Confidential Report of Investigation. 

1-3.2.1 INITIAL INVESTIGATION 

GENERAL 

	 An Incident Report will be made on all calls: 
1.	 Of a criminal nature. 

EXCEPTION: Calls that are dispatched as a criminal incident, but are verified as non-
criminal by the investigating officer, may be marked “Code 8.” 

2.	 Of a violent or disorderly nature where a Baltimore County liquor license is held for 
dispensing and consuming alcohol on the premises. The liquor license number must 
be included in the narrative of the report. 

3.	 Of vulnerable adult/elder abuse, sexual assault, child abuse, or domestic abuse, 
whether founded or unfounded. 

4.	 Occurring on the premises of a hookah lounge/bar, or resulting from the operation of 
the business. The business license number, and or liquor license number, if 
applicable, must be included in the narrative of the report. 
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	 Multiple incidents arising out of a single, continuous event that occurs on private property, in 
public garages, or on public parking lots, including apartment parking lots, will be recorded 
on a single Incident Report with one CC number. 
EXCEPTIONS: 
1.	 Burglaries require a separate CC number for each incident. 
2.	 Thefts require a separate CC number when there is a separation of time and place 

between the events. Property stolen from individual stores or businesses, and/or 
property taken on different dates will be assigned separate CC numbers. 

	 Multiple destruction of property incidents arising out of a single, continuous event, regardless 
of location, will be recorded on a single Incident Report with one CC number. 
NOTE: Cases involving multiple destructions of property occurring in a general area (e.g., 
multiple vehicles in a neighborhood, etc.), will be documented as occurring at the closest 
intersection central to the incidents, if no one specific address applies. 

	 Incidents/offenses occurring in conjunction with a motor vehicle accident require the filing of 
an Incident Report in addition to an Automated Crash Reporting System (ACRS) report, 
using a separate CC number for each. 
EXCEPTION: Fatal accidents will not require the filing of an Incident Report. 

INVESTIGATING OFFICER 

	 Determines the disposition of calls for service and whether or not to make reports, subject 
to review by their supervisors. 

	 Has the option of making a report when deemed necessary for any reason. 

	 Completes a report when there is any doubt as to whether a report is necessary. 

	 Marks calls of added information “Code 8.” The added information will be placed on an 
Incident Supplement using the original CC number. 

	 Advises the dispatcher when the call has been cleared. Every incident identified by a CC 
number must be given disposition and situation found codes via voice radio message, 
regardless of whether it is transmitted via mobile data computer (MDC) or other means. 

1-3.3 INTERVIEWS AND INTERROGATIONS 

1-3.3.1 FIELD INTERVIEWS 

GENERAL 

	 All Field Interview Reports (FIRs) will be completed using the Field-Based Reporting (FBR) 
system. 

	 A related CC number will be documented on all FIRs. If the interview is not related to an 
existing CC number, a new CC number must be generated. 

	 Corrections to FIRs after submission must be made on a Form 12L, Intra-Department 
Correspondence, to the Information & Records Management Unit Commander, who will 
advise if any additional actions need to be taken by the member. 

	 Paper copies of FIRs will not be maintained. 

INVESTIGATING OFFICERS 

	 May conduct field interviews to determine a suspicious person’s identity, reason for being at 
a place at a certain time and/or possible association with criminal activity. 

	 May conduct a field interview on any property on which they have a right to be. 
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	 May not detain suspicious persons against their will unless there is a reasonable, 
articulable suspicion that criminal activity is afoot. Generally, individuals detained for 
investigative purposes are not entitled to Miranda warnings, but the individuals may refuse 
to answer questions. 
NOTE: Individuals may be handcuffed during investigative detentions if officers have 
reason to believe that the individuals have a weapon on or about their person. Officers 
should recognize that handcuffing individuals might be considered custodial for purposes of 
a Miranda warning. Refer to Field Manual, Article 12 (Use of Force/Weapon Systems) 
regarding proper handcuffing procedures. 

	 Will not complete a FIR in addition to or in lieu of any Criminal or Civil Citation or any arrest. 
EXCEPTION: Arrests unrelated to the reason for completing a FIR and at the discretion of 
a supervisor. 

	 May show the presence of a suspicious vehicle in an area on a FIR. 

	 May complete a FIR in addition to a traffic citation. 

	 Submit the FIR prior to the completion of their tour of duty. 
NOTE: Submitting a FIR in the FBR system will import the information directly into the 
RMS. 

FIR DATA ENTRY 

	 The Field Interview tab contains the basic information on the field interview such as the 
date, location, and primary reason for the stop. 

	 The CAD Search function will be used to pull information from RMS. 

	 The primary reason for the stop must be selected from the appropriate field. 

	 If a search is conducted as part of the field interview, it must be indicated in the Search 
Conducted field. 

	 The Search People, Get Last Person, and Save Person functions will be used, when 
available. 

REFERENCE 

 Field Manual, Article 12 (Use of Force/Weapon Systems). 

1-3.3.2 INTERVIEWS AND INTERROGATIONS IN POLICE FACILITIES 

GENERAL 

	 Interview rooms will be thoroughly searched for weapons and contraband before and after 
each interview. 

	 Rooms must be properly equipped with a means for summoning emergency assistance. 

	 Rooms must have a level of privacy. 

	 Rooms will not contain any covert recording or surveillance devices. 
EXCEPTION: Designated rooms that are used and equipped with audio/video capabilities. 

	 Rooms must only contain the materials and equipment needed to conduct the interview. 

DEPARTMENT MEMBERS 

	 Conducting interrogations will identify themselves to the interviewee and state that they are 
working on behalf of the Department. 

	 Present during interviews or interrogations will be limited to those with a direct interest in 
the investigation. 

FIREARMS 

	 Will not be permitted within the interview room. 

	 Will be placed in firearms lockers where available or locked within a cabinet outside of the 
interview area. 
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WEAPONS 

	 Other Department-issued weapons may be carried within the interview area for defense 
purposes. 

INTERVIEWEES 

 Members conducting custodial interviews will properly search subjects prior to entering into 
a secured interview room. 

 Non-custodial interviewees will be asked if they are carrying weapons or contraband on 
their person. 

	 Interviewees will be provided reasonable access to water, restrooms, and other personal 
needs that may arise during an interview upon request. 
NOTE: It is the responsibility of the primary interviewer to ensure the interviewee is 
monitored during these times. 

STATEMENTS AND CONFESSIONS 

	 Will be properly documented and packaged as evidence (Refer to the Field Manual, Article 
7, Evidence). 

REFERENCE 

	 Field Manual, Article 7, Evidence. 

1-3.4 HANDGUN SEARCH PROCEDURES 

GENERAL 

	 A Form 97, Maryland State Police (MSP) Firearms Report, (original only) will be completed 
regardless of whether a handgun is found. 
NOTE: The subject searched will not receive a copy of the Form 97. 

 If a handgun is discovered during a search, prepare an Incident Report using the 
appropriate offense code(s). 

 If the search is in conjunction with a situation calling for a report, note it in the report 
narrative. Also place the CC number in the upper right corner of the Form 97. 

 Contraband discovered during a lawful pat down search for weapons may be seized as 
long as the identity of the item is immediately apparent to the touch. 

 The Form 97 is forwarded to the Information & Records Management Unit. 

INFORMATION & RECORDS MANAGEMENT UNIT 

	 Forwards the original Form 97 to the MSP. 

1-3.6 PHYSICAL SURVEILLANCE OPERATIONS 

GENERAL 

	 Members wishing to conduct physical surveillance will do so only after obtaining permission 
from their team supervisor. 

	 Physical surveillance may be mobile or stationary. 

APPROVED USES OF MOBILE OR STATIONARY PHYSICAL SURVEILLANCE 
OPERATIONS 

 Protection of an undercover officer.
 
 Verification or corroboration of informant information.
 
 Obtaining evidence, probable cause, or intelligence information.
 

BALTIMORE COUNTY POLICE DEPARTMENT Page 7 
FIELD MANUAL / ARTICLE 1 
GENERAL ORDER # 2016-01 

http://pdnet.bcnet/Resources/documents/eForms/emsp97.doc
http://pdnet.bcnet/Resources/documents/eForms/emsp97.doc
http://pdnet.bcnet/Resources/documents/eForms/emsp97.doc
http://pdnet.bcnet/Resources/documents/eForms/emsp97.doc
http://pdnet.bcnet/Resources/documents/eForms/emsp97.doc


 

      
    

    

  

       

          
 

     
   
     

            
    

          

           
      

        
 

   

       
     
       
      

        

            
   

          

           
 

    
 

 

                 
      

  
 

       

           
 

            
  

 
 

           
              

     
 

  

          
  

          

               
 

 

         
     

TEAM SUPERVISOR
 
	 Reviews and approves the need for physical surveillance, on a case-by-case basis. 

	 Considers the following criteria when deciding to approve or deny a physical surveillance 
request: 
1.	 Goals and objectives of the investigation. 
2.	 Necessary manpower/equipment. 
3. Type and duration of surveillance. 

 Controls and directs all aspects of the operation (e.g., necessary equipment, means of 
communication, personnel needs, etc.). 

 Identifies the need for, and coordinates other agency assistance, where required. 

 Addresses issues pertaining to legal aspects of the operation with the Legal Section and/or 
the State’s Attorney’s Office, prior to the start of the operation. 

	 Conducts a pre-operation briefing and a post-operating briefing. 

MEMBERS CONDUCTING SURVEILLANCE 

	 Prepare for the operation by familiarizing themselves with: 
1.	 All aspects of the case. 
2.	 The target of the surveillance and his/her associates. 
3. The area of the surveillance. 

 Attend the pre-operation briefing, prior to beginning surveillance. 

 Monitor the radio channel of the precinct in which they are operating, and notify the precinct 
shift commander, when practical. 

 Attend the post-operation debriefing, at the conclusion of the operation. 

 Document surveillance findings, as appropriate, at the conclusion of the operation. 

1-3.7 TACTICAL UNIT DEPLOYMENT REQUEST - PRE-PLANNED OPERATIONS 

GENERAL 

	 To maintain a high level of officer safety, the Tactical Unit will be notified and briefed prior to 
assisting with pre-planned, high-risk operations (e.g., search/seizure and arrest warrants, 
building entries, vehicle take-downs, etc.). 

FORM 321, TACTICAL UNIT DEPLOYMENT REQUEST- PRE-PLANNED OPERATIONS 

	 Will be completed for all pre-planned operations where the assistance of the Tactical Unit is 
requested. 

	 Will not be utilized for any emergency incidents where time is exigent (e.g., hostage, 
barricade, etc.). 

SUPERVISORS 

	 Who are aware of and/or identify a pre-planned, high-risk situation where the deployment of 
the Tactical Unit would be beneficial to the safety of officers and/or the public, will notify the 
shift/unit commander of such information. 

SHIFT/UNIT COMMANDERS 

	 Will complete the Form 321 and electronically forward a copy as soon as practical to the 
Tactical Unit. 

	 May contact the Tactical Unit for assistance with completing the Form 321. 

	 Will ensure that the original Form 321 is sent via departmental mail to the Tactical Unit. 

TACTICAL UNIT 

	 Upon receiving the Form 321, will contact the requesting shift/unit commander to 
acknowledge receipt and verify the information. 
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	 Will maintain the Form 321 with the Tactical After Action Report for the incident. 

1-3.8 INVESTIGATIVE RESPONSIBILITY 

PRELIMINARY INVESTIGATION 

	 Unless otherwise directed, precincts are responsible for the preliminary investigation of 
reported crimes and incidents. 

FOLLOW-UP INVESTIGATIONS 

	 Will be handled at the precinct level, except as noted in the Administrative Manual, other 
articles of this manual, and below. 

	 When an arrest is made, prior to charging the suspect, the investigating officer is to notify 
the supervisor of the unit having follow-up responsibility for the crime under investigation. 

	 Any incident a shift commander feels is not routine and may need response/input from CIB, 
the shift commander will discuss the case with the appropriate CIB commander. 

	 The CIB Commander will be notified for investigations involving bribery or felony extortion, 
to determine which CIB unit will have follow-up responsibility, on a case-by-case basis. 

	 Patrol supervisors may request assistance from any CIB unit in reference to any criminal 
investigation. 

	 Investigative Services Teams (ISTs) will follow-up those crimes falling under patrol 
responsibility in accordance with IST policy. 

	 Investigating officers will follow-up the case until it is cleared or it is no longer feasible for 
the member to investigate. 

	 Cases temporarily suspended after preliminary investigation will be reassigned for follow-up 
if additional information is received. 
NOTE: Members receiving additional information must file an Incident Supplement 
documenting the facts, and the member’s supervisor will ensure that the case is actively 
followed-up. 

 Cases requiring extensive investigation outside of either precinct or jurisdictional 
boundaries may remain a precinct level investigation at the discretion of the member’s 
supervisor or commander. 

REFERENCES 

 Administrative Manual, Article 5 (Department Organization). 

 Field Manual, Article 8 (Report Writing). 

1-3.9 SUBPOENA OF RECORDS 

GENERAL 

	 In conjunction with an ongoing investigation, any Department member may request the 
subpoena of business, corporate, medical, or government records. 

REQUESTING MEMBERS 

	 Submit the request on a Form 47, Confidential Report of Investigation, to their supervisor 
for approval and forward to the appropriate State’s Attorney’s section: 
1.	 State’s Attorney’s Office, Felony Complaint Unit for all pre-arrest subpoena requests 

and Circuit Court post-arrest cases. 
2. State’s Attorney’s Office, District Court Division for District Court post-arrest cases. 

 Provide supporting documents/justification with the Form 47. 
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MEDICAL RECORDS 

	 Will be held in a sealed envelope along with the Form 47 in the investigator’s case file and 
not included in the Incident Report. 

	 Will not be disclosed without approval from the Legal Section. 
EXCEPTION: May be disclosed to the State’s Attorney’s Office as part of an investigative 
file. 

1-3.9.1 OBTAINING TELECOMMUNICATION RECORD INFORMATION (TELEPHONE AND 
WIRE SERVICE RECORDS, ETC.) 

REQUESTS FOR INFORMATION 

	 A Form 20, Request for Telephone Record Information (original and one copy), will be 
submitted. The original will be forwarded to the appropriate investigative unit and the copy 
will be filed at the division/precinct level. 

 Are reviewed and signed by a supervisor prior to being forwarded. 

 The Form 20 will be forwarded to the member’s precinct/section commander or designee 
for approval. 

SUPERVISOR 

 Reviews and ensures that the request for information is supported by a legitimate 
investigative purpose. 

 Contacts the 9-1-1 Police Liaison to obtain real-time cellular phone location (pinging) if 
exigent circumstances (life threatening) exist. 

SHIFT/UNIT COMMANDER 

	 Upon requesting telecommunications records information, notifies the appropriate 
investigative unit. 

INVESTIGATIVE UNIT (IST/CIB) 

 Designates personnel responsible for obtaining the required approval(s) for the 
investigation. 

 Is responsible for obtaining real-time cellular phone location (pinging), unless an emergency 
situation exists, (e.g., suicidal subject, kidnapping, etc.). 

 Sends signed subpoenas/court orders to the appropriate telecommunications company. 

 Forwards signed subpoenas/court orders to the State’s Attorney’s Office when required. 
NOTE: Affidavits for cellular phone information should be reviewed by the State’s 
Attorney’s Office whenever conditions permit. 

 Maintains investigative records of real-time cellular phone location requests. 

 Maintains a record of Form 20 requests and notifies the requesting member of the results. 
NOTE: The Form 20 will not be forwarded to the telecommunications company/provider. 

 Upon receiving an invoice from a telecommunications carrier will: 
1.	 Verify the requested services were received. 
2.	 Attach a copy of the court order or subpoena to the invoice, in addition to a Form 121, 

Procurement and Maintenance Request Form. 
3.	 Forward all documents to the Legal Section for review after the precinct/section 
commander’s approval. 

LEGAL SECTION 

 Forwards the information to the Operations Bureau Budget Coordinator, if applicable. 
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OPERATIONS BUREAU BUDGET COORDINATOR
 
	 After approval, returns the documents to the precinct, section, or unit for payment. 

NOTE: If the invoice is $1,000 or more, or the vendor does not accept procurement cards, 
the documents will be forwarded to the Budget Management Section for further processing. 

EMERGENCY SITUATIONS 

	 Emergency situations/exigent circumstances are the only exceptions to the releasing of 
non-published telephone record information or obtaining real-time cellular phone location 
prior to receiving a subpoena/court order. 

	 The 9-1-1 Police Liaison will be requested to obtain the information in an emergency 
situation. 

	 Members making a request in an emergency situation must obtain a subpoena/court order 
within 48 hours. 

1-3.10 METERS/NLETS/NCIC RECORD CHECKS 

INQUIRIES 

	 Made into METERS/NLETS/NCIC through: 
1.	 The METERS Master Query, using the stated identifiers: 

a.	 Wanted persons - name and one numerical identifier (i.e., full date of birth, driver’s 
license number and state, or Social Security number). 

b.	 Stolen/wanted vehicles, mopeds/scooters, license tags, and vehicle parts - license 
tag number, vehicle identification number, off-road vehicle (ORV) number, or 
serial number. 

c.	 Stolen disabled placard - placard number. 
d.	 Stolen guns - serial number. 
e.	 Stolen articles - serial number or owner applied number. 
f.	 Stolen boats - boat hull number or boat registration number and state. 

2.	 METERS/NCIC, using the stated identifiers: 
a.	 Wanted persons - name and one numerical identifier (i.e., full date of birth, Social 
Security number, FBI number, driver’s license number, or miscellaneous number 
(e.g., passport, military identification number, etc.)). 

b.	 Stolen/wanted vehicles, license tags, and vehicle parts - license tag number and 
state, vehicle identification number, owner applied number, or serial number. 

c.	 Stolen guns - serial number. 
d.	 Stolen articles - serial or owner applied number and type of article. 
e.	 Stolen securities - serial number, type, and denomination. 
f.	 Stolen boats - boat hull number, boat registration number and state, Coast Guard 

document number, or owner applied number. 

	 Routinely made by the arresting officer on all arrested persons, prior to prisoner processing. 
NOTE: The Information & Records Management Unit (IRMU) will run a second records 
check, upon issue/confirmation of a UID number or a juvenile identification (JID) number for 
the subject. 

	 Routinely made on all firearms by the EMU, upon submission. 

MEMBERS RECEIVING A POSITIVE RESPONSE 

 Must verify responses with all known facts and the agency entering the record. 

 Contact the IRMU and request that a hit confirmation be sent by the 
Telecommunications/Inquiry Desk. 

 Take the property or person under inquiry back to the precinct. 
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	 Contact the originating agency to confirm the data and obtain further details if possible. 
NOTE: This contact can be made by telephone if the agency is nearby or by computer 
message if the agency is out of state or not a neighboring jurisdiction. 

1-3.11 OTHER RECORD CHECKS 

MARYLAND AUTOMATED BENEFITS SYSTEM (MABS) 

	 Contains Department of Labor, Licensing, and Regulation wage record information (e.g., 
employer, wages earned, unemployment claims, etc.) for individuals employed within the 
state of Maryland. 

	 Can be used to: 
1.	 Aid in locating a suspect. 
2. Enhance investigation into wage related criminal activities.
 
NOTE: The system may only be used for official police investigations.
 

	 Accessed, in a limited capacity, via the Dashboard system by authorized METERS users. 
NOTE: The Dashboard system only includes the past 18 months of wage records, and 
query responses are not accepted as official documents in court. 

	 Accessed, in a full capacity, by: 
1.	 Contacting a MABS authorized user assigned to the Information & Records 

Management Unit’s Telecommunications/Inquiry Desk, for emergency and infrequent 
use. 

2.	 Obtaining authorization and MABS log-in credentials by submitting a Form 12L, Intra-
Department Correspondence, to the Commander of the Technology & Communications 
Section - for frequent use. 

NOTE: Full-capacity access to MABS provides complete wage record information, and 
query responses serve as official documents in court. 

 Requires a subject’s full Social Security number to query wage records. 

1-3.12 CITIZEN’S INFORMATION AND ASSISTANCE 

MEMBERS RECEIVING ADDITIONAL INFORMATION 

 Ask the citizen’s name, address, phone number, and the CC number. 

 Determine the nature of the call and take appropriate action. 

 When the investigating member is on duty: 
1.	 Ask if the citizen wants the investigating member to respond personally or by phone. 
2.	 Advise the citizen that the investigating member will be in contact as soon as possible. 
3.	 Relay the citizen’s request to the investigating member. 

	 When the investigating member is off duty and the information would have an immediate 
effect on the case: 
1.	 Advise the citizen that the investigating member is off duty and another will respond to 

the location as soon as possible. 
2.	 Relay the request by phone to the 9-1-1 Communications Center so a unit may be 

dispatched to document the information. 

	 When the investigating member is off duty and the information would not have an 
immediate effect on the case: 
1.	 Advise the citizen the investigating member is off duty. 
2.	 Ask if the citizen wants the member to return the phone call. 
3.	 Contact the 9-1-1 Communications Center by phone if the citizen prefers to meet with 

someone immediately. 
4.	 Record the appropriate information in the station roll call book advising the 

investigating member of the citizen’s request to be telephoned, if appropriate. 
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MEMBERS RECEIVING PHONE INQUIRIES 

	 Ask for the citizen’s name, address, phone number, and the CC number. 

	 Advise the citizen of the investigating member’s duty status and that they will be in contact 
as soon as possible. 

	 When the investigating member is: 
1.	 On duty, advise them of the citizen’s request. 
2.	 Off duty, record the information in the station roll call book for advisement of the 

member. 

REFERENCES 

 Field Manual, Article 8 (Report Writing). 

 Field Manual, Article 15 (Outreach Programs). 

1-3.13 SPECIAL CIRCUMSTANCES 

1-3.13.1 INCIDENTS INVOLVING FOREIGN OFFICIALS, DIPLOMATS, AND CONSULAR 
PERSONNEL 

DEFINITIONS 

	 Foreign Officials include: 
1.	 Diplomatic Agents, 
2.	 Consular Officers and/or, 
3.	 Staff of the Missions of International Organizations. 

INVESTIGATING OFFICERS 

	 Notify the U.S. Department of State, Office of Protocol, or the Bureau of Diplomatic Security 
whenever a foreign national, diplomat, or consular personnel is arrested or detained. 

	 Obtain a contact person’s information from the detained person. 

	 Verify the detained person’s claim of immunity from the contact person. 

	 Obtain a 24-hour hotline number for the Office of Protocol from the 9-1-1 Communications 
Center if unable to reach the contact person. 

	 Must advise foreign nationals of their right to have their consular officials notified when they 
are placed under arrest or detained. This includes: documented and/or undocumented 
persons, diplomats, consular officers, staff, and family. 
NOTE: In some instances, notification of the consular official is mandatory and must be 
made immediately. 

	 Complete an Incident Report, when necessary. 

	 Refer to Field Manual, Article 8 (Report Writing), for required report distribution. 

REFERENCES 

	 Consular Notification and Access Booklet (U.S. Department of State). 

	 Diplomatic and Consular Immunity, Guidance for Law Enforcement Officers, and Judicial 
Authorities (U.S. Department of State). 

	 Field Manual, Article 2 (Traffic Procedures). 

	 Field Manual, Article 4 (Arrest, Custody, and Court). 

1-3.13.2 INCIDENTS INVOLVING RELATIVES, ASSOCIATES, OR NEIGHBORS 

RESPONDING OFFICERS 

	 Answer all calls for service to determine the need for police assistance, regardless of the 
individuals involved. 
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	 Will not investigate or make arrests in any dispute involving themselves, their relatives, 
associate, or neighbors, regardless of duty status, except to prevent: 
1.	 Injury or death. 
2.	 A felony or other serious crime from occurring. 
3.	 Destruction of property. 
4.	 Escape of a person that the member, under normal circumstances, would have 

arrested. 

 When involved in such incidents, will: 
1.	 Request another officer to take action. 
2.	 Be available to serve as a witness or to assist in an arrest. 

1-3.13.3 LINE-OF-DUTY CONFRONTATIONS BETWEEN MEMBERS 

CHALLENGED PLAINCLOTHES OFFICERS 

	 Obey all directives given by challenging personnel even if it means losing a fleeing suspect. 

	 Develop a dialogue with challenging personnel using words and phrases commonly used 
by police personnel. 

	 Present the challenging member with identification in a controlled manner, if applicable. 

	 Have the primary responsibility for safe response through the use of sound tactics and 
judgment in their approach to such a situation. 

UNIFORMED MEMBERS 

	 Meeting an off-duty/on-duty undercover member in a non-confrontational situation will not 
acknowledge the undercover member. The undercover member will speak if in a position 
to do so. 

1-3.13.4 LIQUOR LICENSED ESTABLISHMENTS 

REPORTING 

	 Calls of a criminal, violent, or disorderly nature involving an establishment holding a liquor 
license require completion of an Incident Report. 

	 The liquor license number and registration information will be included within the report 
narrative. 

	 Refer to Field Manual, Article 8 (Report Writing), for required report distribution. 

1-3.13.5 COMMUNICABLE DISEASE 

DEPARTMENT MEMBERS 

	 Will always treat people fairly and humanely. 

	 When assisting a sick person, will be especially sensitive to the person’s condition and treat 
them with the same respect given to others. 

INFORMATION/RECORDS 

	 Regarding an employee or arrestee with a communicable disease is confidential. 

	 Access is limited to those with a legal need to know. The Legal Section may be contacted 
regarding information access. 

	 Disclosure, except as required by law, must not be made without the expressed written 
consent of the person having the disease. 
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	 Information concerning persons having or believed to be infected with a communicable 
disease will not be placed in regular Department reports. In no case will any information 
concerning the presence of a communicable disease infection in the suspect, defendant, 
victim, witness, etc. be revealed in an Incident Report or Incident Supplement without the 
express permission of the Legal Section. 
EXCEPTION: When a communicable disease is an element of the crime being 
investigated (e.g., the suspect assaults a victim in an attempt to infect them with the 
disease, etc.) or when the communicable disease represents an item of evidence which will 
be used to help identify or prove the guilt of a suspect or defendant. 

1-3.14 BIAS INCIDENTS 

DEFINITIONS 

	 Bias Incident - a reported act which appears to be motivated, or perceived by the victim to 
be motivated, all or in part, by disability, ethnicity, gender, homelessness, race, religion, or 
sexual orientation. To be considered a bias incident, the act is not required to be a crime 
under any federal, state, or local statute. The key criterion for determining whether a crime 
or incident is of a bias nature is the motivation behind the act. 

	 Disability Bias - of or relating to persons who have physical or mental 
impairments/challenges, whether temporary or permanent, due to conditions that are 
congenital or acquired by heredity, accident, injury, advanced age, or illness. 

	 Ethnicity Bias - a pre-formed negative opinion or attitude toward an individual or group of 
persons of the same race or ethnic origin who have common or similar traits, languages, 
customs, and traditions (e.g., Arab, Latino, Asian, etc.). 

	 Gender Bias - a pre-formed negative opinion or attitude toward an individual or group of 
persons due to their gender. 

	 Homeless Bias - a pre-formed negative opinion toward an individual or group of persons 
who: 
1.	 Lack a fixed, regular, and adequate residence; or 
2.	 Have a primary residence that is: 

a.	 A supervised publicly or privately operated shelter designed to provide temporary 
living accommodations; or 

b.	 A public or private place not designed for or ordinarily used as a regular sleeping 
accommodation for human beings. 

	 Racial Bias - a pre-formed negative opinion or attitude toward an individual or group of 
persons who possess common physical characteristics (e.g., color of skin, eyes and/or hair, 
facial features, etc.), generally transmitted by descent and heredity which distinguish them 
as a distinct division of humankind (e.g., Asian, African American, Caucasian, etc.). 

	 Religious Bias - a pre-formed negative opinion or attitude toward an individual or group of 
persons who share the same religious beliefs regarding the origin and purpose of the 
universe and the existence or nonexistence of a supreme being (e.g., Catholics, Jews, 
Protestants, Atheists, etc.). 

	 Sexual Orientation Bias - a pre-formed negative opinion or attitude toward an individual or 
group of persons based on male or female homosexuality, heterosexuality, bisexuality, or 
gender-related identity. 

POLICE DEPARTMENT 

	 Places all its resources into quick action following any reported or observed bias incident. 
Special emphasis is to be placed on victim assistance and community cooperation in order 
to reduce victim/community trauma and fear. 

	 Takes an active role in promoting peace and harmony among the diverse groups within the 
County and in protecting citizens from intimidation and harassment due to their disability, 
gender, homelessness, race, religion, ethnic background, or sexual orientation. 
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1-3.14.1 CRITERIA FOR IDENTIFYING BIAS INCIDENTS 

GENERAL 

	 Some incidents may not clearly fit a specific definition. A common sense approach must be 
used. If it appears to be a bias incident, it should be reported as such. 

IDENTIFICATION CRITERIA/FACTORS 

	 The totality of the circumstances. 

	 Motivation behind the incident. 

	 Existence of a display or expression of symbols, words, or acts which are known to the 
victims to represent a hate group or bias against the victims. 

	 The victims’ perceptions of the incident. 

	 Statements, comments, or gestures made by any suspects or witnesses. 

	 Prior history of incidents with a similar modus operandi, in the same geographic area 
against the same victims. 

	 Area demographics. 

	 The officer’s knowledge of the community where the incident occurred. 

FINAL CLASSIFICATION 

	 Is determined by the Community and School Resource Section (CSRS), Bias Incident 
Coordinator, in accordance with the Maryland State Police guidelines, after the incident has 
been fully investigated by field personnel. 

1-3.14.2 INVESTIGATION OF BIAS INCIDENTS 

INVESTIGATIVE RESPONSIBILITY 

	 The proper investigation of bias crimes/incidents is the responsibility of all Department 
members. 

	 Primary responsibility for the investigation rests with the precinct in which the incident 
occurred. 

INVESTIGATING OFFICERS 

	 Respond in a sensitive way to the feelings and needs of the victims. 

	 Attempt to effectively calm victims and reduce their alienation. 

	 Notify a supervisor to respond. 

	 Attempt to verify the incident as a bias incident using the Identification Criteria/Factors. 

	 Immediately take all possible investigative and enforcement action. 

	 Preserve the crime scene and evidence. 

	 Notify the Forensic Services Section (FSS) of any bias-motivated destruction or defacement 
of property to collect evidence for possible later comparison (e.g., paints, drawings, 
handwriting, etc.). 

	 Search the scene, gather evidence, and photograph any incidents to which the FSS does 
not respond. 

	 Prepare a detailed report as outlined below. 

	 Make a follow-up visit to alleviate fear and to assure the victim that the police are doing 
everything possible to apprehend the suspect(s). 

	 Responding to an incident on private property or involving vehicles parked on public streets 
will: 
1.	 Allow distributed materials (e.g., newspaper, leaflets, etc.) to remain if there are no 

individual complainants. 
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2.	 If materials are distributed to multiple residences, try to make contact with each 
targeted resident to see if they wish to be listed as a complainant and if they wish the 
officer to take custody of the material. 

3.	 If individual contact cannot be made due to a large number of residences, ask the shift 
commander to assess the situation and make alternative arrangements such as: 
a.	 Arranging for canvassing of the neighborhood as soon as possible. 
b.	 Requesting assistance from the precinct commander. 
c.	 Having the Community Outreach Team (COT) make contact with community 

leaders regarding the incident. 
NOTE: The above procedures do not apply to any material that is posted illegally on public 
property or any other property covered by law. The circumstances of each occurrence have 
to be examined carefully. 

	 Distribute the “Bias Incidents Resource and Referral Guide” to all victims of bias incidents. 

REPORTING 

	 Bias incidents are reported on an Incident Report, using the Bias-related template and by 
selecting the appropriate offense code(s). 

	 Select the Bias Related checkbox and the most appropriate motivation from the Motivation 
field on the Incident tab. 

	 Refer to Field Manual, Article 8 (Report Writing), for required report distribution. 

REQUIRED REPORT INFORMATION 

	 Details describing the events that occurred, the investigation conducted, and reasons that 
lead the investigator to believe it was a bias incident. 

	 Whether any physical debris has been removed or covered. 

	 Whether the incident involves an organized hate group. 

	 Whether the victim recently moved to the area. 

	 Whether the victim had been associated with past or recent activities relating to bias-
motivated incidents. 

	 Whether the victim was involved in past or repeated incidents of a similar nature and 
whether those incidents were documented. 

	 Whether the victim is the only group member in the neighborhood or one of a few. 

	 Whether multiple incidents occurred and if all the victims were members of the same group. 

	 The victim’s perception as to why this incident occurred. 

	 Whether the victim wishes to deny media access to information revealing the possible 
motivation for the incident. 

	 Whether the victim wishes follow-up contact with the Baltimore County Human Relations 
Commission, an agency of the Office of Law which enforces anti-discrimination laws of the 
County Code, and the Division of Neighborhood Improvement, an agency of the Office of 
Planning. 

	 Full data on the materials used (e.g., cross, literature, paint, etc.) including size, 
construction, wrappings, messages, plus the method of removal and disposition of the 
remains. 

	 Whether any community leaders were contacted or were at the scene. 

	 Documents notification of the supervisor, shift commander, and the FSS. 

	 The times and names of the persons contacted from the CSRS, Intelligence Unit, and the 
Public Affairs Section, if applicable. 

SHIFT/SQUAD SUPERVISORS 

 Respond immediately to the scene of all reported bias incidents.
 
 Contact the victims and assure them that the incident will be actively pursued.
 
 Notify the shift commander.
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	 Ensure all physical debris of the incident are removed or covered until proper restoration 
can be accomplished. 

	 Ensure an Incident Supplement is completed, when needed. 

	 Ensure an incident summary is sent on all bias incidents. 

SHIFT COMMANDERS 

	 Respond immediately to the scene if seriousness or circumstances warrant. 

	 Visit victims as soon as possible to assure them that investigation of the incident will be 
actively pursued. 

	 Contact the precinct commander if additional resources are required. 

	 Arrange for an immediate increase of patrols in the affected area, if needed. 

	 Ensure all physical debris of the incident are removed after processing is completed. If the 
remains: 
1.	 Are too large to be transported by police vehicle, a commercial truck can be used. 
2.	 Cannot be physically carried away (e.g., paint on walls, etc.), attempt to impress upon 

building or property owners the need for complete restoration as soon as possible. 

PRECINCT COMMANDERS 

	 Ensure the investigation is actively pursued to a successful conclusion or until all leads 
have been exhausted. 

	 Ensure the investigation is given priority by the investigating personnel. 

	 Make personal contact with the victims if the severity of the case (as measured by the 
enormity of the crime, the impact upon the community, etc.) dictates this action. 

	 Ensure increased patrols through the affected area are continued as long as necessary but 
at least for several days following the incident. 

	 Maintain contact with community leaders concerning the investigation. 

	 Ensure the words and/or symbols that cannot be carried away have been covered or 
eliminated as soon as possible. 

	 Ensure the victims and other concerned parties are informed of a case clearance. 

	 Ensure the Public Affairs Section is apprised of such incidents, clearances, and any other 
information that may be of interest to the media. 

	 Coordinate efforts with the CSRS as necessary. 

INTELLIGENCE UNIT 

	 Collects data for the purpose of tracking organized hate groups and extremists to detect 
patterns and suspects of criminal activity. 

FORENSIC SERVICES SECTION 

	 Responds to the scene of any cross burning or any other bias-motivated destruction or 
defacement of property and will (if applicable): 
1.	 Obtain a sample of the cross, paints, or other materials used. 
2.	 Photograph and process the scene. 
3.	 Gather and take custody of related evidence. 
4.	 Forward copies of all photographs taken to the Intelligence Unit. 

COMMUNITY OUTREACH TEAM 

 Reviews all bias incidents that are reported within their precinct on a daily basis. 

 Responds to the scene of a bias incident, with the precinct commander’s approval, to: 
1.	 Assist personnel assigned to the investigation as needed. 
2.	 Canvass the neighborhood to inform residents of the incident and gather information 

about the general “climate” of the community. 
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3.	 Attempt to mobilize sentiment in a positive manner, calming the community to prevent 
retaliatory actions. 

4.	 Contact and enlist the aid of community, religious, and educational groups and leaders. 
5.	 Work to reduce fear in the affected neighborhood. 

	 Monitors all reports of bias-motivated incidents taken within their precinct for policy 
compliance. Incidents handled out of policy must be brought to the attention of the precinct 
commander. 

COMMUNITY & SCHOOL RESOURCES SECTION – BIAS INCIDENT COORDINATOR 

	 Monitors all bias incidents and investigations for policy compliance. 

	 Assists precinct personnel with special needs. 

	 Identifies problem areas and trends in order to keep Department commanders informed. 

	 Reports each case to the Maryland State Police (MSP) as required by law. 

	 Notifies precinct commanders of any incident not handled in accordance with Department 
policy. 

	 Collects and analyzes information relating to incidents apparently directed against an 
individual or group because of the individual’s or group’s disability, ethnicity, gender, 
homelessness, race, religion, or sexual orientation. 

	 Prepares and submits the MSP Hate Bias Incident Report for the Maryland Uniform Crime 
Reporting (UCR) Program. Distribution is made to the MSP, the Baltimore County Human 
Relations Commission, and various units within the Department. 

1-3.15 WORK RELEASE/HOME DETENTION INCIDENTS 

1-3.15.1 ESCAPE FROM WORK RELEASE PROGRAM 

GENERAL 

	 Individuals failing to return when required will be considered “escapees.” 

	 Corrections personnel will immediately obtain an Escape Warrant and deliver it to the 
Precinct 6 Shift Commander, who will assign an investigating officer. 

	 If apprehended prior to obtaining an Escape Warrant, the escapee will be processed and 
immediately returned to the Detention Center without being charged with escape at this 
time. 

INVESTIGATING OFFICERS 

	 Initiate an Incident Report containing the escapee’s information. 

	 Concentrate on determining locations the subject may frequent based on information from 
corrections personnel and interviews with relatives/acquaintances. 

	 Coordinate activities through the officer in charge of the Fugitive Team. 

SHIFT COMMANDER 

	 Ensures the appropriate precinct or jurisdiction will be notified to assist in obtaining this 
information and in any initial search. 

	 Ensures the Escape Warrant is entered into METERS/NCIC. 

	 Immediately notifies the Fugitive Team supervisor: 
1.	 Upon completion of the initial investigation. 
2.	 If the subject is located and taken into custody by another unit or precinct. 

FUGITIVE TEAM 

	 Assumes control of the Escape Warrant and the investigation when initial investigative 
efforts are unsuccessful. 
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1-3.15.2 ESCAPE FROM HOME DETENTION 

GENERAL 

	 Escapees from home detention are handled in the same manner as escapees from the 
Baltimore County Detention Center (BCDC). 

	 Corrections personnel will make the same notifications and obtain an Escape Warrant. 

SHIFT COMMANDER 

	 Of the precinct in which the detainee lives: 
1.	 Will be notified. 
2.	 Is responsible for the initial investigations. 
3.	 Notifies the Fugitive Team supervisor of the escape. 

FUGITIVE TEAM 

	 Is responsible for the initial investigation in cases where the home location is outside of 
Baltimore County. 

1-3.15.3 VIOLATION OF HOME DETENTION 

GENERAL 

	 Violation of home detention necessitates return of the prisoner to the Detention Center. 

	 The corrections personnel will obtain an Escape Warrant for the individual, notify the shift 
commander of the precinct in which the individual lives, and make arrangements for their 
return. 

	 The Fugitive Team supervisor will be notified when a violation occurs at a location outside 
of Baltimore County. 

	 The responding officer taking the individual into custody will return the individual to the 
precinct for processing and later release the subject to the custody of corrections 
personnel. 

1-3.16 CONSPIRACY 

REPORTING 

	 When a report is taken for a conspiracy to commit a crime, two offenses must be reported on 
the Incident Report. 

	 The first offense code selected will be the intended offense that would have occurred if the 
conspiracy was completed. The second offense code will be “Conspiracy”. 

	 The report narrative must clearly indicate which offense was conspired. 

	 If a subsequent investigation determines that the conspiracy and related crime did not occur, 
both offenses must be downgraded on an Incident Supplement. 

	 Refer to Article 1, Section 5.5.2 for Conspiracy/Contract Murders. 

1-3.17 GANG-RELATED INCIDENTS 

DEFINITIONS 

	 Gang - three or more individuals who form an alliance for a common purpose and 
individually or collectively engage in criminal activity. 

	 Gang Member - a person who engages in a pattern of criminal gang activity and meets two 
or more of the following criteria: 
1.	 Admits to gang membership. 
2.	 Is identified as a gang member by an established informant or reliable source. 
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3.	 Resides in or frequents a particular gang’s area and adopts their style of dress, hand 
signals, or tattoos and associates with known gang members. 

4.	 Has been arrested at least twice in the company of identified gang members for 
offenses that are consistent with gang activity. 

5.	 Is identified as a gang member by physical evidence such as photographs or other 
documentation. 

6.	 Has been stopped in the company of known gang members. 

	 Emerging Groups - three or more individuals who form an alliance, display gang 
characteristics, and are suspected, individually or collectively, of engaging in criminal 
activity. 

	 Gang Associates or Affiliates - individuals who associate with known gangs and participate 
in some activities but gang membership cannot be verified or, persons who hang around 
gang members and aspire to become a member. 

	 Gang Incident - any criminal activity that involves known gang members or associates and 
is related to gang behavior. 
NOTE: The mere fact that an individual is a gang member or associate and becomes 
involved in a criminal incident does not constitute a gang-related incident. Circumstances 
supporting a gang relation must be present. Incidents that display elements of known 
gang behavior where the involved persons are not known as gang members or associates 
may also be classified as gang related. 

GENERAL 

	 The Gang Related checkbox will be selected on the Incident tab of the Incident Report for 
all offenses/incidents involving gang activity or members. 

	 Refer to Field Manual, Article 8 (Report Writing), for required report distribution. 

1-4.0 CRIMES AGAINST PROPERTY 

1-4.1 DESTRUCTION OF PROPERTY 

REPORTING 

	 Vandalism and property destruction will be assigned the offense code “Destruction of 
Property” regardless of monetary loss. 

1-4.1.1 GRAFFITI 

INVESTIGATING OFFICERS 

	 Take two sets of color photographs of all graffiti at the time a report is taken. One set will 
be held as evidence and the other set for the precinct file. 

	 Prepare an Incident Report using the offense code “Destruction of Property Graffiti.” 

	 Indicate in the report colors of paint used and the words or designs painted at the scene. 

	 Handle incidents where bias remarks are painted or written as bias incidents. 

	 Refer to graffiti as vandalism and not art if interviewed by the media. 

	 Refer to Field Manual, Article 8 (Report Writing), for required report distribution. 

INVESTIGATIVE SERVICES TEAM 

	 Maintain respective precinct graffiti files, including CC numbers and photos, for a period of 
at least two years. 

INTELLIGENCE UNIT 

	 Acts as a central repository for gang-related graffiti information. 
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1-4.2 TELEPHONE MISUSE 

GENERAL 

 Telephone misuse incidents will be investigated and followed up by precinct personnel. 

 Initiate an Incident Report and include the following: 
1.	 Complete telephone number of the phone where the incident occurred. 
2.	 Name of the telephone service provider. 
3.	 Name of the person(s) to whom the service is provided. 
4. Nature and frequency of calls. 

 Advise the victim(s): 
1.	 To notify his/her telephone service provider that a police report has been filed and 

follow their instructions. 
2.	 To maintain a record of the dates and times of any future calls. 
3. Of the warrant/summons procedures when a suspect is identified.
 
NOTE: Service provider identification of a responsible subscriber is insufficient evidence
 
alone to charge the identified subscriber with telephone misuse.
 

	 Re-contact victim(s) within seven days to determine if additional calls were received. 

1-4.3 FIRES 

GENERAL 

	 At a fire scene, the Fire Department is in full command. 

INVESTIGATING OFFICERS 

	 Notify the 9-1-1 Communications Center of the location, size, and type of fire upon 
discovery. 

	 Alert persons in the burning building (if possible) and adjoining buildings. 

	 Enter burning buildings only for the purpose of saving a life or at the request of a 
supervising Fire Department member. 

	 Cooperate fully with the Fire Department. 

	 Ensure no person hinders or obstructs members of the Fire Department in the performance 
of their duties. 

	 Protect hoses and maintain fire lines which extend beyond the fire apparatus of the Fire 
Department or hydrant in use farthest from the fire. 

	 Conduct a preliminary investigation into the origin of the fire if the Fire Department is not 
called. 

	 Exercise care that the rights of citizens, business interests, and traffic are not interfered with 
any longer than required. 

	 Notify the owner or occupants of the affected properties via their precinct desk officers as 
soon as possible if the premises are not occupied. 

	 Notify the Arson Team if assistance of an arson investigator is needed and the fire resulted 
in extensive damage. 

	 Complete an Incident Report on all fires. 
NOTE: A report will be initiated even if the Arson Team is not called. 

	 Refer to Field Manual, Article 8 (Report Writing), for required report distribution. 

OFFICER-IN-CHARGE AT LARGE FIRES 

	 Establishes a Command Post at a convenient and accessible point. 

	 Informs the 9-1-1 Communications Center of the number of reinforcements and type of 
equipment required, if needed. 

	 Contacts displaced persons to determine if assistance is needed to retrieve valuables or 
other items. 

BALTIMORE COUNTY POLICE DEPARTMENT Page 22 
FIELD MANUAL / ARTICLE 1 
GENERAL ORDER # 2016-01 



 

      
    

    

          
       

        
            

            
       

 
 

 

        
 

  
 

     

      
         

           
   

    

    

   
         

        
 

 

       

    

            
  

            
    

          
   

              

        

          
      

              
          

                 
  

     

        
 

   
 

 

            
      

             
 

	 Meets with the on-scene Fire Department commander and the building inspector to make a 
determination regarding the safe retrieval of valuables. 

	 Ensures a list is made of displaced persons and valuables retrieved and where these 
individuals may be contacted. This information will be documented in the Incident Report. 

	 After the departure of the Fire Department, provides a detail to take charge of damaged 
buildings to prevent entry of unauthorized persons and to warn the public of existing 
dangers. 

COMMANDERS 

	 Respond to large fire scenes and assume general supervision of officers present. 

1-4.3.1 ARSON INVESTIGATIONS 

ARSON TEAM INVESTIGATIONS AND RESPONSIBILITIES 

	 Cases of first and second degree arson. 
EXCEPTION: Only determines origin and cause for second degree arsons of automobiles. 
The follow-up investigation will be conducted by officers assigned to the precinct in which 
the incident occurred. 

 Fires of unknown origin and cause. 

 Malicious burnings, if trends appear. 

 Fatal fires. 
NOTE: See Field Manual 1-4.3.2, Investigation of Fatal Fires. 

 Assistance to the Hazardous Devices Team for bombings and attempted bombings. 

INVESTIGATING OFFICERS 

 Conduct preliminary investigations and make arrests, if applicable.
 
 Locate witnesses and/or property owners.
 
 Check with the senior fire official to see if an Arson Team investigator has been called to 


the scene.
 
NOTE: Members may request an Arson Team investigator even if one has not been
 
requested by the Fire Department.
 

	 Complete an Incident Report using the appropriate offense code(s), or as directed by the 
Arson Team investigator. 

 Select the appropriate location code in the Arson Related Code field of the Incident tab. 

 Assist the Arson Team investigator with their investigations. 

 Conduct follow-up investigations of second degree arsons of automobiles after the Arson 
Team investigator has conducted the origin and cause investigation. 

	 Can make the determination at the scene for a malicious burning, without the presence of 
an Arson Team investigator when the Fire Department does not respond and complete an 
Incident Report. If the officer has any doubt as to the type of fire, they should contact the 
Arson Team. 

 Preserve evidence at the fire scene.
 
 Refer to Field Manual, Article 8 (Report Writing), for required report distribution.
 

1-4.3.2 INVESTIGATION OF FATAL FIRES 

GENERAL 

 The senior ranking investigating officer will contact the Arson Team to respond to all fatal 
fires regardless of whether arson is involved. 

 The Arson Team will request the Homicide/Missing Persons Unit (HMPU) if arson is 
suspected. 
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	 The HMPU will respond to all fatal fires, regardless of the cause, where the deceased is 
under the age of eighteen. 

	 Victims’ bodies will not be removed prior to the completion of the fire scene investigation. 

1-4.3.3 OPEN BURNING COMPLAINTS 

GENERAL 

	 Open air burning is only allowed with a permit issued by the Fire Department. 

INVESTIGATING OFFICERS 

	 Determine if a permit was issued. 

	 Have the 9-1-1 Communications Center ascertain from Fire Dispatch the status of the 
permit if questions arise to its validity. 

	 Advise the responsible persons of the County Code requirements and request they 
extinguish the fire if no permit was issued. 

	 Have the Fire Department respond if the request is not honored. 

	 Complete an Incident Report using the offense code “Fire Open Burning Complaint.” 

	 Refer to Field Manual, Article 8 (Report Writing), for required report distribution. 

1-4.4 BURGLARY 

DEFINITIONS 

	 Breaking - under Maryland law, it requires some use of force, no matter how slight (e.g., 
pushing open an unlocked door, prying open a door or window, etc.). 

	 1st Degree Burglary - a person may not break and enter the dwelling of another with the 
intent to commit theft or a crime of violence. 

	 2nd Degree Burglary - a person may not break and enter the storehouse of another with the 
intent to commit theft, a crime of violence, or arson in the second degree. 

	 3rd Degree Burglary - a person may not break and enter the dwelling of another with the 
intent to commit any crime. 

	 4th Degree Burglary -
1.	 A person may not break and enter the dwelling/storehouse of another. 
2.	 A person, with the intent to commit theft, may not be in or on: 

a.	 The dwelling or storehouse of another; or 
b.	 A yard, garden, or other area belonging to the dwelling or storehouse of another. 

3.	 A person may not possess a burglar’s tool with the intent to use or allow the use of the 
burglar’s tool in any of the above mentioned crimes. 

GENERAL 

	 The following may be the target of a burglary: 
1.	 Dwellings. 
2.	 Storehouses (e.g., nonresidential structures, apartment storage lockers, sheds, boats, 

trailers not attached to vehicles, etc.). 
3.	 A yard, garden, or other area belonging to the dwelling or storehouse of another. 

	 If after entering a dwelling or storehouse through an open door, the perpetrator commits 
any form of breaking (e.g., opening a closet door, etc.), no matter how slight, with the intent 
to commit theft, the offense is burglary. 

	 Requests for residential or commercial security surveys will be followed up by the 
Community Outreach Team (COT). 

 The initial investigating officer will attempt to actively pursue all leads that may bring a 
burglary case to a prompt conclusion. 
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	 If the Burglary Unit has follow-up responsibilities (i.e., first degree burglaries and second 
degree burglaries), the investigating officer will notify the Burglary Unit within 24 hours of 
any identified leads or ongoing investigations, to prevent duplication of efforts. 
NOTE: The Burglary Unit will offer assistance and coordinate efforts, if required. 

REPORTING 

 Officers must select the appropriate burglary offense code(s) consistent with Maryland law. 

 All additional applicable offense codes (i.e., “Destruction of Property,” “Theft All Others,” 
etc.) will be entered, regardless of whether they are considered an element of burglary 
under Maryland law. 

	 Offense codes will only be used for report writing purposes and are independent of charges 
placed. 

	 Officers must select the appropriate method of attack from the Method of Attack field, for 
UCR reporting purposes. 

	 Burglary of several units which are either under construction or have not been leased or 
rented will be reported on a single Incident Report using one CC number. The victim will be 
the owner of the units and the numerical street address must be the same. 

	 A separate Incident Report and CC number will be required for each subdivision in a multi-
unit building (e.g., hotel, office buildings, etc.) that is entered. 

	 If a vehicle is taken as a result of a burglary, the vehicle information will be recorded in the 
Vehicle tab of the Incident Report. The telex message will be sent for the vehicle in 
accordance with Field Manual, Article 10 (Electronic Communications). The telex message 
number will be documented in the Vehicle tab of the Incident Report. 

	 When property is taken belonging to the business and any other employee or customer, the 
business will be recorded as the first victim in the Incident Report. One report will be filed 
with one CC number. The employee or customer information will be recorded in the 
Incident Report using additional Victim tabs. The property of the employee or customer will 
be recorded in the Property tab of the Incident Report. 

	 Check the appropriate block within the Incident Report in reference to a Security Survey: 
1.	 Requested - victim wants a survey conducted. 
2.	 Completed - victim has had a survey conducted. 
3.	 Refused - declines a survey. 
4. Other - explain in Narrative tab of the Incident Report. 
NOTE: See Field Manual, Article 15, Section 8.0, Security Surveys, for procedures. 

 A list of known stolen property will be documented in the Property tab of the Incident 
Report. 

 A Form 25, Civilian Stolen Property Form, must be issued, when the criteria are met (Refer 
to Field Manual, Article 1, Section 4.4.1). 

 Refer to Field Manual, Article 8 (Report Writing), for required report distribution. 

REFERENCES 

 Digest of Criminal Laws, Article 6 (Criminal Law). 

 Field Manual, Article 10 (Electronic Communications). 

 Section 1-4.4.1 (Form 25, Civilian Stolen Property Form). 

1-4.4.1 FORM 25, CIVILIAN STOLEN PROPERTY FORM 

GENERAL 

	 The Form 25 will be given to crime victims who have suffered a loss of property (e.g., 
burglary victims, robbery victims, etc.) and: 
1.	 Are unable to provide a complete list of stolen property at the time the police report is 

initiated, or 
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2.	 May be able to provide additional descriptive information (e.g., brand, model, serial 
number, etc.) regarding stolen property at a later time. 
NOTE: All available information will be entered in the Property tab of the Incident Report 
at the time the initial report is completed. 

INVESTIGATING OFFICERS 

	 Complete the following blocks on the Form 25: 
1.	 OFFENSE: Indicate the crime as verified. 
2.	 CC NUMBER: Self-explanatory. 
3.	 OFFICER’S NAME/ID#: Enter the investigating officer’s name and identification 

number. 
4.	 DATE OF REPORT: The date the crime was reported to the police. 
5.	 PRECINCT PHONE/FAX #: Enter the phone and fax numbers of the precinct where the 

crime occurred. 

6.	 INSURANCE COMPANY: Enter the name of any insurance company to which a claim 
may be made in reference to the incident. 

7.	 PRECINCT ADDRESS: Enter the address of the precinct where the crime occurred. 
8. LOCATION OF OFFENSE: Enter the address where the crime occurred. 

 Instruct the victim to: 
1.	 Enter the name of their insurance company on the Form 25. 
2.	 Itemize any stolen property not previously recorded. 
3.	 Sign and date the Form 25. 
4.	 Return the Form 25 within three days to the precinct station listed on the form by mail, 

fax, or in person. 
NOTE: After three days, make arrangements to have the victim contacted in an 
attempt to retrieve the Form 25. 

	 Thoroughly explain to the victim the importance of returning the Form 25. 

RECEIVING OFFICERS 

	 Review the Form 25 for completeness, paying particular attention to the description of the 
stolen property to ensure that it is adequately described. 

 Obtain more detail if necessary and add the information to the Form 25. 

 Place the CC number in the upper right corner. 

 Complete the following on the Form 25: 
1.	 OFFICER RECEIVING REPORT: Enter the name and identification number of the 

officer receiving the Form 25 from the victim. 
2.	 DATE RECEIVED: Indicate the date the form was received. 
3.	 PAGE #: Indicate the number of pages of the Form 25. 
4. DIVISION/PRECINCT: Enter the precinct number of the officer receiving the form. 

 Complete an Incident Supplement and: 
1.	 Enter all added property which was not previously reported in the Property tab. 
2. Indicate that the information was obtained from a Form 25 in the Narrative tab. 

 After completing the form, forward it to their supervisor for approval. 

SUPERVISORS 

	 Ensure that the case status remains marked “Open” until the Form 25 is completed and 
returned. 

 Approve the Form 25. 

 Forward the original Form 25 to the Information & Records Management Unit and maintains 
a copy for the precinct file. 
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1-4.5 THEFT 

GENERAL 

	 Incidents involving theft will be investigated and reported using the appropriate offense 
code(s) (e.g., “Theft All Others,” “Theft Auto Parts/Accessories,” “Theft/Fraud Bad Checks,” 
etc.). 

	 Thefts from lockers, (e.g., health club, school, etc.) will be recorded as a theft, not as a 
burglary. 
EXCEPTION: Apartment storage lockers. 

	 Reaching through an open window, walking through an open door, without any other form 
of breaking of a house, boat, trailer, etc., will be recorded as a theft. If any type of force is 
used such as opening a closet door, no matter how slight, the offense would be burglary. 

	 When a credit card is used for an unauthorized “call-in order” or order over the Internet, the 
store receiving the order will be the victim and the offense will be considered a theft. 

1-4.5.1 SHOPLIFTING 

GENERAL 

	 The person responsible for completing the charging document will retain and be 
responsible for producing the evidence in court. 

	 For incidents where an assault occurs during a shoplifting, the Incident Report will include 
the offense code “Robbery.” 

	 When shoplifting suspects are to be released without immediate arrest because they have 
presented positive identification to the satisfaction of the officer, the specific type of 
identification presented, including soundex number, will be documented in the Suspect tab 
of the Incident Report. 

APPREHENSIONS BY SPECIAL POLICE OFFICERS (SPO) 

	 Investigating officers will: 
1.	 Review the charging documents to make sure: 

a.	 Probable cause exists. 
b.	 Correct documents have been used. 

NOTE: See Field Manual 4-6.0, Criminal/Civil Citations, to determine if the 
subject: 
1. Must be charged by way of a criminal citation. 
2. Is eligible to be charged by way of a criminal citation. 

2.	 Obtain a phone number and address where the SPO can be reached. 
3.	 Transport the prisoner and the charging documents to the precinct and process in 

accordance with procedures stated in Article 4 of the Field Manual. 
4.	 Complete an Incident Report using the appropriate offense code(s) based upon the 

information provided by the SPO. 

INVESTIGATING OFFICERS 

	 When stolen goods valued under $1,000 are recovered: 
1.	 Verify with the business agent/owner that the responsible individual has been 

apprehended. 
2.	 Establish the suspect’s identity, if possible. 
3.	 Show the complainant the suspect’s identification. 
4.	 Obtain a wanted check on the subject. 
5.	 And if prosecution is desired, identification is satisfactory, the wanted check is 

negative, and the suspect is: 
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a.	 A juvenile, charge the suspect in accordance with the Field Manual, Article 3 
(Juvenile Procedures). 

b.	 An adult, release the suspect, and have the complainant complete an Application 
for Statement of Charges and submit it to the Court Commissioner. 
EXCEPTION: If the apprehension is made by a SPO, refer to Apprehensions by 
Special Police Officers. 

6.	 And if the suspect’s identity cannot be satisfactorily established or the suspect is 
wanted: 
a.	 Arrest the suspect, based on laws of arrest for the State of Maryland. 
b.	 If the arrest was made by the store owner/agent, complete a Statement of 

Charges, or applicable criminal citation, for an adult. 
NOTE: See Field Manual 4-6.0, Criminal/Civil Citations, to determine if the 
subject: 
1. Must be charged by way of criminal citation. 
2. Is eligible to be charged by way of a criminal citation. 

c.	 If the arrest was made by a SPO, review the charging documents completed by 
the SPO. If probable cause exists, take the suspect into custody and obtain a 
phone number and address where the SPO may be reached. 

d.	 If it is determined that the suspect gave false identification, prior to a bail hearing, 
or release on citation, the officer will make every attempt to identify the suspect. 

e. Transport the suspect to the precinct. 

 When stolen goods are valued over $1,000 or are not recovered: 
1.	 Arrest the suspect and transport to the precinct. 
2.	 And if the stolen goods or suspect are recovered/apprehended later: 

a.	 Return to the location of the offense with them. 
b.	 Have the owner/agent identify the suspect and merchandise and if identified, 

arrest the suspect and transport to the precinct. 

	 Take a juvenile into custody if the laws of arrest apply and one or more of the following 
apply: 
1.	 The juvenile is apprehended by a SPO. 
2.	 The juvenile does not possess valid identification. 
3.	 The goods are not recovered. 
4.	 The goods are valued at more than $1,000. 

REFERENCES 

 Field Manual, Article 3 (Juvenile Procedures). 

 Field Manual, Article 4 (Arrest, Custody, and Court). 

1-4.6 FRAUD 

REPORTING 

	 Include in the Incident Report: 
1.	 The person who accepted the document or credit card. 
2.	 The owner of the document or credit card. 
3. The doctor’s name and address in cases of forged prescriptions. 

 The departmental approved incident template for worthless documents will be used for all 
incidents involving worthless documents. 

	 If a vehicle is taken as a result of a worthless document, record the information in the 
Vehicle tab of the Incident Report. A telex will be sent. 
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	 If the same person passes a worthless document at the same location on different days or 
times, all of the offenses may be reported on a single offense report using the same CC 
number. In this instance: 
1.	 Indicate the date and time the first document was passed in the Incident Report as well 

as the date and time that the latest document was passed. 
2.	 If there is more than one forged check, indicate the total amount of all the checks in the 

Incident Report. 
3.	 If more than one forged check was cashed on different days, indicate in the report 

narrative the date and time that each check was cashed. 
NOTE: This procedure may be used when the account numbers, the firm name, or the 
signer is the same. 

	 Indicate in the narrative whether a copy of the document has been obtained, as well as who 
has possession of the original document. 

 In the case of credit card misuse: 
1.	 Indicate in the report narrative if the credit card company has an investigator working 

on the case and, if so, the name of the investigator. 
2.	 List the credit card company as the victim, unless the credit card is backed by a bank. 

For the latter, the bank will be the victim. 
NOTE: Where a “call-in” order to a store is involved, the incident is considered a theft. 
See Section 4.5 (Theft) of this article for related procedures. 

	 The value of the stolen property for certain written instruments will be the amount due or 
collectible as the face value of the document (i.e., the amount of a forged check). 

 If there is more than one forged check included in the offense report, enter the total value of 
all the checks in the Property tab of the Incident Report. 

 Refer to Field Manual, Article 8 (Report Writing), for required report distribution. 

REQUIRED REPORT INFORMATION 

 Type of document (e.g., check, credit card, prescription, etc.).
 
 Sequence number of the document.
 
 Property/Service:
 

1. If a vehicle was obtained, list it in the Vehicle tab of the Incident Report. 
2. If property was obtained, list it in the Property tab of the Incident Report. 

 Firm name, if any. 

 Name of the place that issued the document (e.g., bank, credit card company, doctor, 
hospital, etc.). 

 Reason the instrument was not acceptable (e.g., stolen, forged, no funds, etc.). 

 Name of the person endorsing the document as it appears. 

 Name of the person who accepted the check(s). 

 Type of identification presented and any identifying number. 

 Whether or not a photograph of the suspect is available. 

 Whether or not the complainant will prosecute. 

 Whether or not warrant/summons application procedures were explained. 

 Value of the goods or services obtained. 
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1-4.6.1 BAD CHECK CASES 

DEFINITION 

	 Bad Check - a check used to immediately obtain money, goods, or services on an account 
that is closed, has insufficient, or no funds. 
EXCEPTION: A two-party check where the second party is unaware of the account status 
of the first party, checks received in payment of rent or an established bill, payroll or credit 
card checks, partially repaid checks, pre- or post-dated checks, and checks which are 
repayment of a loan or civil contract agreement. These are civil issues and complainants 
shall be referred to civil court. 
NOTE: Altered, fraudulent, lost, or stolen checks are not considered bad checks. These 
should be documented on an Incident Report using the appropriate offense code (i.e., 
“Forgery,” etc.). 

STATUTE OF LIMITATIONS 

	 Bad checks for less than $1,000 carry a one year statute of limitations. 
NOTE: The statute of limitations for bad checks begins on the date that the check was 
passed/uttered. 

	 Bad checks written for $1,000 or more carry no statute of limitations. 

	 When a bad check complaint is received for which the statute of limitations has expired, no 
police action can be taken. The victim/complainant should be advised to seek legal counsel 
regarding civil actions. 

INVESTIGATIVE RESPONSIBILITY 

	 Bad check cases where the check was passed in Baltimore County and has a value of 
$2,000 or less will be handled by the Baltimore County State’s Attorney’s Bad Check 
Restitution Program. The victim/complainant will be directed to the Bad Check Restitution 
Program and provided a copy of the State’s Attorney’s Bad Check Crime Report. No 
Incident Report will be initiated and no further action needs to be taken unless deemed 
necessary by the State’s Attorney. 

	 Bad check cases where the check has a value of greater than $2,000 will be handled by the 
Department. 

	 In cases where the check was uttered outside Baltimore County, the victim/complainant will 
be directed to the other agency for reporting. 

	 Bad check reports will be initiated at the precinct for all cases. 
EXCEPTION: An offense in progress. 

MEMBERS HANDLING QUALIFIED BAD CHECK CASES 

	 Provide a Form 175, Instructions to Victims of Bad Checks, and a Form 175W, Bad Check 
Worksheet, to the victim/complainant and explain that they must complete the following 
procedures prior to the initiation of an Incident Report: 
1.	 For checks marked insufficient or no funds, submit the check to the bank twice in 

attempt to receive payment. 
NOTE: This procedure is not needed for checks marked “Account Closed.” 

2.	 Attempt to notify the check passer by telephone. 
3.	 If unsuccessful, complete the back of the Form 175, and attach the check as a master 

to photocopy. Send a copy of the completed Form 175 to the check passer via certified 
mail. 

4.	 If after 10 days the victim is unable to obtain payment, they may return to the precinct 
with the completed Forms 175 and 175W to initiate an Incident Report. 

	 Initiate an Incident Report using the Bad Check Information template and the offense code 
“Theft/Fraud Bad Checks,” only after the Form 175 has been sent to the check passer by 
the victim/complainant and 10 days has passed without payment. 
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	 Verify the present status of the account and the information on the check by contacting the 
bank named on the check. 

	 Contact the person named on the check to determine: 
1.	 If the check or the identification used was lost or stolen. 
2. The identity of the check writer. 

 Explain warrant/summons procedures to the victim/complainant. 

 Inquire through the Motor Vehicle Administration for further information if a soundex 
number was recorded on the check.
 
NOTE: Under no circumstances will a complainant be advised to obtain a
 
warrant/summons based solely on a soundex/other identification number.
 

	 Enter the CC number on the top right corner of the Forms 175 and 175W and forward them 
to the Information & Records Management Unit. 

 Retain a copy of the Forms 175 and 175W in the precinct/division files. 

 Refer to Field Manual, Article 8 (Report Writing), for required report distribution. 

REQUIRED REPORT INFORMATION 

 Type of check.
 
 Date of the check.
 
 Check number.
 
 Face amount of the check.
 
 Account holder’s name.
 
 Bank drawn on by the check.
 
 The person made payable on the check.
 
 Name of the person whose signature appears on the check.
 
 Name of the person who endorsed the check.
 
 Type of identification presented by the check passer.
 
 Reason the check was not honored by the bank.
 
 Property/service obtained with the check.
 
 Whether there is a photograph available of the check passer.
 
 The person who accepted the check.
 
 Whether the person who accepted the check can identify the check passer.
 
 Whether the person who accepted the check will appear in court as a witness.
 
 Whether the victim will prosecute.
 

1-4.6.2 FORGERIES 

DEFINITION 

	 Forgery - valid documents altered in any manner or documents signed with a fictitious or 
false name including: prescriptions, checks, and other official documents. 

GENERAL 

	 An attempt to identify the person responsible will be made. 

	 If the forged name is of an actual person, that person’s full information will be included in 
the report. 

	 Refer to Field Manual, Article 8 (Report Writing), for required report distribution. 

	 The document will be processed as evidence in accordance with Field Manual, Article 7 
(Evidence). 

REFERENCES 

 Field Manual, Article 7 (Evidence). 

 Field Manual, Article 8 (Report Writing). 
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1-4.6.3 MEDICAID FRAUD INVESTIGATIONS 

RECIPIENT FRAUD 

 Committed by a person who would normally receive services. 

 Types include: 
1. Misuse of services by cardholder. 
2. Use of services by unauthorized person. 
3. Unauthorized possession of card by someone other than the owner. 
4. Use of card to obtain forged prescriptions. 

 Handled by the Office of the Attorney General, Medicaid Fraud Control Unit. 

PROVIDER FRAUD 

 Committed by a person or institution which provides services through the Medicaid System.
 
 Usually occurs when fraudulent claims are submitted by the provider.
 
 Includes physical abuse of Medicaid patients by providers.
 
 Handled by the Office of the Attorney General, Medicaid Fraud Control Unit.
 

INVESTIGATING OFFICERS 

 Determine, if possible, the type of fraud.
 
 Notify the appropriate above listed agency.
 
 May contact either agency with inquires regarding the Medicaid system.
 
 Report Medicaid Fraud on an Incident Report using the appropriate offense code(s).
 
 Refer to Field Manual, Article 8 (Report Writing), for required report distribution.
 

1-4.7 VEHICLE/BOAT RELATED INVESTIGATIONS 

1-4.7.1 VEHICLE THEFT 

INVESTIGATING OFFICERS 

 Will notify the Regional Auto Theft Task Force (RATT) immediately, via the 9-1-1 
Communications Center, upon discovery of a “chop shop.” 

 Will, within 24 hours, forward the report to the RATT for the following: 
1. Recovery of a stolen vehicle with an obliterated serial number or extensive stripping. 
2. Recovery of a stolen vehicle and arrest of a suspect wishing to be interviewed by 
officers and having additional information on other auto thefts, “chop shops,” or auto 
theft rings. 

3. Handling the theft of a commercial tractor and/or empty trailer. 
4. Handling the theft of heavy construction equipment. 
5. Handling a case of cargo theft taken in a commercial vehicle. 

RATT 

 Follows up the following: 
1. Persons attempting to title a stolen vehicle. 
2. Stolen vehicles that show up on a dismantler’s inventory. 
3. Recovered stolen vehicles with extensive stripping. 
4. Vehicles with altered or removed identification/serial numbers. 
5. Organized theft-for-profit rings. 
6. “Chop shop” operations. 
7. Commercial vehicle theft. 
8. Construction vehicle theft. 
9. Vehicle insurance fraud. 
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1-4.7.2 VEHICLE TAMPERING 

REPORTING 

	 For tampering with a vehicle which would indicate intent to steal: 
1.	 A vehicle - the report will be completed using the appropriate offense code(s) to reflect 
the theft of the vehicle (e.g., “Theft Stolen Motorcycle/Moped,” “Theft Stolen Passenger 
Automobile,” etc.), and “Attempted” selected from the Attempted/Completed field. 

2.	 Articles within a vehicle - the report will be completed using the offense code to reflect 
the theft of the articles (e.g., “Theft from Auto,” etc.), and “Attempted” selected in the 
Attempted/Completed field. 

3.	 Parts/accessories attached to a vehicle - the report will be completed using the offense 
code to reflect the theft of the parts/accessories (e.g., “Theft Auto Parts/Accessories,” 
etc.), and “Attempted” selected in the Attempted/Completed field. 

	 If intent cannot be determined and property was: 
1. Destroyed - the report will be completed using the appropriate offense code(s) (e.g., 
“Destruction of Property,” etc.). 

2.	 Not destroyed or damaged - the report will be completed using the offense code 
“Suspicious Incident/Condition/Person/Vehicle” and document the tampering in the 
Vehicle tab of the Incident Report. 

	 Tampering with a boat, motorcycle, etc., will be reported using the above guidelines. 

1-4.7.3 VEHICLE/BOAT THEFTS 

INVESTIGATING OFFICERS 

 Conduct a thorough search of the area for the stolen vehicle/boat. 

 Complete an Incident Report. 

DESK OFFICERS 

	 Provide the Telephone Reporting Team (TRT) with a telex message number for reports 
written by TRT. 
NOTE: The number will be provided by the precinct in which the theft occurred. 

	 Send telex messages in accordance with the Field Manual, Article 10 (Electronic 
Communications). 

REPORTING 

	 For vehicle/boat related thefts, the Incident Report will note the type of vehicle/boat stolen. 
This includes, but is not limited to: an auto, truck, motorcycle, moped, minibike, trail bike, 
trailer, boat, airplane, riding lawn mower, motorized wheelchair, snowmobile, motorized off-
road vehicle, military vehicle, or farm or construction equipment capable of transportation. 

	 Refer to Field Manual, Article 8 (Report Writing), for required report distribution. 

1-4.7.4 STOLEN VEHICLE/BOAT RECOVERY 

DESK OFFICERS 

	 Notified via telex that a vehicle stolen from Baltimore County was unreported when 
recovered by another jurisdiction will: 
1.	 Acknowledge the telex message. 
2.	 Initiate an Incident Report using the most appropriate offense code(s). 
3.	 Direct the post car nearest the owner’s residence to notify the owner of the recovery. 
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RECOVERING OFFICERS 

	 Request a tow truck to respond, unless the vehicle is operable and the vehicle owner can 
respond in a short period of time to take custody of the vehicle. 

	 Ensure the vehicle is processed for evidence in accordance with current Department 
procedures. 

	 Remain with the vehicle until it is removed. 

OFFICERS RECOVERING VEHICLES STOLEN WITHIN BALTIMORE COUNTY 

	 Notify owner of recovery and location of vehicle, if practical. 

	 Ensure cancellation telex is sent in accordance with the Field Manual, Article 10 (Electronic 
Communications). 
EXCEPTION: When the vehicle was unreported at the time of recovery, a telex need not 
be sent. 

	 If the theft was: 
1.	 Previously reported, initiate an Incident Supplement, using the original CC number. 

NOTE: The Vehicle Search function must be used to pull back the vehicle information 
from InPursuit. 

2.	 Not previously reported, initiate an Incident Report using the most appropriate offense 
code(s) and document the recovery information in the Vehicle tab. 

	 Prior to a precinct telex being sent, note the recovery information in the Vehicle tab of the 
Incident Report. 

OFFICERS RECOVERING VEHICLES STOLEN FROM OTHER JURISDICTIONS 

	 Ensure a telex message is sent requesting that the other agency notify the vehicle owner of 
the recovery and the location where the vehicle is stored. 

	 Initiate an Incident Report using the: 
1.	 Offense code “Other Jurisdiction Recovered Stolen Vehicle.” 
2.	 Address from where the vehicle was stolen as the incident location address in the 

Incident tab. 
3.	 UCR disposition code “OJ Property/Vehicle Recovery.” 
4. Baltimore County address for the location of the vehicle recovery in the Vehicle tab. 

 Attempt to notify the owner and document results in the report narrative. 

 Include the offense number from the reporting agency along with the date and time reported 
in the Narrative tab. 

 Refer to Field Manual, Article 8 (Report Writing), for required report distribution. 

NOTIFICATION OF OWNERS OF STOLEN VEHICLES 

 Officers will notify the owner of the recovery and location of the vehicle.
 
 If the owner cannot be promptly notified of the storage and/or recovery of the vehicle, then:
 

1.	 The recovering officer will verbally notify their supervisor and make such notation in the 
report. 

2.	 The supervisor will ensure that the shift commander of the relieving shift is notified that 
the vehicle owner could not be contacted. The report will be marked “Open.” 

3.	 The relieving shift commander will make certain that continuing efforts are made to 
notify the vehicle owner. 

4.	 Shift follow-up will continue for 48 hours. After 48 hours, if the owner has not been 
contacted, the shift commander of the shift originally taking the report will issue a 
Department form letter notifying the owner of the recovery and location of storage of 
the vehicle. The letter will be sent through the County mailroom via certified mail to the 
vehicle owner’s last known address. A return receipt will be requested for the certified 
letter. 
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5.	 If the certified letter is returned undeliverable, then the letter will be sent by regular 
mail. 

6.	 An Incident Supplement will be completed. Write the CC number on the receipt for the 
certified letter and file it in the precinct files. A photocopy of the receipt will be sent to 
the Information & Records Management Unit. A copy of the form letter will be sent to 
the Towing Team. 

7.	 The Towing Team will maintain a file of the copies of “Notification of Owner” letters 
sent to document the Department’s “good faith effort” to contact the owner. 

8.	 The aforementioned items 1 through 7 also apply to: 
a.	 Notifications received from the other jurisdictions via telex that a vehicle reported 

stolen in Baltimore County has been recovered and stored in an outside 
jurisdiction. 

b.	 Vehicles stolen in other jurisdictions, whether reported or not, and recovered in 
Baltimore County. 

c.	 Stored motor vehicles when the officer cannot immediately notify the owner. 

REFERENCES 

 Field Manual, Article 6 (Miscellaneous Property Issues).
 
 Field Manual, Article 7 (Evidence).
 
 Field Manual, Article 10 (Electronic Communications).
 

1-4.7.5 VEHICLE RECOVERY TECHNOLOGY 

INVESTIGATING OFFICERS 

 Ask auto theft victims if their vehicles are equipped with vehicle recovery technology. 

 Document whether or not the stolen vehicle is equipped with recovery technology in the 
Incident Report. 

 Follow all procedures specific to the type of vehicle recovery technology. 

LOJACK 

	 Members will immediately ensure that the vehicle information is entered into the National 
Crime Information Center (NCIC) when it is found that a stolen vehicle is equipped with 
LoJack. 

 Members operating a LoJack equipped unit, and receiving a signal on the receiver, will 
provide the dispatcher with the code displayed. 

 The 9-1-1 Communications Center will advise the member if the code is from a stolen 
vehicle, as well as a description of the vehicle, if applicable. 

	 Members will utilize the direction and signal strength indicators on the LoJack receiver in an 
attempt to locate the stolen vehicle. 
NOTE: Additional units and/or the Aviation Team may be utilized to assist in the search. 

	 If the signal indicators direct the member into another jurisdiction, a supervisor will be 
notified, and the 9-1-1 Communications Center will notify the other jurisdiction. 

	 Upon recovery of a stolen vehicle equipped with LoJack, members will ensure that a telex is 
sent immediately to remove the vehicle from NCIC. 
NOTE: Once the vehicle is removed from NCIC, the signal from the vehicle will be 
deactivated by LoJack. 

	 Members will document the recovery through use of LoJack in the Incident Report or 
Incident Supplement. 

ONSTAR 

	 Members can utilize OnStar for stolen vehicle recovery in the following ways: 
1.	 Global Positioning System (GPS) location. 
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2.	 Remote ignition block.
 
3. Stolen vehicle slowdown.
 
NOTE: Members will obtain approval from their immediate supervisor prior to requesting 

these services through OnStar.
 

	 Members will immediately ensure that the vehicle information is entered into NCIC when it is 
found that a stolen vehicle is equipped with OnStar. 

	 Program representatives will provide members with the GPS coordinates of the stolen 
vehicle, if available. 

	 Program representatives have the ability to send a remote ignition block signal to the stolen 
vehicle, making it impossible to restart the engine once it has been turned off. 

	 Members may request a stolen vehicle slowdown if the vehicle is in sight of the officer and 
conditions are appropriate. 
NOTE: Once the OnStar representative sends the signal to remotely remove engine power 
to the vehicle, the vehicle slows gradually to an idle speed of three to five miles per hour, 
while braking and steering remain intact. 

	 Members will advise the OnStar representative that the vehicle has been recovered and to 
enable the vehicle’s engine upon recovery, if applicable. 

 Members will document the recovery through the use of OnStar in the Incident Report or 
Incident Supplement. 

1-5.0 CRIMES AGAINST PERSONS 

1-5.1 THREATS 

1-5.1.1 EXTORTION 

REQUIRED REPORT INFORMATION 

 Type, target, and method of threat.
 
 Type of weapon to be used (e.g., gun, explosives, etc.).
 
 Demand made by suspect and deadline.
 
 Whether there will be a later meeting or return call.
 
 Location of drop site.
 
 Refer to Field Manual, Article 8 (Report Writing), for required report distribution.
 

1-5.2 DOMESTIC INCIDENT/ABUSE 

DEFINITIONS 

	 Respondent - a person alleged to have caused a domestic disturbance or act of abuse. 

	 Cohabitant - an individual who has had sexual relations with the respondent at any time and 
has lived with the respondent for a total of at least 90 days within the past year. 
NOTE: The 90 days need not be consecutive. 

	 Domestic/spousal relationship - a relationship between two people who: 
1.	 Are currently or formerly married to each other; 
2.	 Live or have lived together as sexual partners in the same home; or 
3.	 Have a child in common. 

	 Domestic Incident - a call involving two or more persons who are involved in a 
domestic/spousal relationship including: 
1.	 Calls of a disturbance. 
2.	 Request for assistance in removing personal items or transportation to a shelter. 
3.	 Service of a protective order. 
4.	 Any other incident brought to the officer’s attention that may indicate a potential for 

domestic abuse. 
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	 Domestic Abuse - any act committed between individuals in a domestic/spousal relationship 
resulting in any of the following: 
1.	 Serious bodily harm. 
2.	 Placing the victim in fear of imminent danger or serious bodily harm. 
3.	 Assault in any degree. 
4.	 Rape, a sexual offense, or attempted rape or sex offense. 
5.	 False imprisonment. 
6.	 Possible/alleged assault. 

	 Strangulation - any act involving the application of pressure to the throat or neck of a 
domestic/spousal partner. 

PERSONS ELIGIBLE FOR RELIEF BY PROTECTIVE ORDER 

	 Persons who are currently or formerly married to each other. 

	 Cohabitants. 

	 Persons related to the respondent by blood, marriage, or adoption. 

	 A parent, step-parent, child, or step-child of either person involved who resides or resided 
with either person for at least 90 days within one year of the incident or the filing of a 
petition. 
NOTE: The 90 days do not have to be consecutive. 

	 Individuals who have a child in common. 

	 A vulnerable adult who resides with the respondent and who lacks the physical or mental 
capacity to provide for their daily needs. 

	 An individual who has had a sexual relationship with the respondent within one year before 
the filing of the petition. 

INVESTIGATING OFFICERS 

	 Provide compassionate assistance, keeping in mind the need to protect the victim and 
responding officers from harm. 

	 Must be aware that the criteria for making a warrantless arrest, obtaining a protective order, 
selecting offense codes for reporting purposes, and completing a domestic violence lethality 
assessment are all different. 

	 May make an arrest when: 
1.	 An assault is witnessed by the officer. 
2.	 A felony assault was committed prior to the officer’s arrival. 
3.	 A second degree assault is committed prior to the officer’s arrival, a report of the 

alleged incident is made to the police within the time frame specified by the Annotated 
Code of Maryland, and there is probable cause to believe that all of the following exist: 
a.	 The respondent battered their spouse or another person with whom they reside. 
b.	 There is evidence of physical injury. 
c.	 Unless the respondent is immediately arrested, they may not be apprehended, 

may cause injury to the victim or damage property of one or more persons, or may 
tamper with, dispose of, or destroy evidence. 

NOTE: When the circumstances for a warrantless arrest are present, and at the 
officer’s discretion, no arrest is made, a complete explanation must be provided in the 
report. 

	 Are not required to make a dual arrest when mutual assault allegations are placed if 
standard investigative techniques allow the determination of a primary aggressor. 
NOTE: When the primary aggressor can be identified and/or the decision is made not to 
make a secondary arrest, the facts leading to this determination should be completely 
explained in the report. 

	 Refer to Field Manual, Article 4-8.2.4 for verified civil protective order violations. 
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	 May seize and remove a firearm from the scene of an alleged act of domestic violence if 
probable cause exists that the alleged act occurred and the officer has observed the firearm 
at the scene. Officers will: 
1.	 Carefully base their decision upon known facts at the time. 
2.	 Seize any observed firearm if the safety of those at the scene is in doubt. 

NOTE: Officers may not conduct a search for firearms other than allowed by law or 
with the consent of the owner(s). 

	 Seizing an observed firearm, will: 
1.	 Provide the owner with a copy of the Form 15, Property Inventory. 
2.	 Advise the owner that the firearm will be held until the conclusion of any domestic 

violence proceedings unless otherwise ordered by law. 
NOTE: The owner must qualify to receive the firearm under state and federal laws. 

	 Conduct a lethality assessment, when required. Refer to Field Manual, Article 1-5.2.1. 

	 Employ appropriate crisis intervention and problem solving techniques to reduce the 
escalation of violence and prevent future occurrences. 

	 Advise the victim of criminal and civil measures which can be taken (e.g., warrant/summons, 
protective orders, etc.) and counseling agencies available for help. This information has 
been provided in the Maryland Crime Victims and Witnesses Rights and Services Brochure 
kept in each precinct. A copy will be given to the victim by the investigating officer. 

	 Provide any reasonable assistance to the victim, which may include: 
1.	 Activation of the Emergency Medical System (EMS), if medical treatment is requested 

or necessary. 
2.	 Removal of personal effects required for immediate needs or any other items specified 

by law. 
3.	 Transportation to a shelter, court commissioner, or home of a friend or relative if no 

other means are available. 

REPORTING 

	 An Incident Report will be completed for all domestic incidents/abuses, regardless of 
whether a crime was committed, and regardless of the victim’s intentions concerning 
prosecution. 

	 The Domestic Related checkbox will be selected on the Incident tab of the Incident Report 
for all incidents determined to be a domestic incident or domestic abuse. 

	 When an officer verifies an incident as involving persons in a domestic/spousal relationship, 
the report will be written using the appropriate offense code(s) (e.g., “Domestic Incident,” 
“Assault 1st Degree Domestic,”“Assault 2nd Degree Simple Domestic,” etc.). 

	 The departmental approved incident template for domestic assault will be used for all 
incidents involving a domestic related abuse. 

	 The Maryland Crime Victims and Witnesses Rights and Services Brochure will be given to 
any victim(s) and indicated by selecting the appropriate checkbox on the Incident Report. 

	 If no disturbance was found during a domestic incident investigation, the officer will 
complete an Incident Report using the offense code “Domestic Incident” and the disposition 
code “Unfounded.” 

	 If, during a domestic incident investigation, the victim(s) allege(s) an assault occurred and 
no verification of this can be made, an Incident Report will be initiated using all appropriate 
offense code(s) (e.g., “Assault 1st Degree Domestic” or “Assault 2nd Degree,” “Simple 
Domestic,” etc.) and the circumstances which made it unverified will be documented in the 
Narrative tab. 

	 If a protective order is served, an Incident Report using the offense code “Protective Order 
Service” will be completed. 

BALTIMORE COUNTY POLICE DEPARTMENT Page 38 
FIELD MANUAL / ARTICLE 1 
GENERAL ORDER # 2016-01 

http://pdnet.bcnet/Resources/documents/eForms/e15.doc


 

      
    

    

           
         

  

            
       

                
  

        
 

       

         

           

       
  

        

        

     

        

      

     

   

             
    

      

        
              

           

         

         
 

       

            
 

          
     

         

         
    

     

        

           

      
 

      

           
 

      

   

             
 

          

	 If a violation of a protective order occurs and the violation does not meet the criteria for 
domestic abuse, an Incident Report using the offense code “Protective Order Violation” will 
be completed. 

	 Upon request, the Information & Records Management Unit will provide an official copy of 
the report to the victim of a domestic abuse. 
NOTE: If the victim is indigent, the report fee will be waived and the report will be provided 
at no cost. 

	 Refer to Field Manual, Article 8 (Report Writing), for required report distribution. 

REQUIRED REPORT INFORMATION FOR ALL DOMESTIC INCIDENT/ABUSE CASES 

	 Sex, race, and date of birth of victim and respondent. 

	 Detailed account of the actual incident including the time of occurrence. 

	 Household status/domestic relationship (e.g., living together, living apart, unknown, etc.) of 
victim and respondent. 

	 Events leading up to and factors contributing to the assault/incident. 

	 Prior history of domestic violence. If documented, include previous CC numbers. 

	 List of pending charges. 

	 Protective order (current, expired, or explained) and issuing judge, where applicable. 

	 Action taken by the investigator. 

	 If the incident was alcohol related. 

	 Weapon(s) involved. 

	 Verbal statements made by involved parties and witnesses. Statements may be written, 
quoted, or paraphrased in the report. 

	 Alternate contact for the victim. 

	 Information on minor children living with either parent involved. 
NOTE: Minor children will be documented in the Other Person tab of the Incident Report. 
If there are no minor children, this fact will be noted in the Narrative tab. 

	 Additional required report information for domestic abuse, if applicable. 

	 Additional required report information for strangulation cases, if applicable. 

ADDITIONAL REQUIRED REPORT INFORMATION FOR DOMESTIC ABUSE CASES 

	 Demeanor of victim upon officer arrival/interview (e.g., angry, nervous, shaking, crying, 
etc.). 

	 Location and type of injuries and descriptions of those injuries for all parties involved (e.g., 
bruises, redness, cuts, burns, etc.). 

	 Immediate statements made by the victim and by the suspect. 

	 Medical treatment rendered, including description of treatment, and medic number or 
doctor’s name, if applicable. 

 Length of relationship and, if applicable, date the relationship ended.
 
 Evidence collected (e.g., crime scene, hospital, photographs, etc.).
 
 If the suspect or victim owns firearms and if the firearms were confiscated.
 
 Victim’s responses to the Domestic Violence Lethality Assessment, if applicable.
	

ADDITIONAL REQUIRED REPORT INFORMATION FOR STRANGULATION CASES 

	 Method of strangulation (e.g., one hand-right or left, two hands, forearm-right or left, device 
or weapon, etc.). 

	 Whether suspect is right-handed or left-handed. 

	 Suspect’s statement(s) during strangulation. 
	 Whether victim’s head was pounded against wall, floor, ground, or other surface. If yes, 

describe. 

 Action, if any, taken by victim to protect self. 
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 Length of strangulation. 

 Reason(s) the suspect stopped. 

 Whether the victim experienced: 
1.	 Problems breathing. 
2.	 Loss of consciousness. 
3.	 Fading vision or seeing stars. 
4.	 Loss of control of bladder or bowels. 
5. Voice changes. If yes, describe. 

 How the victim felt physically afterwards. 

 What the victim felt was going to happen. 

 Type of injuries observed (e.g., ligature marks, fingerprint marks, petechiae, defensive 
wounds, etc.). 

REFERENCES 

 Digest of Criminal Laws. 

 Field Manual, Article 4. 

 Field Manual, Article 8. 

1-5.2.1 DOMESTIC VIOLENCE LETHALITY ASSESSMENT 

DEFINITIONS 

	 Domestic/Intimate Partner Relationship - a relationship between two people who: 
1.	 Are currently or formerly married to each other; or 
2.	 Live or have lived together as sexual partners in the same home; or 
3.	 Have a child in common; or 
4.	 Are dating, or have dated in the past, but do not live, or have never lived together, and 

there have been prior incidents of violence or threats of violence. 
NOTE: Reports involving persons who are dating or have dated in the past, and do not 
meet the definition of a domestic/spousal relationship in section 5.2 of this article, will 
not be reported as domestic incidents/abuses. 

	 Lethality Assessment - process for identification of domestic violence victims who are at the 
highest risk of being killed or seriously injured by their attackers. 

RESPONDING OFFICER 

	 Initiates a Domestic Violence Lethality Assessment in cases where the criteria for 
completion of a lethality assessment are met. 
EXCEPTION: Cases meeting the criteria where one or more prohibiting factors also exist, 
do not require completion of a lethality assessment. 

	 Attempts to notify the victim’s parents immediately, when handling a domestic violence 
case with a victim under the age of 18. 
NOTE: If the parents cannot be located in a reasonable amount of time, the officer will 
initiate the lethality assessment on the victim. 

 Contacts the Lethality Response Line (LRL) when the assessment triggers the referral 
protocol. 

 Advises the victim of the potential for danger and provides contact information for service 
providers and the Domestic Violence Coordinator when the assessment is not completed. 

 Documents the lethality assessment in an Incident Report using the departmentally-
approved template for: 
1.	 Domestic assault cases involving persons in a domestic/spousal relationship. 
2.	 Lethality assessment for non-domestic abuse cases in cases involving persons in a 

domestic/intimate partner relationship that do not meet the criteria for a 
domestic/spousal relationship. 
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REQUIRED REPORT INFORMATION 

 Whether the victim refused to answer any or all questions.
 
 Lethality assessment referral protocol questions and all corresponding answers.
 
 Reason(s) why the lethality assessment was not completed (i.e., mutual, intoxicated, etc.), if
 

applicable. 

 Whether the victim screened-in “High Danger” according to the protocol or based on belief 
of the officer, or did not screen-in “High Danger.” 

	 The LRL counselor’s name, and date and time notified, if applicable. 
	 Resources recommended to the victim (e.g., immediate assistance with crisis intervention, 

emergency shelter, safety planning, etc.). 

CRITERIA FOR COMPLETION OF A DOMESTIC VIOLENCE LETHALITY ASSESSMENT 

	 A call for service involving person in a domestic/intimate partner relationship where any of 
the following crimes occurred: 
1.	 Possible/alleged/verified assault, with or without injury. 
2.	 A completed or attempted third or fourth degree sex offense. 
3.	 False imprisonment. 
4.	 Harassment. 
5.	 Stalking. 
6.	 A property crime with the propensity for escalation to violence (e.g., burglary, destruction 

of property, malicious burning, etc.). 
7. An act that places one in fear of physical injury. 

 A call for service involving persons in a domestic/intimate partner relationship where: 
1.	 It is a repeat call for service. 
2.	 The responding officer believes that upon leaving the call for service the potential for 

assault or danger is high. 
3.	 The responding officer believes the assessment should be done, at his or her discretion. 

PROHIBITIONS TO COMPLETION OF A DOMESTIC VIOLENCE LETHALITY ASSESSMENT 

	 Abuser is present and the officer is unable to speak to the victim alone. 

	 Victim is inebriated. 

	 Victim goes to the hospital and the interview is not practical. 

	 Victim has no access to a phone. 

	 Assessment would place the victim in immediate danger. 

	 Officer is not able to ensure the victim’s immediate safety. 
	 Incident is considered “mutual battery,” and the primary aggressor cannot be determined. 

	 First or second degree rape and/or sex offense has been committed and a Special Victims 
Team detective has been called. 
NOTE: The Special Victims Team detective will complete the lethality assessment in these 
cases. 

LETHALITY ASSESSMENT REFERRAL PROTOCOL 

	 A “yes” response to any of the three questions below automatically triggers the “High 
Danger” protocol referral: 
1.	 Has he/she ever used a weapon against you or threatened you with a weapon? 
2.	 Has he/she threatened to kill you or your children? 
3. Do you think he/she might try to kill you? 

 Negative responses to the questions above, but positive responses to at least four of the 
questions below, trigger the “High Danger” protocol referral: 
1.	 Does he/she have a gun or can he/she easily get one? 
2.	 Has he/she ever tried to strangle/choke you? 
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3.	 Is he/she violently or consistently jealous or does he/she control most of your daily 
activities? 

4.	 Have you left him/her or separated after living together or being married? 
5.	 Is he/she unemployed? 
6.	 Has he/she ever tried to kill himself/herself? 
7.	 Do you have a child that he/she knows is not his/hers? 
8.	 Does he/she follow or spy on you or leave threatening messages? 

	 An officer may trigger the “High Danger” protocol referral, if not already triggered above, as 
a result of the: 
1.	 Victim’s response to the questions: 

a.	 Is there anything else that worries you about your safety? 
b.	 If “yes,” what worries you? 

2.	 Officer’s belief that the victim is in a potentially lethal situation. 

DOMESTIC VIOLENCE COORDINATOR (DVC) 

	 Reviews the Incident Report to determine if a lethality assessment was initiated. 

	 Initiates a lethality assessment, if not completed by the reporting officer, unless the primary 
aggressor cannot be determined and there is no history of victimization by either party. 

	 Conducts a home visit with victims who trigger the “High Danger” referral protocol in order 
to: 
1.	 Determine the current status of the situation. 
2.	 Provide additional referral and advocacy information and assistance.
 
3. Encourage the victim to access available domestic violence services.
 
NOTE: The Victim Advocate will accompany the DVC on the home visits, and must be
 
notified within 24 hours if a home visit is conducted without the advocate.
 

	 Considers a home visit when the screening does not trigger the referral protocol, but a high 
level of potential violence exists. 

 Contacts the victim via telephone to provide referral and advocacy information if the referral 
protocol was not triggered or if no home visit was conducted. 

 Sends the victim referral and advocacy information via mail, if contact was not made during 
a home visit or via telephone. 

 Completes an Incident Supplement containing follow-up information. 

1-5.2.2 POLICE PERSONNEL INVOLVED IN DOMESTIC INCIDENTS 

GENERAL 

	 Domestic incidents involving any police personnel of any law enforcement agency are to be 
handled with the same diligence as incidents involving the general public. 

RESPONDING OFFICERS 

 Notify the on-duty shift commander to respond to the scene.
 
 Follow the procedures for investigating domestic incidents/abuse (see Section 1-5.2).
 
SHIFT COMMANDERS 

	 Assess the immediate situation and, if necessary, direct further police action to relieve 
tension and fear. 

	 Provide recommendations to prevent future occurrences, if appropriate. 

	 Immediately complete a Form 258, Statement of Incident, if the incident involves a 
Department member suspected of a departmental violation. 

	 Notify the member’s commander of the incident, actions taken, and recommendations 
provided, regardless of the severity of the complaint. 
NOTE: Notifications are to be made expeditiously and with utmost confidentiality. 

BALTIMORE COUNTY POLICE DEPARTMENT Page 42 
FIELD MANUAL / ARTICLE 1 
GENERAL ORDER # 2016-01 

http://pdnet.bcnet/Resources/documents/eForms/e258.doc


 

      
    

    

       
             

           
          

          
 

  

          
      

        
       
    
         

         
          

        
           

       
    

          
         

           
      

 
    

 
 

             
      

              
          

       
 

          
       

    

          
         

  

           
 

 
 

           
 

          
   

           
 

        
      

          

	 Notify the member’s commander, or other appropriate authority, when an incident involves 
an employee of another police agency and there is an act of abuse or use of a weapon. 
NOTE: Notification is discretionary for incidents not involving abuse or a weapon. This 
decision should be based on the severity of the complaint, the safety of parties involved, 
past occurrences, the potential for re-occurrences, and the employee’s right to privacy. 

EMPLOYEE’S COMMANDER 

	 Determines the need for providing the employee with further assistance based on an 
assessment of the situation in terms of the: 
1.	 Safety of the employee and any other persons involved. 
2.	 Potential for increased tension and/or violence. 
3.	 Potential for recidivism. 
4.	 Actions and recommendations of the shift commander that responded to the incident. 

	 If further intervention is warranted, determines the appropriate measure of intervention or 
resource referral to best serve all parties involved. The Department’s Psychological 
Services caregiver may be consulted prior to the commander: 
1.	 Informing employees of their options for counseling assistance and where they may 

obtain referral information (e.g., the Department’s Psychological Services caregiver, 
Employee Insurance Plan, etc.). 

2.	 Recommending that the employee make an appointment for psychological counseling. 
3.	 Ordering the employee to visit the Department’s Psychological Services caregiver for 

evaluation and possible referral. An ordered visit will be monitored by the commander 
for timely compliance and any other follow-up necessary. 

1-5.3 VULNERABLE ADULT/ELDER ABUSE 

DEFINITIONS 

	 Vulnerable Adult - a person 18 years of age or older who lacks the physical or mental 
capacity to provide for his/her own daily needs. 

	 Abuse - the sustaining of any physical pain or injury by a vulnerable adult as a result of 
cruel or inhumane treatment or as a result of a malicious act under circumstances that 
indicate the vulnerable adult’s health or welfare is harmed or threatened (includes sexual 
abuse). 

	 Neglect - the intentional failure to provide necessary assistance and resources for the 
physical needs of a vulnerable adult including food, clothing, toileting, essential medical 
treatment, shelter, or supervision. 

	 Self-Neglect - inability of vulnerable adults to provide themselves with the services that are 
necessary for their own physical and mental health and that the absence of which impairs 
or threatens the vulnerable adult’s well-being. 

	 Exploitation - any action involving the misuse of a vulnerable adult’s funds, property, or 
person. 

INVESTIGATING OFFICERS 

	 Notify a supervisor upon receiving a call of vulnerable adult abuse, neglect, self-neglect, or 
exploitation. 

	 Ensure that the Crime Scene Team collects evidence and/or color photographs of the 
victim’s injuries and the scene. 
NOTE: If the Crime Scene Team is unavailable, the investigating officer will assume this 
responsibility. 

	 Conduct follow-up investigations with the assigned Department of Social Services (DSS) 
Adult Protective Services worker as necessary and place charges when appropriate. 

	 Contact the precinct Investigative Services Team (IST) for assistance as necessary. 
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	 Must notify the Department of Social Services (DSS) Adult Protective Services on all calls 
of vulnerable adult abuse, neglect, self-neglect, or exploitation prior to going off duty. 
EXCEPTION: For incidents occurring in a nursing home, notify the Baltimore County 
Department of Aging, Ombudsman Program, prior to going off duty. 

	 Complete an Incident Report on all calls of vulnerable/elder adult abuse, neglect, self-
neglect, or exploitation even if unfounded, before going off duty. 

	 Complete an Incident Report using the appropriate offense code(s) (e.g., “Vulnerable Adult 
Abuse 1st Degree,” “Vulnerable Adult Abuse 2nd Degree Aggravated,” “Vulnerable Adult 
Abuse 2nd Degree Simple,” etc.). 

	 Determining the offense to be unfounded will document the incident using the most 
appropriate offense code(s) and the UCR disposition code of “Unfounded.” 

	 Refer to Field Manual, Article 8 (Report Writing), for required report distribution. 

SUPERVISORS 

	 Ensure proper investigation of all calls for vulnerable adult abuse, neglect, self-neglect, or 
exploitation. 

	 Determine the level of investigation/follow-up needed. 

	 Ensure that all reports are completed and signed prior to the end of the officer’s tour of 
duty. 

YOUTH & COMMUNITY SERVICES SECTION (YCSS) 

 Acts as the Department liaison with local, state, and federal agencies.
 
 Reviews all reports for compliance with the law.
 
 Advises and assists precinct officers regarding administrative or regulatory issues.
 
 Monitors state legislation.
 
 Maintains a central file on reference information to answer requests as needed.
 
 Monitors reports to establish trends.
 

REMOVAL AUTHORITY 

	 Investigating officers will have a vulnerable adult transported to an appropriate medical 
facility when, based on personal observations, it appears probable: 
1.	 A vulnerable adult will suffer immediate and serious physical injury or death if not 

immediately placed in a medical facility. 
2.	 A vulnerable adult is incapable of giving consent. 
3.	 That the situation is too critical to wait for a court order. 

NOTE: Justification must be noted in the report. 

 Investigating officers exercising this authority will respond to the medical facility and provide 
pertinent information. 

	 In the absence of these exigent circumstances, the investigating officer will contact DSS 
Adult Protective Services and a supervisor prior to removing a vulnerable adult from an 
incident scene. 

REQUIRED REPORT INFORMATION 

	 Name, age, and home address of the alleged vulnerable adult victim. 

	 Name and home address of the person responsible for the care of the victim, if applicable. 

	 Present location of the victim. 

	 Nature of the victim’s incapacity. 

	 Nature and extent of the abuse, neglect, self-neglect, and/or exploitation of the victim, 
including evidence or information available to the investigating officer concerning any 
previous injury resulting from abuse, neglect, self-neglect, or exploitation. 

	 Any other information that would help determine the cause of the abuse, neglect, self-
neglect, or exploitation and/or the individual responsible. 
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 Name and type of facility, if applicable. 

 Notifications and contacts will be noted in the report. 

1-5.4 RAPE AND SEX OFFENSES 

INVESTIGATIVE RESPONSIBILITY 

	 Rapes and first or second degree sex offenses involving victims 13 years of age or older (at 
the time of the offense) will be the responsibility of the Special Victims Team (SVT). Case 
investigation will be coordinated by the SVT and may be conducted jointly with precinct 
officers. 

	 Rapes and first or second degree sex offenses involving victims under the age of 13 or 
under the age of 18 (at the time of the offense), if care and custody issues are involved, will 
be the responsibility of the Crimes Against Children Unit (CACU). 

	 Third or fourth degree sex offenses will be the responsibility of precinct officers assigned 
where the offense occurred. The SVT or CACU may be consulted, if needed. 

	 Precinct officers will handle all attempted rapes and all attempted sex offenses not being 
investigated by the CIB. 
NOTE: The SVT or CACU (depending upon the age of the victim) must be contacted 
immediately after the precinct officer’s preliminary investigation is initiated for attempted 
rape and attempted first and second degree sex offenses. The SVT or CACU supervisor 
has final authority to determine investigative responsibility for attempted rapes and 
attempted first or second degree sex offenses. 

	 The Sex Offender Registration Team (SORT) supervisor will determine investigative 
responsibility for, and may elect to take investigative responsibility of, any rape or sex 
offense case (including attempts) not being investigated by members of the CIB in which a 
registered sex offender is a suspect. 

NOTE: In the event that investigative responsibility cannot be agree upon, the shift/unit 
commander and the CIB unit commander will consult and agree upon investigative 
responsibility. 

RESPONDING OFFICERS 

	 Summon an ambulance, if necessary. 

	 Secure the crime scene. 

	 Briefly interview the victim to determine the criminal elements, the degree of the offense, 
and the investigative responsibility. 

	 Separate the victim/witnesses to protect statement integrity. 

	 Request that the victim not smoke, drink, bathe, shower, douche, urinate, or defecate, if 
possible, in order to preserve evidence. 

	 Have the 9-1-1 Police Liaison contact the appropriate CIB unit for verified rapes and first or 
second degree sex offense cases, and attempts. 

	 Determine the need for a search and seizure warrant before notifying the Forensic Services 
Section (FSS) or processing the crime scene. 

	 Wait for the approval of the appropriate CIB detective before interviewing the victim in detail 
for a rape, first degree sex offense, or second degree sex offense, and attempts. 

INVESTIGATING OFFICERS 

	 Offer rape and sex offense victims the opportunity for an examination at an approved 
medical facility when appropriate. 

	 Arrange for examination at the hospital. The victim will be transported by the officer or 
medic to the: 
1.	 Closest hospital available if immediate medical attention is required. 
2.	 Greater Baltimore Medical Center if immediate medical treatment is not required. 
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3. Franklin Square Hospital if 12 years of age or under and if immediate treatment for 
injuries is not required. 

	 Accompany the victim to the hospital for the medical examination. 

	 Request that a Sexual Assault Forensic Examination (SAFE) be administered by a certified 
SAFE nurse. 

	 Arrange for the FSS Crime Scene Team technician to recover evidence from the hospital. 

	 Protect the identity and confidentiality of the victim. 

	 Conduct an interview with the victim in private, away from other officers and persons. 

	 Consult with the CIB investigating unit before taking any written statement for rapes and 
first or second degree sex offenses, and attempts. 

	 Immediately contact the SORT supervisor anytime a registered sex offender is a suspect in 
any rape or sex offense case (including attempts). 

	 Inform the victim of peace/protective order procedures, if applicable. 

	 Provide the victim with the Maryland Crime Victims and Witnesses Rights and Services 
Brochure and document that it was issued in the Incident Report. 

 Keep the victim informed of the investigation’s progress. 

 Complete an Incident Report. 

 Refer to Field Manual, Article 8 (Report Writing), for required report distribution. 

SUPERVISORS 

	 Assign officers as needed to ensure that the victim is accompanied to the hospital and that 
the crime scene is protected. 

REFERENCE 

	 Field Manual, Article 7 (Evidence). 

1-5.4.1 DELAYED SEXUAL ASSAULT REPORTING 

DEFINITION 

	 Delayed Reporting- sexual assault victims responding to a hospital for treatment are 
informed by the hospital staff that they may have a Sexual Assault Forensic Examination 
(SAFE) completed without immediate law enforcement involvement. 

PROCEDURES FOR DELAYED REPORTING 

	 When a sexual assault victim declines immediate law enforcement involvement, the forensic 
nurse examiner (FNE) will have the victim acknowledge and sign a consent form for a SAFE 
examination and a 90-day delayed reporting of the incident to law enforcement. The victim 
will be provided with a copy of the consent form and contact information for the Baltimore 
County Police Department, Special Victims Team (SVT). 

	 The FNE will notify the 9-1-1 Communications Center to dispatch a mobile crime scene 
technician to pick up the SAFE kit at the hospital/center where the SAFE examination was 
conducted. 

	 The FNE will then contact the desk officer at the precinct in which the SAFE examination 
was completed and obtain a Central Complaint (CC) number. The officer will complete an 
Incident Report using the offense code “Suspicious Incident/Condition/Person/Vehicle.” The 
FNE will provide a name or a letter/number associated with the name. 

	 The receiving officer will include the name of the FNE and hospital location in the report. If 
possible, the date, time, location, and any pertinent information the FNE can provide relative 
to an investigation of the incident should be obtained. 

	 Refer to Field Manual, Article 8 (Report Writing), for required report distribution. 
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SPECIAL VICTIMS TEAM 

	 Receives and reviews all delayed reporting sexual assault incidents ensuring appropriate 
investigative procedures are taken. 

	 Determines the final disposition of evidence and the report if no further action is taken by the 
victim after 90 days. 

	 Maintains liaison with the Governor’s Office of Crime Control and Prevention (GOCCP) and 
health care representatives to ensure compliance with Violence Against Women Act 
(VAWA) regulations. 

FORENSIC SERVICES SECTION 

	 Collects, documents, and transports the SAFE kit evidence from the hospital to the 
Evidence Management Unit. 

	 Forwards a copy of the 90 day notice/consent form with the evidence per departmental 
procedures. 

REFERENCE 

	 Violence Against Women Act (VAWA). 

1-5.4.2 SEX OFFENDER REGISTRATION 

DEFINITION 

	 Sex Offender - a person who has been convicted of an offense that requires the person to 
be classified as a Tier I, Tier II, or Tier III sex offender. 
NOTE: Sex offenders are categorized into Tier I, II, or III depending upon the offense they 
were convicted of committing, as defined by the Annotated Code of Maryland, Criminal 
Procedure Article. 

GENERAL 

	 All sex offenders, including homeless offenders, must register in person in each county 
where they reside, work, or attend school, within three days of their release or moving to a 
new location. 

	 All homeless sex offenders shall register in person every seven days. 

	 Tiers I and II sex offenders shall register in person every six months. 

	 Tier III sex offenders shall register in person every three months. 

	 Sex offenders must re-register each time their primary address changes. 

	 Registration and re-registrations must include a digital photograph. 

OFFICERS COMPLETING A SEX OFFENDER REGISTRATION 

 Ensure that the offender is registered in a timely manner.
 
 Will not send away an offender and request that they return at another date or time.
 
 Contact the 9-1-1 Communications Center and draw a CC number for a sex offender
 

registration. 

 Contact the Information & Records Management Unit for a wanted check and obtain UID 
and Arrest numbers. 

 Take a digital photograph using the prisoner processing camera. 

 LiveScan fingerprint all first time registrants. 

 Complete a Form 166, Arrest Report. 

 Complete the “Sex Offender Registration” form. 
NOTE: The form must be signed and dated by both the registrant and the officer. 

	 Review with the registrant the “Notice of Sexual Offender Registration Requirements” form, 
which is then signed and dated by the registrant and the officer. 
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	 Place all documents into the sex offender registration envelope and forward it to the Sex 
Offender Registration Team (SORT). 

	 Contact the SORT supervisor through the 9-1-1 Communications Center with any questions. 

SEX OFFENDER REGISTRATION TEAM (SORT) 

	 Collects arrest reports and registrations for sexual offenders from the precincts, the 
Information & Records Management Unit, and the State of Maryland. 

	 Reviews and approves the registrations and enters them into the Maryland Online Sex 
Offender Registry (MOSOR). 

	 Monitors and tracks sex offenders to ensure their compliance with the law. 

	 Makes notifications to the Baltimore County Safe School Liaison and the Baltimore County 
Child Care Link. 

	 Notifies the 9-1-1 Communications Center to have hazard alerts placed or removed from 
offenders’ new addresses and former addresses. 

	 Contacts Parole and Probation agents and the Special Victims Team (SVT) Supervisor if a 
sex offender is found to be non-compliant. 

	 Reviews assigned cases and attempts to contact the offenders. 

	 Documents all attempts to locate offenders. 

	 Documents sex offender registration violations in an Incident Report. 

	 Prepares a Form DC/CR1, Application for Statement of Charges, for offenders who are non-
compliant. 

	 Provides precinct personnel with training regarding sex offender registrations. 

	 Makes final decisions regarding sex offender registrations. 

	 Conducts criminal investigations jointly with the primary investigator, when a case involves a 
registered sex offender. 

SEX OFFENDER REGISTRATION TEAM (SORT) SUPERVISOR 

	 Reviews documentation on non-compliant sex offenders, to determine if further investigation 
is warranted. 

	 Reviews and approves reports, as needed. 

	 Assigns personnel to make contact with selected sex offenders and to conduct compliance 
inspections of their addresses. 

	 Coordinates criminal investigations involving registered sex offenders. 

	 Coordinates proactive compliance and enforcement efforts with regard to registered sex 
offenders. 

1-5.5 HOMICIDE CASES 

HOMICIDE/MISSING PERSONS UNIT (HMPU) 

	 Has the sole responsibility for coordinating all phases of the investigation. 

	 Will handle identification of the deceased, and notification of the next-of-kin for their cases. 

	 Will be notified immediately when a suspect is arrested in a homicide case. The suspect 
will be taken to the nearest precinct unless otherwise directed by the HMPU. 

FIRST OFFICER AT THE SCENE 

 Determines the possible cause or circumstances of death, if possible. 

 Protects the immediate area of the crime scene, indoors, and outdoors by: 
1.	 Establishing the crime scene perimeter as large as reasonably possible. 
2.	 Not disturbing anything at the crime scene. Extreme care should be used not to 

contaminate the scene, taking every precaution to safeguard any evidence. 
EXCEPTION: Evidence may be taken into possession by an officer if the evidence 
may be lost, stolen, or damaged if left in its original position. 
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3.	 Clearing the building, if it contains the crime scene, of all persons once it is determined 
that there are no victims or suspects remaining. 

4.	 Making exact notes of any alterations made to the scene (e.g., opening or closing 
doors, turning lights on or off, etc.). 

	 Notifies the 9-1-1 Communications Center of all particulars which have been obtained, 
especially a description of the suspect, route of escape, etc. and requests whatever 
assistance is required from CIB, Forensic Services Section, etc. 
NOTE: Telephones within the crime scene will not be used until processed by the Forensic 
Services Section. 

	 Ensures that the body is left in its original position. If it is necessary to move the body to 
the hospital or elsewhere, indicate the position of the body by sketching it in their memo 
book and recording the names and assignments of the ambulance personnel. 

	 Obtains the names, addresses, and identification of all witnesses and detains them. 

	 Records all facts and details regarding the case (e.g., date and time of call, time of arrival, 
weather conditions, lighting conditions, location, names and addresses of suspects and 
witnesses, complete identification of victim, description, and location of evidence, complete 
description of crime scene, etc.). 

	 Remains under the supervision of CIB until the conclusion of the investigation at the crime 
scene. 

	 With the permission of the officer’s commander, may be detailed to a prolonged 
investigation with detectives until such time as the CIB Persons Section Commander 
decides that the officer’s services are no longer required. 

	 Completes an Incident Report, following current Department procedures for reporting of 
confidential investigations. 

 Refers to Field Manual, Article 8 (Report Writing), for required report distribution. 

SENIOR-RANKING OFFICER ON THE SCENE 

	 Details an appropriate number of officers required to guard the crime scene. 

	 Has all witnesses or other persons having knowledge of the crime taken to the precinct for 
interview with a detective present: 
1.	 If this is impractical, assigns an officer to question the person and takes necessary 

statements immediately. 
2.	 Directs that such questioning be done privately and, if possible, prevents witnesses 

from discussing the case among themselves until they have been interviewed 
individually. 

	 Keeps the 9-1-1 Communications Center informed of all new developments in the case 
regarding a description of the assailant and information regarding the escape, weapon 
used, and any probable injuries suffered by the assailant. 
NOTE: The 9-1-1 Communications Center will relay information via radio and telex unless 
otherwise ordered. 

	 The radio dispatcher will instruct all cars in the vicinity not to converge on the scene but 
search the area for possible suspects. If the assailant was injured, they will order a check 
of all hospitals and doctors’ offices. 

	 Assigns personnel to canvass the neighborhood with detectives, questioning anyone who 
may have information regarding the crime. Names, addresses, and telephone numbers of 
all persons interviewed will be recorded. 

	 Assigns personnel to search the surrounding area for any evidence that may have been lost 
or disposed of by the assailant while in flight. 

 Assists other police units assigning officers as needed in other phases of the investigation. 

 Will be in command until the HMPU member arrives. 
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PRECINCT PERSONNEL 

	 Will not formally interrogate the suspect. 

	 Record any spontaneous comments made by the suspect. 

	 Package and retain as evidence any items collected from the suspect. 

	 Check the suspect’s hands for physical evidence (e.g., blood, fibers, etc.) prior to placing 
the suspect in the cellblock area. 

CIB 

 Takes charge of the crime scene.
 
 Directs the processing of the scene by the Forensic Services Section (FSS) personnel.
 
 Ensures that required notes and sketches are made.
 
 Assists the Medical Examiner as needed.
 
 Ensures that all evidence is taken into custody by FSS personnel.
 
 Attends autopsies at the Medical Examiner’s Office.
 
 Conducts necessary investigation outside Baltimore County.
 
 Reviews the entire case with the State’s Attorney’s Office.
 

DYING DECLARATIONS 

	 Investigating officers will make every effort to obtain a dying declaration. 

HOSPITAL PROCEDURES 

	 The investigating officer will: 
1. Take possession of all clothing removed from the victim at the hospital and caution 

hospital personnel against loss or destruction of other articles left on the body. 
2.	 Package each item of clothing separately in paper containers. 
3.	 Attempt to interview the victim’s family/friends arriving at the hospital in an effort to find 

out who the victim was last seen with, where the victim was going when last seen, and 
get as much background information on the victim as possible. 

REFERENCE 

	 Field Manual, Article 7 (Evidence). 

1-5.5.1 DEATH AND MURDER SCENE SEARCHES 

RESPONDING OFFICERS 

	 May enter a dwelling or building without a search warrant for the purpose of: 
1.	 Searching for and locating the victims and summoning medical aid, if necessary. 
2.	 Locating any dead bodies and taking necessary steps to prevent the loss or 


destruction of any evidence.
 
3. Searching for and detaining any assailants that may still be on the premises. 

 Must stop their searches once the victim and/or assailants are located. Further search 
must be accompanied by consent or a warrant. 

 Attempt to obtain a verbal or written consent to search from a person authorized to grant 
the consent. 

 If the consent is granted: 
1.	 Investigate the scene to determine the manner and cause of death. 
2.	 Vacate the scene and establish a perimeter if the death appears to be a homicide. 
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1-5.5.2 CONSPIRACY/CONTRACT MURDERS 

DEPARTMENT MEMBERS 

	 Receiving information of a possible contract or conspiracy murder will: 
1.	 Immediately notify the Homicide/Missing Persons Unit (HMPU). 
2.	 Complete a Form 47, Confidential Report of Investigation, documenting information 

known at that time, and forward it to the HMPU. 

SHIFT/UNIT COMMANDER 

	 Ensures that immediate notification is made to the HMPU upon obtaining information 
concerning a contract or conspiracy murder. 

	 Ensures that appropriate action is taken to safeguard the lives of potential victims. 

HOMICIDE/MISSING PERSONS UNIT (HMPU) 

	 Initiates an Incident Report. 

	 Conducts follow up investigations in accordance with current Standard Operating 
Procedures (SOPs). 

1-5.6 ROBBERY 

INITIAL RESPONSE 

	 Sirens will not be used in the proximity of the robbery scene. 

	 Extreme caution will be used at all times when approaching robbery scenes. 

	 Officers will not rush into any building upon arriving at the scene of a robbery alarm. 

	 Business establishments will not be contacted by telephone to verify robbery alarms. 

	 As new information is received, the 9-1-1 Communications Center must be notified. 

	 If a suspect fits the description and a field interview creates reasonable suspicion, take the 
suspect into custody and advise the dispatcher. 

INVESTIGATING OFFICER 

	 Notify their supervisor. 

	 If victims have suffered a loss of property, refer to Section 1-4.4.1 for instructions regarding 
the Form 25, Civilian Stolen Property Form. 

	 Complete a Form 208, Investigative Guide, if needed, and forward it to the Information & 
Records Management Unit. 

SUPERVISORS 

	 Ensure the investigation is properly conducted. 

	 Notify the Robbery Unit if the robbery is verified and the Robbery Unit has the responsibility 
to conduct follow-up investigations. 

REPORTING 

	 Robberies will be reported on an Incident Report using the appropriate offense code(s). 

	 All robbery reports will be completed and approved prior to the end of the officer’s tour of 
duty. 

	 If force is used to obtain a purse from a victim, or a purse is obtained by placing the victim 
in fear, the offense will be reported as robbery with a situation found code of “J10 Robbery, 
Purse Snatching.” 

	 If robbery occurs at a business, the business is listed as the first victim in the Incident 
Report followed by any additional victims. 

	 If a vehicle is taken as a result of a robbery, the vehicle information will be placed in the 
Vehicle tab of the Incident Report. 
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	 Record the times of the notifications and the name of the supervisor acknowledging the 
notification in the Narrative tab of the Incident Report. 
NOTE: If the Robbery Unit is not working and assistance is needed, the 9-1-1 Police 
Liaison will contact a Robbery Unit supervisor to evaluate the need for assistance. 

	 Refer to Field Manual, Article 8 (Report Writing), for required report distribution. 

1-5.6.1 VERIFIED BANK ROBBERIES 

OFFICER-IN-CHARGE INSIDE 

 Clarifies information received with the 9-1-1 Communications Center.
 
 Surveys the overall situation.
 
 Secures the crime scene.
 
 Places a guard on the entrance to prevent entry of unauthorized persons.
 
 Notifies the Robbery Unit.
 
 Assigns personnel to interview witnesses.
 

OFFICER-IN-CHARGE OUTSIDE 

 Detains witnesses outside of the establishment. 

 Surveys the area and determines any needs. 

 Makes outside assignments. 

 Has surrounding area searched. 

ROBBERY UNIT 

 Searches the scene after processing by Forensic Services personnel. 

 Determines whether or not the Federal Deposit Insurance Corporation has jurisdiction and if 
so, contacts the local Federal Bureau of Investigation Office. 

1-5.6.2 FORM 208, INVESTIGATIVE GUIDE 

GENERAL 

 The Form 208, Investigative Guide, may be completed for all crimes.
 
 The Form is to be used at the supervisor’s discretion as a training tool or investigative aid.
 
 Completed forms are submitted to the Information & Records Management Unit.
 

1-6.0 NARCOTICS ENFORCEMENT 

DEFINITION 

	 Drug - any substance, natural, or artificial, other than food, that by its chemical nature alters 
structure or function in the living organism. 

DEPARTMENT MEMBERS 

	 Having knowledge of a narcotics or dangerous drug violation will conduct an investigation 
or notify their supervisor as appropriate. 

	 Coming into possession, custody, or control of any suspected illegal drugs will secure and 
handle such items in accordance with established procedures in the Field Manual, Article 7 
(Evidence). 

	 Submit suspected controlled dangerous substances (CDS) to the Chemistry Unit for 
analysis. 
EXCEPTION: Noxious inhalants and non-evidentiary CDS residue and syringes. 

	 Will not dispose of suspected drugs except as authorized by the Evidence Management 
Unit (EMU) upon the receipt of a Form 128, Disposition of Property/Evidence, or as 
authorized for analysis by the chemist. 
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	 May continue investigation of narcotics complaints at the precinct level when arrests are not 
made immediately. However, the team supervisor of the involved members will forward a 
Form 257, Vice/Narcotics Data Entry Information Form, (continued on a Form 47, if 
necessary) to the Vice/Narcotics Section (VNS) analyst within 48 hours if the investigation 
or complaint is related to CDS distribution. 

	 Must notify the VNS as soon as possible when any of the following are involved: 
1.	 Home invasions that are drug related.
 
2.	 Significant seizures of CDS as determined by the shift commander.
 
3.	 Currency seizures in excess of $10,000.
 
4.	 Any hidden compartments in vehicles.
 
5.	 Major conspiracy cases.
 
6.	 Significant seizures of paperwork relating to identity theft indicating prescription fraud.
 
7.	 Liquid PCP seizures.
 
8.	 Clandestine laboratories.
 
9.	 Interstate drug trafficking.
 
10. Theft of narcotics.
 
NOTE: VNS shall be notified when outside jurisdictions request assistance with CDS
 
investigations inside Baltimore County.
 

	 Will not: 
1.	 Apply for, receive, or serve any search and seizure warrant pertaining to illegal 

narcotics without first contacting a supervisor in the VNS. 
2.	 Go undercover or surreptitiously join groups of persons for the purpose of acquiring 

evidence of narcotics violations without the expressed permission of their commander. 
Prior to such permission, their commander must notify the Vice/Narcotics Section 
Commander. 

1-6.1 NON-EVIDENTIARY CDS/PARAPHERNALIA 

GENERAL 

	 Suspected CDS and paraphernalia of a non-evidentiary nature will be: 
1.	 Packaged according to the Field Manual, Article 7 (Evidence). 
2. Disposed of according to the Field Manual, Article 6 (Miscellaneous Property Issues). 

 In the above instance, an Incident Report will be completed. 

1-6.1.1 CLANDESTINE LABORATORIES 

INVESTIGATING OFFICERS 

 Leave the immediate vicinity and secure the area.
 
 Advise the 9-1-1 Communications Center to notify the Vice/Narcotics Section (VNS).
 

VICE/NARCOTICS SECTION (VNS) 

	 Requests the Hazardous Devices Team to respond. 

	 Requests the Federal Drug Enforcement Administration’s Clandestine Lab Team to 
respond to the scene. 

	 Contacts the Fire Department to dispatch the Hazardous Materials Unit, Satellite Unit, and 
a Medic Unit. 

	 Requests the presence of the chemists from the Chemistry Unit at the scene regarding the 
laboratory contents. 

HAZARDOUS DEVICES TEAM 

	 Coordinates the various agencies responsible for dismantling and cleanup operations. 
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	 Notifies the Department of Environmental Protection and Sustainability (DEPS) for cleanup 
and disposal of any clandestine laboratory, if necessary. 

REFERENCE 

	 Emergency Response Guidebook. 

1-6.2 ADULT NARCOTICS VIOLATIONS 

INVESTIGATING OFFICERS 

 Encountering subjects possessing a small quantity of suspected controlled dangerous 
substances (CDS) may affect an immediate arrest. 

 Not making an immediate arrest of subjects for possessing a small quantity of suspected 
CDS will: 
1.	 Obtain positive identification of the subject. 
2.	 Complete an Incident Report. 
3.	 Submit the suspected CDS for chemical analysis per Field Manual, Article 7 


(Evidence).
 
4.	 Complete a Form DC/CR1, Application for Statement of Charges, in accordance with 

the Field Manual, Article 4 (Arrest, Custody and Court), in cases when the chemical 
analysis is positive. 

	 Encountering subjects possessing CDS in quantities indicating an intent to 
distribute/manufacture may immediately arrest and charge the subject with a violation of the 
CDS laws. 

ADULT STUDENTS 

	 If the student involved in the alleged offense is 18 years of age or older, he/she will not be 
removed from the school but may be interviewed in school in order to make proper 
identification. 
EXCEPTION: When an amount of suspected CDS in quantities to indicate an intent to 
distribute/manufacture is present: 
1.	 The offender will be placed under arrest, transported to the precinct for processing, 

and charged with the appropriate violation of the CDS laws. 
2.	 School personnel who witnessed the alleged incident will be interviewed. 

1-6.3 DRUGS IN THE WORKPLACE 

GENERAL 

 Officers called to investigate narcotics activity in a workplace will handle it as they would for 
other calls for service. 

 Supervisors will evaluate the need for Vice/Narcotics Section expertise. 

VICE/NARCOTICS SECTION (VNS) 

	 Evaluates all calls for narcotics investigation within a workplace to determine the proper 
level of investigation. 

 Coordinates cases requiring extended internal investigations. 

 Advises the requesting organization’s personnel on proper response to their situations. 

 Coordinates all information and collection of evidence for future prosecution. 

 Provides support when deemed necessary by the VNS Commander. 

VNS COMMANDER 

	 Maintains files on all “Drugs in the Workplace” incidents and reports the extent and results 
of such investigations periodically to the Operations Bureau Commander. 
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REFERENCES 

 The Federal Omnibus Drug Initiative Act of 1988.
 
 Governor of Maryland’s Statewide Substance Abuse Executive Order of 1989.
 

1-6.5 SEIZED ASSETS 

GENERAL 

	 Forfeiture of seized property may result from investigations: 
1.	 Initiated by the Department. 
2. Involving cooperation/participation with a federal and/or state agency. 

 Federal asset seizure fund: 
1.	 Needs are identified during the annual budget preparation process. 
2.	 Are appropriated annually into a gifts and grants account.
 

NOTE: There is no special request process for these funds.
 
	 All currency, $500 or greater (no coins), firearms, and other weapons are subject to 

forfeiture if the circumstances of the case establish, by a preponderance of the evidence, 
that the currency, firearms, or other weapons were used or intended for use in connection 
with the illegal manufacture, distribution, or dispensing of controlled dangerous substances 
(CDS) or controlled paraphernalia. 
EXCEPTION: Rare or collectable coins may be seized in some circumstances. Contact 
the Vice/Narcotics Section (VNS) Asset Seizure Coordinator if assistance is needed. 

	 Currency seized from gambling violations (e.g., unlawful bookmaking, unlawful betting, 
illegal gaming devices, etc.) is subject to forfeiture. 

 The Department expressly prohibits bias-based profiling in all asset seizure and forfeiture 
efforts. 

INVESTIGATING OFFICERS 

	 Immediately notify their supervisor when currency is seized during an investigation. 

	 Contact the VNS Asset Seizure Coordinator prior to seizing a vehicle or other property if the 
seizure results from an ongoing investigation. 

	 Review and sign affidavits forwarded from the Legal Section. 

	 Forward signed affidavits to their commander. 

	 Submit a Form 12L (Seizure 12L) to their precinct/section commander containing the 
following information: 
1.	 A short narrative of the incident surrounding the asset seizure. 
2.	 Name, date of birth, race, and sex of the defendant(s). 

NOTE: All defendants from whom assets are seized will be listed in the same Form 
12L. 

3.	 Defendant(s) address. 
4.	 CC number. 
5.	 Date of seizure. 
6.	 Address where asset was recovered, including zip code. 

NOTE: Nearest cross streets may be used, if no specific address is applicable. 
7.	 Description of assets seized; if applicable, provide total value. 

NOTE: When there are multiple defendants, the Form 12L must specify which assets 
were seized from each. 

8.	 Description, make, model, and serial number of any firearm(s) and asset(s) seized, if 
applicable. 

9.	 Whether or not CDS was seized in this case. 
10. Whether or not defendant(s) was charged using a Civil Citation. 
11. Trial date and court information, if known. 
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12. Seizing officer’s name, identification number, assignment, and phone number. 
NOTE: Attach to the Seizure Form 12L all related documentation, including: statements by 
defendant, Statement(s) of Probable Cause, Arrest Report(s), warrants, property forms, 
Search and Seizure Warrant, when applicable. 

	 Forward the Seizure Form 12L and all related documentation to the Legal Section within 72 
hours. 
NOTE: Due to strict notification timelines established by Maryland law, failure to forward 
documentation within the required 72 hours may jeopardize forfeiture proceedings. 

	 Refer to Field Manual, Article 8 (Report Writing), for required report distribution. 

PROCEDURES FOR SEIZED ASSETS 

	 All property will be packaged according to evidence procedures outlined in the Evidence 
Packaging Manual. 

	 All currency will be put into a sealed KAPAK. 

	 Members are required to count all currency, regardless of the amount, in the presence of a 
supervisor and, if possible, the person(s) from whom the currency was seized. After 
witnessing the inventory, these individuals will sign the Form 15, Property Inventory. If the 
person cannot or refuses to sign, the investigating officer will note the reason on the Form 
15 and initial. 

	 The amount of each denomination is to be listed in the description section of the Form 15. 
Stack the currency by denomination and rubber band large groups, and then photograph. 

	 Currency is listed as one item on the Form 15. 

	 When currency is seized from different locations in a house, business, or vehicle, or from 
multiple defendants, it should be kept separate and be packaged under separate evidence 
item numbers, separate KAPAKs, and separate Forms 15 based on defendant possession. 
The KAPAKs will be photographed individually. 

	 Members will not seize coins, or combine currency found in different locations or in the 
possession of separate defendants to reach the $500 threshold for forfeiture in CDS cases. 

	 Consider currency amounts of less than $500 per defendant as personal property. This 
currency will be left at the scene or held in accordance with prisoner property procedures. 

	 A photograph should be taken of all seized currency. Do not place the photographs in the 
sealed KAPAK containing the currency. 

	 KAPAKs remain sealed upon arrival at the EMU. Currency not in a sealed KAPAK will not 
be accepted by EMU personnel. 

	 If currency serial numbers are relevant to the case (e.g., to identify bait currency, etc.), each 
piece of paper currency should be photocopied to show the denomination and serial 
number. Use the overlap method or reduce the copy to three-quarter size. The 
photocopies will be submitted as evidence. 

	 If the currency seized is rare or collectible, or a negotiable instrument having a value 
greater than the face value, it must be submitted to the EMU and held as evidence. 
EXCEPTION: See Evidence Packaging Manual for biologically contaminated evidence. 

SHIFT/UNIT COMMANDERS 

	 Ensure a Seizure Form 12L was prepared for each CC number. 

	 Ensure the Seizure Form 12L and attachments are forwarded to the Legal Section within 72 
hours. 

	 Ensure affidavits are logged into the Court Summons Log Book, indicating the date of 
receipt and initials of the member receiving the affidavit. 

	 After review and signature, forward the affidavit to the Legal Section. 

	 Immediately notify the Legal Section, via a 12L, Intra-Department Correspondence, if an 
affidavit cannot be completed and returned within 15 days. 
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VICE/NARCOTICS SECTION ASSET SEIZURE COORDINATOR 

 Assists with the drafting of the Search and Seizure Warrant and Affidavit.
 
 Conducts financial investigations, including all pre-seizure financial investigations.
 
 Determines if the criterion for a seizure exists.
 
 Obtains appraisals of seized property.
 
 Assists with physical seizure when needed.
 
 Forwards all supporting paperwork related to the seizure to the Legal Section.
 

LEGAL SECTION 

	 Is responsible for forfeiture proceedings concerning firearms and other weapons, currency, 
vehicles, and other personal property seized by Department members that are traceable to 
illegal manufacture, distribution, or dispensing of CDS or controlled paraphernalia. 

	 Is responsible for forfeiture proceedings concerning gambling violations. 

	 Maintains files and documentation relating to seized assets. 

	 Completes asset sharing forms for assets seized in federal task force cases and joint 
investigations with federal agency involvement. 

	 Commander will review the asset sharing form and ensure that it is approved by the Chief 
of Police. 

	 Distributes copies of the asset sharing form to the Budget Management Section, the State’s 
Attorney’s Office, and other sections or agencies as appropriate. 

	 Prepares affidavits when necessary. 

	 Forwards affidavits to the seizing officer’s commander. 

BUDGET MANAGEMENT SECTION 

	 Deposits funds into a designated account. 

	 Performs related record keeping. 

	 Monitors and reconciles all expenditures related to asset seizure funds. 
NOTE: Grant expenditures will be separated for accounting purposes. 

MATERIALS & FACILITIES MANAGEMENT UNIT 

	 Separately identifies all equipment purchased with federal asset forfeiture funds, or placed 
into inventory as the result of federal forfeiture, and ensures that all federal inventory control 
requirements are followed. 

	 Ensures the proceeds from the sale of any fixed assets purchased with asset forfeiture 
funds are properly disposed in a designated revenue account. 

REFERENCES 

 Annotated Code of Maryland, Criminal Procedure Article. 

 Evidence Packaging Manual. 

1-6.5.1 SEIZED VEHICLES 

STATE VEHICLE SEIZURE LAW 

	 Allows for a vehicle used to transport or conceal any quantity of controlled dangerous 
substance (CDS) to be seized, with the following exceptions: 
1.	 Common carriers or vehicles for hire. 
2.	 Vehicles unlawfully in the possession of a person other than the owner. 
3.	 Vehicles whose owners have no knowledge that the vehicle was used in the
 

aforementioned crime(s).
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INVESTIGATING MEMBERS 

	 May only seize a vehicle when a felony CDS charge can be filed and the registered owner 
was involved in the offense. 

	 Should only seize a vehicle after a seizure warrant has been obtained. 

	 May seize a vehicle at the time of the incident if the: 
1.	 Vehicle is for sale. 
2.	 Vehicle owner indicates awareness of the fact that the vehicle is subject to seizure. 
3.	 Member has knowledge that the owner is aware that the vehicle is subject to seizure. 
4.	 Vehicle is registered to a location outside of Baltimore City, Baltimore, Howard, 

Harford, Anne Arundel, or Carroll Counties. 

	 Have their supervisor review the case prior to application for the warrant. 

	 Draft the seizure warrant and affidavit with the assistance of the Vice/Narcotics Section 
(VNS) Asset Seizure Coordinator. 

SEIZING OFFICERS 

	 Give a copy of the warrant and affidavit to the owner at the time of the seizure or as soon 
after as possible. 

	 Take photographs of the vehicle, making sure damaged areas are photographed. 

	 Conduct an inventory search and return personal property to the owner, including the tags. 

	 Leave inside the vehicle any vehicle manuals, emission certificates, keys, and accessories 
attached to the vehicle. 

	 Contact the Regional Auto Theft Task Force to determine the identity of the vehicle. 

	 Contact the K-9 Unit to have the vehicle searched by the drug detection team prior to 
storing in the impound lot. 

	 Submit the registration card as evidence in accordance with the Evidence Packaging 
Manual. 

	 Submit a Vehicle Seizure packet to the VNS Asset Seizure Coordinator within 72 hours that 
includes: 
1.	 A Form 12L, Intra-Department Correspondence, summary approved by the
 

precinct/unit commander detailing the:
 
a.	 Probable cause for the seizure. 
b.	 Make and model of the seized vehicle. 
c.	 Special features of the vehicle, including after-market items. 
d.	 Vehicle condition (i.e., excellent, good, fair, or poor). 
e.	 Damage to the vehicle. 
f.	 Vehicle mileage. 

2.	 A copy of all reports, photographs, records, and attachments relative to the seizure and 
the subjects involved. 

3.	 Photographs of the seized vehicle.
 
4.	 A copy of the statement of charges of all involved subjects.
 
5.	 Copies of any warrants obtained, if applicable.
 
6.	 Certified copies of the vehicle title.
 
7. Copies of the Form 98, Request for CDS Analysis.
 
NOTE: When a vehicle is seized without a warrant, the VNS Asset Seizure Coordinator will
 
obtain items 6 and 7 above. The VNS Asset Seizure Coordinator will provide any needed
 
assistance.
 

1-6.5.2 OTHER SEIZED PROPERTY 

SEIZURE CRITERIA 

	 Property must have been acquired by the defendant during the time period when the 
controlled dangerous substance (CDS) violations were committed. 
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	 Property was furnished or intended to be furnished in exchange for CDS or is traceable 
proceeds of drug transactions. 

	 Probable cause exists and is in the scope of a search and seizure warrant. All documents 
relating to the purchase of the property and other financial documents must be in the scope 
of the warrant. 
EXCEPTION: When there is no probable cause, the ASU will conduct a background check 
to determine if the property is subject to seizure. 

1-7.0 VICE LAW INVESTIGATIONS 

VICE/NARCOTICS SECTION (VNS) 

	 Monitors areas in which vice problems occur (e.g., pool halls, bars, etc.) for the purpose of 
enforcement and coordination with other law enforcement agencies. 

 Conducts investigations that involve electronic surveillance. 

 Follows up information on Forms 257, Vice/Narcotics Data Entry Information Form. 

INVESTIGATING OFFICERS 

	 Learning of vice law violations, but unable to arrest, will complete a Form 257 (continued on 
Form 47, Confidential Report of Investigation, if necessary) and forward it to VNS through 
their commander. 

REQUIRED REPORT INFORMATION 

 For all offenses, include a description of the persons involved. 

 For gambling include the: 
1.	 Time bets are taken. 
2.	 Location of gambling (e.g., business, residence, motel, etc.). 
3.	 Telephone number where bets are received and/or called in. 
4. Code words used to place bets. 

 For prostitution include the: 
1.	 Location being worked (e.g., street, motel, club, etc.) and times. 
2.	 Description of persons involved. 
3.	 Price. 
4. Code word or name used. 

 For loan-sharking include the: 
1.	 Amount of interest being paid. 
2. Basis for the loan (e.g., gambling, debt, narcotics deal, etc.). 

 For adult pornography include the: 
1.	 Type of violation (e.g., films, shows, magazines, etc.). 
2.	 Location of activity and times. 

REPORT DISTRIBUTION 

	 Refer to Field Manual, Article 8 (Report Writing), for required report distribution. 

1-8.0 MISCELLANEOUS CRIME/INCIDENT INVESTIGATIONS 

1-8.1 SOLICITING RIDES OR BUSINESS IN ROADWAYS - PEDESTRIANS 

INVESTIGATING OFFICERS 

 Approach the subject and verbally warn that the practice is illegal.
 
 Obtain the subject’s identification.
 
 May arrest a subject who refuses to provide identification. An appropriate citation will then 


be issued. 

BALTIMORE COUNTY POLICE DEPARTMENT Page 59 
FIELD MANUAL / ARTICLE 1 
GENERAL ORDER # 2016-01 

http://pdnet.bcnet/Resources/documents/eForms/e257.doc
http://pdnet.bcnet/Resources/documents/eForms/e257.doc
http://pdnet.bcnet/Resources/documents/eForms/e47.doc


 

      
    

    

     

    
 

      
 

 

        

             

        
 

 

       
 

      
 

 

       
 

 

      

        

           
    

     
     
   
      

            
        

             
 

 
   

      

    

    

        

      

       

           

        

     
 

  

        
 

 

    
 
 
 

 Request a wanted check. 

 Complete a Field Interview Report. 

1-8.2 ILLEGAL SELLING OR FURNISHING OF ALCOHOL 

GENERAL 

 For this offense, a criminal citation will be completed.
 
 The licensee and/or his employee will not be taken into custody on this violation.
 
 Refer to Field Manual, Article 8 (Report Writing), for required report distribution.
 

REFERENCE 

	 Field Manual, Article 4 (Arrest, Custody, and Court). 

1-8.3 TAMPERING WITH FOOD OR DRUGS 

GENERAL 

	 Federal agencies normally have investigative authority for such incidents. 

INVESTIGATING OFFICERS 

 Complete an Incident Report.
 
 Have the 9-1-1 Communications Center contact the Baltimore County Health Department.
 
 Contact the Federal Bureau of Investigation (FBI) when tampering occurs away from the
 

point of manufacture and is: 
1.	 Widespread and has resulted in serious injury. 
2.	 Life-threatening or has caused deaths. 
3.	 Extortion related. 
4. Perpetrated to cause injury to a company’s reputation. 

 Contact the Food and Drug Administration (FDA) when tampering occurs at the point of 
manufacture and the contaminated product has moved into interstate commerce. 

	 Take into evidence any package, wrapper, or container as well as any remaining food or 
drug. 

REQUIRED REPORT INFORMATION 

 Type of product and brand name.
 
 Date and time purchased or received.
 
 Location purchased or received.
 
 Name of person from whom the item was obtained.
 
 Lot number of the item.
 
 Name of the Health Department personnel notified and time notified.
 
 Name, agency, and telephone number of any other agency contacted.
 
 Action taken by the store as to remaining products.
 
 Summary of interviews with all parties.
 

REPORT DISTRIBUTION 

	 Refer to Field Manual, Article 8 (Report Writing), for required report distribution. 

REFERENCE 

	 Field Manual, Article 7 (Evidence). 
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1-8.4 BRIBERY ATTEMPTS 

INVESTIGATING OFFICERS 

	 Offered a bribe that is unlikely to be repeated will make an immediate arrest. 

	 May feign interest in the bribe and attempt to arrange a second meeting. 

	 As soon as possible after the bribery attempt, contact their supervisor who in turn will 
contact the State’s Attorney’s Office for assistance. 

	 Will not discuss the operation with any person not involved. 

INTELLIGENCE UNIT 

 Provides technical equipment and instructions, including body wires. 

 Offers assistance but will not be in charge of the investigation. 

1-8.5 POLITICAL CAMPAIGN SIGN VIOLATIONS 

INVESTIGATING OFFICERS 

	 Initiate an Incident Report including the location and type of sign, candidate’s name or issue 
involved, and the date and time the candidate/campaign official was notified to remove the 
sign. 

	 Issue a criminal citation charging the candidate/campaign official if the sign is not removed 
after the notification and the 24-hour grace period. 

	 If the citation is refused, file an application for a summons with a District Court 
Commissioner. 

	 If the candidate/campaign official cannot be located after the 24-hour grace period, follow 
the summons process. 

SHIFT/UNIT COMMANDERS 

	 Verbally notify the candidate/campaign official of the violation and give them a 24-hour 
grace period to remove the sign. 

1-8.6 WATER RESTRICTION VIOLATIONS 

INVESTIGATING OFFICERS 

	 Respond to all calls of water restriction violations when restrictions are in effect. 

	 Attempt to interview the alleged violators and advise of the restriction. 

	 Witnessing a first offense, will verbally warn the violator. 

	 Complete an Incident Report using the offense code “Water Violation.” The suspect is the 
person actually violating the restriction and not the property owner or employer. 

	 Issue a criminal citation if all other elements for use are present. 

	 May make application for a summons or warrant if they did not witness the violation. 

1-8.7 DOMESTIC NOISE COMPLAINTS 

INVESTIGATING OFFICERS 

	 Determine if noise is being created in such a manner to unreasonably disturb the peace, 
quiet, and comfort of neighboring inhabitants. 

	 Attempt to locate a complainant or neighbor affected by the noise. 

	 Consider the time of day, noise level, source of noise, and who is affected by the noise. 

REPORTING 

	 An Incident Report must be completed even if the complainant is unknown. 

BALTIMORE COUNTY POLICE DEPARTMENT Page 61 
FIELD MANUAL / ARTICLE 1 
GENERAL ORDER # 2016-01 



 

      
    

    

   

          
   
      
         

 
      

      

    

       
 

 

            
           

            
       

       

           
              

  
    
    
           

            
               

 
 

     
 

 

           
         

         
          

  
 

 

   
 

    
 

 

             
       

          
     
     

         
 

 

          
 

REQUIRED REPORT INFORMATION 

	 Name, address, telephone number, and date of birth of the following persons: 
1.	 Property owner. 
2.	 Tenant or leaseholder for property. 
3.	 Persons primarily responsible for the violation (or person in charge of a group of 

individuals). 
4.	 Neighbors adjacent to the location where the offense is occurring and who have been 

affected by the noise, if possible. 

 Complainant information, if known. 

 CC numbers and dates from previous incidents. 

ENFORCEMENT 

	 Individuals may be charged on a civil or criminal citation at the officer’s discretion. An 
individual charged with a subsequent offense will be charged on a criminal citation. 

	 When three or more reports have been filed at one address within a 60 day period, a 
citation charging the owner/landlord may be issued for each subsequent offense regardless 
of whether they are present when the violation occurs. 

	 Notification must be made to the owner/landlord, prior to enforcement action, by certified 
mail or a hand delivered written notice. Notices will be sent by authority of the precinct 
commander and include: 
1.	 Address of the violation. 
2.	 Dates and times of violations. 
3.	 Section number of the domestic noise ordinance from the Baltimore County Code. 

	 When persistent violations occur, a court injunction may be sought to prohibit a person from 
creating or permitting the creation of noise. The County Office of Law will be contacted in 
these situations. 

1-8.8 IMPROPER OR MISSING ADDRESSES 

MEMBERS 

	 Contact the Baltimore County Fire Department Office of the Fire Marshal and report the 
discovery of missing or improperly marked residential/commercial street addresses. 
NOTE: Members receiving information of a missing or improperly marked 
residential/commercial street address from a citizen will confirm a violation exists prior to 
contacting the Fire Department. 

REFERENCE 

	 Baltimore County Code. 

1-8.10 HAZARDOUS MATERIALS (HAZMAT) 

GENERAL 

	 The Department will be guided by the decisions of the Fire Department’s HAZMAT Unit and 
will assist the Fire Department at HAZMAT incidents. 

	 The Fire Department will assess and classify HAZMAT incidents into one of two categories: 
1.	 Non-credible - no clinical hazard present. 
2. Credible - potential clinical hazard. 

 The Fire Department’s HAZMAT Unit will be responsible for notifications. 

INVESTIGATING OFFICERS 

	 Take precautions against self-contamination by staying away from the immediate HAZMAT 
site. 
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	 Protect nearby persons, property, and the environment from contamination. 

	 Avoid contact with hazardous materials and remain upwind. 

	 Notify the 9-1-1 Communications Center and shift/unit supervisor. 

	 Request the Fire Department HAZMAT Unit to respond. 

	 Try to identify the hazardous material without jeopardizing personal safety. 

	 Isolate and restrict entry into the area by establishing a perimeter recommended in the 
“Emergency Response Guidebook” if the HAZMAT is known or 1,500 feet if unknown. 

	 Will not use flares and/or transport any hazardous material. 

	 Advise if any hazardous material is in any tidal waters or reservoir. 

	 Evacuate as necessary (See Field Manual, Article 11, Section 3.0, Evacuation Procedures). 

	 Will not move vehicles, containers, or wreckage except when necessary to rescue people 
or assure public safety. 

	 Will not approach the immediate scene, accident, and/or fire. 

	 Block traffic and pedestrians. 

	 Keep the 9-1-1 Communications Center appraised of traffic conditions and the need for 
traffic management assistance. 

	 Have residents “shelter in place” (i.e., remain in an enclosed area). 

	 Initiate and complete an Incident Report by the end of the officer’s tour of duty for all 
credible and non-credible incidents. 

 Refer to Field Manual, Article 8 (Report Writing), for required report distribution. 

REQUIRED REPORT INFORMATION 

	 Names, addresses, telephone numbers, and dispositions of individuals that are or could be 
affected by the substance/material. 

REFERENCE 

	 Emergency Response Guidebook. 

1-8.11 MEDICAL WASTE 

MEDICAL WASTE 

 May contain infectious diseases and should be treated with caution. 

 Includes the following: 
1.	 Anatomical material. 
2.	 Blood. 
3.	 Soiled articles. 
4.	 Contaminated material (e.g., laboratory waste, feces, etc.). 
5.	 Sharps, syringes, needles, and surgical instruments. 

INVESTIGATING OFFICERS 

 Notify their immediate supervisors.
 
 Notify the 9-1-1 Communications Center and advise of the:
 

1.	 Exact location and potential danger of the material. 
2.	 Nature and amount of waste material. 
3.	 Type of immediate assistance required. 

	 Initiate an Incident Report using the offense code “Other Criminal Incident” to compile 
information on the hazardous medical waste and include signs of intentional dumping and 
identification of persons or business responsible. 
EXCEPTION: When a small number of sharps are encountered, where there are no signs 
of intentional dumping and the responsible party cannot be determined, the material may be 
disposed of in the precinct bio-hazard container and no report is necessary. 
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9-1-1 POLICE LIAISON 

	 Contacts the County Department of Environmental Protection and Sustainability (DEPS). 

DEPS 

	 Responds to coordinate the recovery efforts. 

	 Is responsible for evidence collection, determination of origin, prosecution, and disposition 
of the material. 

1-8.12 RADIOACTIVE MATERIALS 

INVESTIGATING OFFICERS 

	 Treat incidents involving spillage or release of radioactive materials or injuries as HAZMAT 
incidents. 

	 Notify the Maryland State Department of Health and Mental Hygiene through the 9-1-1 
Communications Center. 

	 Notify the First United States Army Headquarters at Fort George Meade if the incident 
involves atomic weapons. 

	 Make every possible effort to rescue injured or trapped persons and remove them from the 
incident area. 

	 Limit first aid to that necessary to save life or minimize injury. 

	 When transporting persons exposed to radioactive materials to a hospital or medical facility: 
1.	 Inform transporting personnel of the possibility of radioactive contamination. 
2.	 Have the 9-1-1 Police Liaison contact the medical facility and advise them of possible 

contamination. 

 Detain individuals not removed to a medical facility until they can be appropriately 
monitored for contamination. 

 Obtain the names and addresses of all persons involved, including those who cannot be 
detained and those removed from the scene. 

 Restrict access to the incident area by: 
1.	 Establishing safety lines at a 1,500 foot radius. 
2. Denying access until the radiation monitoring team advises it is safe. 

 Fight fires as though toxic chemicals were involved. 

 Keep upwind, avoid smoke, fumes, and dust. 

 Segregate clothing and tools until they can be checked for radioactivity. 

 Will not eat, drink, or smoke in the incident area or use food or beverage that may have 
been in contact with radioactive material. 

	 Only move wreckage the shortest distance possible to rescue people or if a right-of-way 
must be cleared. 

	 Detour pedestrian and vehicular traffic. 

	 Wash spillage on the cleared pathway with minimum dispersal of wash water. 

	 Will not handle, use, or remove from the area any material, equipment, or items suspected 
of contamination unless released by monitoring personnel. 

	 Identify officers that have been contaminated and take appropriate action. 

	 Minimize personal contact when radioactive material is outside containers, assuming that 
the immediate area and anyone or anything may be contaminated. 

 Encountering containers which may contain radioactive materials will: 
1.	 Treat the container and surrounding area as if contaminated. 
2.	 Isolate the container and maintain a 25 foot perimeter. 
3.	 Detain anyone coming in contact with the container until they can be appropriately 

monitored. 
4.	 Notify the 9-1-1 Police Liaison of the location and request the Fire Department’s 

Hazardous Material Unit. 
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5.	 Render assistance to the Fire Department and other agencies. 

1-8.13 SIDEWALK SNOW REMOVAL 

GENERAL 

	 The Baltimore County Code requires that sidewalks be cleared within 24 hours after the end 
of a snowfall. 

	 Callers to the 9-1-1 Communications Center in reference to snow removal complaints will be 
directed to Baltimore County Code Enforcement. 

MEMBERS 

	 Advise snow removal complainants to contact Baltimore County Code Enforcement. 

	 Offer referral telephone numbers (i.e., Department of Aging or Social Services) to elderly or 
disabled individuals who are unable to clear their sidewalks. 

REFERENCE 

	 Baltimore County Code, 18-3-107, The Removal of Snow and Ice. 

1-9.0 NON-CRIMINAL INCIDENTS 

1-9.1 ANIMAL PROCEDURES 

1-9.1.1 DANGEROUS/HAZARDOUS ANIMALS 

INVESTIGATING OFFICERS 

	 Only respond to animal complaints if public safety is endangered. 
NOTE: Includes domestic and farm animals involved in a motor vehicle accident. 

	 Make every effort to confine or capture the animal. 

	 May use pepper aerosol restraint spray to subdue a dangerous animal. 

	 Advise dispatch of the type of animal and any other information available. 

	 Contact Animal Control for assistance. 

	 Use their service weapon as a last resort and in accordance with the Field Manual, Article 
12 (Use of Force/Weapon Systems). 

	 Avoid shooting the animal in the head as the brain is used to test for rabies. 

	 If unable to shoot an animal safely, in extreme circumstances, may request dispatch to 
contact the Tactical Unit Commander to determine if the tactical resources could assist in 
resolving the situation. 
NOTE: K-9 officers will not be utilized for animal complaints. 

	 Avoid handling suspected infected animals. A person need not be bitten by an animal to 
contract rabies. 

	 Contact the Designated Health Care Provider (DHCP) if they have touched a diagnosed 
rabid animal. 

	 Complete an Incident Report, when appropriate. 

	 Refer to Field Manual, Article 8 (Report Writing), for required report distribution. 

ANIMAL BITE REPORTING 

	 Issue Baltimore County Department of Health, Rabies Control Program Form to both victim 
and animal owner (if located). 

	 Complete an Incident Report containing the following: 
1.	 Owner of the animal. 
2.	 The address and telephone of the animal owner. 
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3.	 If the Baltimore County Department of Health, Rabies Control Program Form was 
issued to the animal owner, indicate the date and time of issuance. If not issued, 
indicate that it wasn’t issued and why it could not be issued. 

4.	 Indicate whether or not the animal is licensed. 
5.	 Indicate whether or not the animal is being confined. 
6. Indicate whether or not the animal was on a leash at the time of the bite. 

 The departmental approved incident template for animal bites will be used for all incidents 
involving animal bites. 

 The Incident Report must be completed and approved by a shift/unit commander prior to 
the end of the officer’s tour of duty. 

	 Refer to Field Manual, Article 8 (Report Writing), for required report distribution. 

REFERENCES 

 Baltimore County Code.
 
 Field Manual, Article 12 (Use of Force/Weapons Systems).
 

1-9.1.2 DEER KILLED ON ROADWAYS 

GENERAL 

	 The disposition of deer killed on roadways is governed by laws and directives issued by the 
Maryland Department of Natural Resources (DNR). 

	 If the deer dies as a result of being struck by a vehicle, the operator may take possession or 
donate the deer. 
NOTE: On-duty members will not take possession or accept the donation of any deer 
struck on the roadway or humanely destroyed. 

FORM WL-12, DEER TAG 

 Completed with the following disposition: 
1.	 Top portion - Affixed to the deer by wire or string. 
2.	 Bottom portion - Sent to the Information & Records Management Unit, which will 

forward it to the DNR Police. 
EXCEPTION: No tag is required if the vehicle operator is unknown. 

 When the motorist wishes to donate the deer, include the: 
1.	 Recipient’s name in the donation section of the tag.
 
2. Motorist’s signature and date of donation on the lines provided.
 
NOTE: The motorist is responsible for notifying the recipient of the deer for removal of the
 
carcass.
 

	 Supplied by the DNR Police. 

INVESTIGATING OFFICERS 

 Complete a Form WL-12, Deer Tag.
 
 Contact either the State or County Roads office for carcass removal as soon as possible.
 
 Need not remain at the scene if no traffic hazard exists.
 
 If a deer is injured by the collision and may not survive, follow the shooting policy in the
 

Field Manual, Article 12 (Use of Force/Weapon Systems). 

 Conduct an accident investigation, if needed. 

REFERENCES 

 Field Manual, Article 2 (Traffic Procedures). 

 Field Manual, Article 12 (Use of Force/Weapon Systems). 
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1-9.2 SUSPICIOUS SUBJECTS, VEHICLES, NOISES, AND CONDITIONS 

INVESTIGATING OFFICERS 

	 Interview the complainant to verify the type of suspicious activity. 

	 If a suspicious vehicle is involved, obtain a stolen vehicle check. 

	 If a suspicious subject is involved, initiate a Field Interview Report and obtain a wanted 
person check. 

1-9.3 ALARMS 

9-1-1 COMMUNICATIONS CENTER 

	 Acquires as much information as possible in reference to alarm calls (e.g., audible, silent, 
recorded, received from alarm company, etc.). 

	 Forwards available information to the responding officer. 

	 Cancels police response if the original alarm is received from an alarm monitor/company 
and dispatch verifies that the alarm is false. 

INVESTIGATING OFFICERS 

	 Dispatched to or coming upon the scene where an alarm has been activated attempt to 
ascertain the cause of the alarm (e.g., criminal intent, faulty system, accidental, etc.). 

	 Complete an Incident Report if activated due to criminal intent. 

	 Respond and verify a false alarm if so advised by the owner or employee of an alarmed 
premises. 

	 May cancel response when an alarm is verified as false by an alarm company or monitoring 
service through the 9-1-1 Communications Center. 
NOTE: The determination to cancel the response en route will be made by the dispatched 
officer or a team supervisor. 

	 If the owner or representative cannot be notified or refuses to respond, advise the 
dispatcher of such fact. If the business or home is secure, the call disposition will be a 
“Code 8.” 

	 Whether the owner or representative responds to the scene or not, verify that the alarm is 
faulty and that the building has been checked and found to be secure before advising of the 
call disposition. In this instance the call disposition will be “Code 8.” If the alarm 
reactivates repeatedly, the response may be canceled by a squad/team supervisor. 
NOTE: The fact that an alarm is not working will not be stated over the police radio. 

DESK OFFICERS 

	 Contact the property owner and request response to the scene to verify the security of the 
building when an alarm is verified as faulty by the responding officer. 

	 If the alarm company has previously notified the owner of the alarm, call the owner back 
after verification of the faulty alarm and so inform the owner. 

1-9.4 SICK OR INJURED PERSONS 

DEPARTMENT MEMBERS 

	 Discovering an unconscious, seriously injured, or ill person will request an ambulance. 
NOTE: Includes people suffering from the effects of alcohol or drugs. 

	 Discovering a person not as seriously ill as above will determine the person’s willingness for 
treatment and render reasonable assistance as appropriate, including transportation. 

	 Request an ambulance when: 
1.	 A small child is involved without a parent/guardian present. 
2.	 The person is unable to make a reasonable decision. 
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	 Suspecting a person to have amnesia or a mental disability will: 
1.	 Attempt to identify the person. 
2. Take the person to the precinct or a medical facility as appropriate. 

 If unable to identify a person having amnesia or a mental disability will: 
1.	 Send a telex message. 
2.	 Notify the Department of Social Services. 
3.	 Send a photograph to the Public Affairs Section for airing through the media.
 

NOTE: During off-hours the 9-1-1 Police Liaison will be contacted for media 

assistance.
 

	 May request the desk officer to advise the hospital when en route with a sick/injured 
person. 

	 Inform the medical facility staff that the Department is not responsible for the bill. 

	 Inform medical facility staff of the CC number, if applicable. 

	 Complete a Form 15, Property Inventory, marked “Safekeeping” for any property taken from 
a person. 

 Prepare a Form 273, Sick or Injured Person Medical Report, and forward to the shift 
commander. 

REPORTING 

	 An Incident Report will be completed for any sick or injured person when the cause of the 
sickness/injury is unknown, suspicious, or sudden and the sickness or injury is life 
threatening. Life threatening means any condition that could result in death (e.g., severe 
bleeding, traumatic injury, shock, conditions requiring resuscitation, etc.). 

REFERENCE 

	 Field Manual, Article 6 (Miscellaneous Property Issues). 

1-9.4.1 THREATENED SUICIDE 

RESPONDING OFFICERS 

	 Take immediate steps to protect the public if necessary. 

	 Advise dispatch of the type of assistance needed. 

	 Delay the suicide attempt, if possible. 

	 Take the person into custody for an emergency evaluation. 

	 Report the attempted suicide of a person in police custody using the offense code “Suicide 
Attempt in Police Custody” and mark “attempted” on the Incident Report. 
NOTE: This procedure will be followed regardless of where the incident occurs, (e.g., 
precinct station, police vehicle, etc.). 

	 Refer to Field Manual, Article 8 (Report Writing), for required report distribution. 

REFERENCE 

	 Field Manual, Article 4 (Arrest, Custody, and Court). 

1-9.4.2 AMBULANCE SERVICE 

DEPARTMENT MEMBERS 

	 Assist ambulance personnel as needed and accompany an ill or injured person in the 
ambulance when the person is: 
1.	 Violent, as determined by ambulance personnel. 
2.	 Involved in or has prior knowledge of a criminal matter that requires further police 

action. 
3. A prisoner. 

 May place their service weapon in a locked compartment in the ambulance for safety. 
BALTIMORE COUNTY POLICE DEPARTMENT Page 68 
FIELD MANUAL / ARTICLE 1 
GENERAL ORDER # 2016-01 

http://pdnet.bcnet/Resources/documents/eForms/e15.doc
http://pdnet.bcnet/Resources/documents/eForms/e273.doc


 

      
    

    

          

           
    

     
       

 
   

             

        
 

   

 
  

          

           
  

 
 

             
         

            
      

          
  
    
    
     
        

         
 

 

         
 

 

           
  

 
 

      
 

       
 

   

            
   

            
       

             
 

                 
 

 Will not request an ambulance to transport intoxicated persons unless they are ill or injured. 

 Notify the Office of the Chief Medical Examiner if the death of a victim occurs prior to 
transport, at which time the: 
1. Ambulance crew may be dismissed. 
2. Police will stand by until the Medical Examiner arrives. 

EMERGENCY SQUAD DOCTOR 

 Notified by the Fire Department when a doctor is needed at the scene of an emergency. 

 Transported to the scene by Department members and returned to the hospital via 
ambulance. 

1-9.4.3 AUTOMATED EXTERNAL DEFIBRILLATORS (AEDs) 

AED USE 

 Only members certified to operate an AED will use the devices. 

 AEDs will only be used when the patient is in cardiac arrest (i.e., not breathing/no pulse) and 
according to training. 

MEMBERS 

	 Return the AED to their precinct/assignment and contact the Safety Officer directly, or 
through the 9-1-1 Center Liaison, for further instructions, after each use. 

	 Document all uses of an AED in an Incident Report, using the appropriate offense code(s) 
(e.g., cardiac arrest, sudden death, etc.). 
NOTE: The following information will be included in the report: 
1.	 Patient’s information. 
2.	 Person using the AED. 
3.	 AED serial number. 
4.	 Patient response (if none, write none). 
5. Information outlining the use of the AED. 

 Refer to Field Manual, Article 8, for required report distribution. 

SUPERVISORS 

	 Review all reports regarding AED use for accuracy. 

COMMANDERS 

	 May request AED deployment for a specific event or detail where an ambulance would not 
be available. 

REFERENCE 

	 Administrative Manual, Article 8 (Departmental Property). 

1-9.5 SUSPICIOUS/SUDDEN DEATH, OVERDOSE, AND ATTEMPTED SUICIDE 

SUSPICIOUS, VIOLENT, OR UNUSUAL CIRCUMSTANCES 

 The crime scene will be preserved until all examinations have been conducted in an effort 
to determine the circumstances of death. 

 A supervisor will respond to the scene and be responsible for direct supervision of the 
investigation unless relieved by the Homicide/Missing Persons Unit (HMPU). 

 The precinct shift commander will respond to the scene and determine if the HMPU needs 
to respond. 

 Final determination of the category of death will be made by the Office of the Chief Medical 
Examiner or attending physician. 
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	 The HMPU, when requested, will be: 
1.	 Notified through the 9-1-1 Communications Center. 
2.	 Responsible for notification of the Office of the Chief Medical Examiner. 

	 The HMPU will be called to respond to all juvenile deaths resulting from violence, suicide, 
casualty, or occurring suddenly and not as a result of a traffic accident. This includes all 
sudden deaths of infants. 

SUDDEN DEATH 

	 Supervisors will: 
1.	 Respond to the scene and supervise the investigation. 
2.	 Contact the attending or family physician. 
3.	 Determine if the physician will sign the death certificate within 24 hours as prescribed 

by law. The Office of the Chief Medical Examiner must be contacted if the attending 
physician will not sign the certificate or is not available within a reasonable time. 
NOTE: Out-of-state doctors cannot sign the death certificate even if they are the 
deceased’s regular doctors. The death certificate must be signed by a doctor or the 
Office of the Chief Medical Examiner from Maryland. 

	 If the attending physician agrees to sign the certificate, the family may then contact a 
funeral director of their choosing to remove the body. 

 An ambulance may be used to remove the body to a funeral establishment if the funeral 
director’s vehicle is unavailable or delayed. 

DROWNING 

	 In addition to the appropriate procedures above, responding officers will: 
1.	 Assist Fire Department personnel in obtaining information about the deceased, 

circumstances surrounding the incident, and approximate location of the body. 
2.	 Establish a perimeter for crowd control and an on-site command post. 
3.	 Upon recovery of the body, have the precinct desk officer contact the Office of the 

Chief Medical Examiner. 

SUICIDES 

	 Involving suicide notes will be handling using the following procedures: 
1.	 Suicide notes will be seized as evidence, handled with gloves, and placed in a paper 

bag to avoid contamination. 
2.	 A copy of the note may be provided to the Office of the Chief Medical Examiner. 

NOTE: Gloves should be worn during copying to preserve any evidence, if needed for 
examination. 

3.	 Suicide notes should be described in the narrative of the Incident Report but not copied 
verbatim. 

 Occurring while a person is in police custody will be reported using the offense code 
“Suicide in Police Custody,” and by marking “completed” on the Incident Report. 
NOTE: This procedure will be followed regardless of where the incident occurs, (e.g., 
precinct station, police vehicle, etc.). 

REPORTING 

	 The following will be recorded on an Incident Report, using the Departmental approved 
incident template for sudden death, if applicable: 
1.	 Sudden, accidental, or suspicious death. 
2.	 Suicide or attempted suicide. 
3. Overdose. 

 Refer to Field Manual, Article 8 (Report Writing), for required report distribution. 
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REQUIRED REPORT INFORMATION
 
	 Who pronounced the victim dead and when. 

	 Who will sign the death certificate. 

	 Name, address, and phone number of the next-of-kin. 

	 Name, address, and phone number of any attending physician and/or the doctor signing the 
death certificate, and a brief medical history of the victim. 

	 Who last saw the victim alive and when. 

	 Description of the events leading to the discovery of the deceased. 

	 Any information that would be of value in reconstructing the event. This includes suicide 
notes, statements made by the victim, signs of drugs or drug usage (e.g., track marks, 
sores around the nose, fresh needle marks, etc.). 

	 Disposition of the body (i.e., name of the funeral home). 

	 A list of any medications that the victim was taking, if applicable. 

	 Who removed the body. 

	 When the body is not removed to the Office of the Chief Medical Examiner, indicate the 
cause and manner of death (e.g., Cause - congestive heart failure, Manner – natural, etc.) 
as directed by the physician. 

NOTIFICATION OF NEXT-OF-KIN 

	 Supervisors investigating cases of sudden death will notify the next-of-kin personally. 

	 If this is not possible, the supervisor will ensure that personal notification is made by 
another member or by contacting the agency where the next-of-kin resides. 

	 Next-of-kin notification will be attempted and documented at least once every shift until the 
notification is made or until it can be reasonably concluded that the next-of-kin no longer 
resides at the last known address and upon investigation that no known address can be 
found. 

	 The report shall remain open until next-of-kin notification is verified or all reasonable 
attempts to notify have been made. 

	 Squad supervisors shall ensure the date, time, person notified, and method of contact are 
noted in the report. 

	 The supervisor, when contacting other agencies for notification, will request notification to 
be made in person. 

REFERENCE 

	 Field Manual, Article 11 (Critical Incidents). 

1-9.5.1 IDENTIFYING DECEASED PERSONS 

INVESTIGATING OFFICERS 

	 Are responsible for identifying deceased persons when the Homicide/Missing Persons Unit 
(HMPU) is not handling the investigation. 

	 May obtain tentative identification through a relative or friend. 
NOTE: Visual identification is the least reliable form of identification. 

	 Base positive identification on personal papers, fingerprints, dental records, etc. 

	 Unable to identify the deceased: 
1.	 Check available police reports for a description matching the deceased. 
2.	 Send a telex message to surrounding jurisdictions with a description of the deceased 

requesting missing persons reports. 
3.	 Have fingerprints taken of the deceased. 
4.	 Assist the Medical Examiner in collecting dental, health, and laboratory records that will 

assist in identification. 
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5.	 Supply the news media with a detailed description of the deceased via the Public 
Affairs Section. 

1-9.5.2 RECOVERY AND REMOVAL OF DECEASED PERSONS 

ASSIGNED OFFICERS 

	 Should be involved in the investigation. 

	 Will be assigned by the ranking officer on the scene. 

	 Maintain the chain of custody on the body until it is removed from the scene. 

	 Complete an Incident Supplement documenting the chain of custody (e.g., name of the 
person notified, name of the person who removed the body, location where the body was 
transported, and the date and time the body was removed, etc.). 

MEDICAL EXAMINER 

	 The Office of the Chief Medical Examiner must be contacted immediately by the family if 
they object to an autopsy on religious grounds. 

	 If unable to respond in a reasonable time, may authorize the removal of the body if it is 
creating a public nuisance. In this case, the Medical Examiner will be informed of where 
the body is to be taken. If the officers believe that the investigation may be hindered by 
moving the body, it will not be moved and the on-duty Medical Examiner at the Office of the 
Chief Medical Examiner will be contacted for instructions. 

	 For drownings, the Medical Examiner will: 
1.	 Authorize removal of the body by a funeral director when appropriate. 

NOTE: The family of the deceased may select the funeral home to be notified. 
2.	 Provide instructions if the funeral director cannot respond in a timely manner. 

MARINE TEAM 

 Responds to every incident on the tidal water areas of Baltimore County. 

 Assists the Fire Department with body recovery when requested. 

1-9.6 MISSING PERSONS 

DEFINITIONS 

	 Runaway - a person under 18 years of age who leaves home without the permission of their 
parent/legal guardian. 

	 Missing person - a person of any age whose present location is unknown and when the 
reason for and/or cause of the absence is also unknown. 

INVESTIGATING OFFICERS 

 Immediately initiate a preliminary investigation, notify their supervisor and shift commander. 

 Ensure that an immediate and maximum effort is made to locate the person, particularly: 
1.	 Young persons. 
2.	 Elderly persons. 
3.	 Persons with diminished mental capacity. 
4.	 Suicidal or homicidal persons. 
5.	 Cases of suspected foul play or suspicious circumstances. 
6. Exigent circumstances (e.g., time, weather, etc.). 
EXCEPTION: If an adult of sound mind leaves a note or advises someone they are leaving 
and they do not meet the above criteria, an Incident Report using the offense code 
“Suspicious Incident Condition/Person/Vehicle” may be completed at the investigating 
member’s discretion. 
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	 Disseminate a description and other relevant information to appropriate parties (e.g., 9-1-1 
Communications Center, other officers, etc.). 

	 Assist the complainant in trying to initially locate the person in frequented locations (e.g., 
friend’s homes, victim’s own home, social clubs/hall, etc.). 

	 Document a detailed description of search efforts, or the reason why no search was 
conducted. 

	 Ensure a telex message is sent prior to completion of their tour of duty. When no report is 
taken, a telex need not be sent. 

	 Ensure a telex is sent to the Information & Records Management Unit within 90 minutes of 
receiving the call for service for missing persons under the age of 21. 

	 Attempt to obtain a photograph of the missing person that will be placed on the roll call 
board with the telex. After it is removed from the roll call board, a copy will be made and 
attached to the precinct copy of the report. The original photograph will be immediately 
forwarded to the appropriate assigned CIB Unit. If the victim returns prior to CIB Unit 
assignment, the photo will be returned to the complainant. 

	 Complete a state-mandated Form MPR-1, Missing Person Report, and log the missing 
person into the Missing Persons Log Book prior to the end of their tour of duty. 

	 Consider in conjunction with the squad supervisor and shift commander, if an Amber Alert, 
Silver Alert, or activation of “A Child is Missing” Alert Program would be beneficial to the 
investigation. 

SEARCHES 

	 Initiated by the precinct shift commander. The Homicide/Missing Persons Unit (HMPU) or 
Crimes Against Children Unit (CACU) may be contacted for assistance. 

	 Normally begin in the immediate area of the person’s home unless information dictates 
otherwise. 

	 The CACU will be contacted immediately if the initial search fails to locate the victim and: 
1. The missing child is under 14 years of age, or; 
2. The missing child is under the age of 17 and at least one of the following applies: 

a. The child has not been the subject of a prior missing child report. 
b. The missing child suffers from a mental/physical handicap or illness. 
c. The disappearance is of a suspicious or dangerous nature. 
d. The missing child is believed to have been abducted. 
e. The missing child has been the subject of a previous child abuse report. 

	 Will not be suspended until the shift commander has ensured that all reasonable means of 
locating the person have been exhausted and further searching is not likely to locate the 
person. Although it is more difficult to search in darkness or inclement weather, these by 
themselves will not be the determining factor in ending the search. 

FOLLOW-UP RESPONSIBILITY 

	 Upon the finding or return of the missing person, the responding officer will interview the 
subject to determine if they were a victim of a crime, sick/injured, or in need of medical 
attention. 

	 The Robbery Unit is responsible for the follow-up of all kidnapping cases. 

	 The Homicide/Missing Persons Unit (HMPU) is responsible for conducting follow-up 
investigations on all cases that remain open beyond 96 hours on persons 18 years of age 
or older. 

	 The Crimes Against Children Unit is responsible for conducting follow-up investigations on 
all cases that remain open beyond 48 hours on persons under 18 years of age. 
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REPORTING
 
	 Forms MPR-1 are not required when missing persons are entered as victims of crimes in 

Incident Reports (e.g., kidnapping, child abduction, carjacking, etc.). 

	 If more than one person is missing from the same location at the same time, a separate 
Form MPR-1 will be completed for each missing person and a separate CC number will be 
generated for each. 

	 Document the name and contact information for the missing persons’ social worker in block 
96 of the Form MPR-1 if the person goes missing from a group home. 

	 Continuations of initial reports for Forms MPR-1 will be documented on a Form 323, 
Missing Person Continuation Form. 

	 Follow-up investigations and additional information will be documented on an Incident 
Supplement using the FBR system. 

	 Complete an Incident Supplement if an adult person’s whereabouts remain unknown for 96 
hours after the original report was taken. State in the narrative that the report will be 
followed up by the HMPU and fax a copy of the Form MPR-1 to the HMPU. 

	 Complete an Incident Supplement if a juvenile person’s whereabouts remain unknown for 
48 hours after the original report was taken. State in the narrative that the report will be 
followed up by the CACU and fax a copy of the Form MPR-1 to the CACU. 

	 Refer to Field Manual, Article 8 (Report Writing), for required report distribution. 

ENTRY INTO MILES/METERS/NCIC 

	 Information needed to make such entries will be obtained from missing person telex 
messages and the report. 

	 If the complainant believes that the person may be with someone endangering his/her 
safety, the investigating officer will include this fact in the telex. 

	 All missing persons under the age of 21 must have their telex entered into NCIC within two 
hours. 

MISSING PERSONS FILE 

	 When a member requests a wanted check on a particular name and date of birth, the 
computer will automatically search the missing person file as well as the wanted/warrant 
file. 

	 If a match is found, it will indicate whether the person is missing or wanted. For a missing 
person, it will also indicate whether custody or notification only is requested. 

1-9.6.1 A CHILD IS MISSING ALERT PROGRAM (ACIM) 

ACIM ALERT PROGRAM 

	 Canvases listed neighborhood residents and businesses and delivers a recorded message 
to help find missing children, elderly, or disabled individuals. 

	 May also be used to provide notifications to the community. 

	 Requests the public to call a designated phone number with any information. 

	 Leaves a message on answering machines, and will call back if a line is busy. 

	 May be used prior to, or in addition to, an Amber Alert or a Silver Alert. 

	 Requires only a description of the missing individual, the person’s last known whereabouts, 
and the time last seen. 

	 May be used for investigations not meeting the activation criteria for an Amber Alert or a 
Silver Alert. 

	 Has no jurisdictional boundaries. 

	 Activated only by law enforcement. 
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CRITERIA FOR USE 

	 The missing person is a child. 

	 Runaway children meeting the definition of a Critical Missing Child as detailed in Field 
Manual, Article 3, Section 9.0, Missing Children and Runaways. 

	 Missing persons 65 years of age or older if the incident is out-of-character for the individual. 

	 Disabled subjects of any age, who have a physical or mental impairment that severely limits 
self care, who are disoriented or unable to respond to simple questions, or who are 
dependent upon life sustaining medication. 

	 Other individuals in cases where extenuating circumstances exist. 

	 Found children or individuals whose identity or residence cannot be determined. 

	 Broadcasting a “Be On the Look Out” (BOLO) warning of a suspected abductor, child 
sexual predator, etc. 

INVESTIGATING OFFICERS 

	 Contact their supervisor when it is believed that ACIM may be able to assist the 
investigation. 

	 Contact ACIM to provide the necessary information (i.e., missing person’s descriptors and 
any special circumstances) to the representative. 

	 Document usage of ACIM in the MPR-1, State of Maryland Missing Persons Report Form, 
or Incident Report. 

	 Contact ACIM in the event that the missing person is found, and complete the ACIM Case 
Follow Up Report as required by ACIM. 
NOTE: The follow up report is provided to the investigating officer by the ACIM 
representative. 

	 Fax a copy of the completed report to the Community & School Resources Section’s 
Counseling Team. 

SUPERVISORS 

	 Contact the shift commander for permission to utilize ACIM. 

	 Notify the 9-1-1 Police Liaison that ACIM is being used. 

	 Consider using ACIM for a second call to the public if the subject is confirmed as being 
sighted, but not found. 

REFERENCE 

 Field Manual, Article 3 (Juvenile Procedures). 

1-9.6.2 FOUND MISSING PERSONS 

INVESTIGATING OFFICERS 

	 Taking a missing person into custody will immediately notify the telex originator by phone or 
computer message so arrangements can be made to return the individual to the originating 
jurisdiction. 

	 In circumstances where a person believed to be missing is not able to provide identification, 
the investigating officer will make every effort to determine their identity and ensure their 
return. 

	 Shall immediately ascertain if the subject is a victim of a crime, is sick/injured, or in need of 
medical assistance. 

	 Locating a missing person when the request is for notification only: 
1.	 Will not detain the individual unless other valid reasons exist. 
2.	 Send a message to the Information & Records Management Unit (IRMU) requesting 

that the responsible jurisdiction be notified of the circumstances surrounding the 
contact. It will be the originating agency’s responsibility to notify the complainant. 
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	 From one precinct locating a person reported missing in another precinct will advise the 
desk officer of the locating precinct to send a cancellation telex and document same on an 
Incident Supplement. 

DESK OFFICERS 

	 At the locating precinct will: 
1.	 Send a cancellation telex message, including the locating officer’s name, assignment, 

and the missing person’s status. 
2.	 Key in the IRMU, who will remove the information from METERS/NCIC, and the 

originating precinct. 
3. Retain the cancellation telex at the precinct. 

	 At the originating precinct will attach the copy of the cancellation telex message to the 
precinct copy of the Form MPR-1. 

REFERENCES 

 Field Manual, Article 3 (Juvenile Procedures). 

 Field Manual, Article 15 (Outreach Programs). 

1-9.7 BAIL BONDSMEN/BOUNTY HUNTERS 

INVESTIGATING OFFICERS 

	 Will notify their supervisor to respond when requested to assist a bail 
bondsman/bounty hunter. 

	 Will assist a bail bondsman/bounty hunter by: 
1.	 Attempting service of known arrest warrants in accordance with the Field Manual, 

Article 4 (Arrest, Custody, and Court). 
2.	 Standing outside of a premise to preserve the peace and enforce observed violations 

of criminal law in the absence of a warrant. 
3.	 Transporting a prisoner only after the following conditions are met: 

a.	 Verify the identification of the bail bondsman/bounty hunter. 
b.	 Verify the existence of a valid arrest warrant or Court Order of Forfeiture for the 

prisoner. 
c.	 Obtain known criminal history/background information on the suspect from the bail 

bondsman/bounty hunter. 

	 Will limit their duties to protecting life and property and not involve themselves in the 
forced entry of a premises without supervisor approval. 
NOTE: Ensure premises are secured if forcible entry is made. 

	 Will not assist a bail bondsman/bounty hunter with an arrest or prisoner 
transportation without a Court Order of Forfeiture or an arrest warrant. 

 Will report all encounters with bail bondsmen/bounty hunters requiring assistance 
and document the action taken on an Incident Report. 

 Will not enlist the aid of a bail bondsman/bounty hunter as an agent of the Department 
or as an extension of police powers. 

SUPERVISORS 

	 Will respond to calls for assistance from a bail bondsman/bounty hunter. 

	 Will recommend to the bail bondsman/bounty hunter that they obtain a Court Order of 
Forfeiture or arrest warrant in appropriate cases. 
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1-9.8 GAS AND ELECTRIC INCIDENTS 

INVESTIGATING OFFICERS 

	 Contact Baltimore Gas and Electric Company (BGE) for gas and electric problems. 

	 Ensure BGE will have access to the incident scene. 

	 Establish a joint Police and Fire Command Post. A Fire Department Command Post will 
always be identified by a green flashing light. 

BGE 

	 Incident Coordinator will advise police and fire commanders of the scope of the incident and 
recommended plans of action. 

	 Personnel and vehicles are identified by the following: 
1.	 Red vest with black lettering “BGE Incident Coordinator” on the person in charge. 
2.	 BGE logo board on the sun visor. 
3.	 Magnetic BGE logo board on driver’s door. 
4.	 Revolving white light on the vehicle of the person in charge. 

1-9.9 RELINQUISHED FIREAMS, AMMUNITION, AND ACCESSORIES 

DEFINITIONS 

	 Relinquished Property - property that is voluntarily surrendered to the Department (e.g., 
firearms, ammunition, accessories, etc.) and will not be returned. 

	 Safekeeping Property - property that the Department has taken into temporary custody (e.g., 
seized firearms, court ordered surrender of firearms, etc.), with the possibility that the 
property may be returned to the owner at a later time. 

MEMBERS 

	 Must be cognizant of the difference between relinquished property and safekeeping 
property, and handle items accordingly. 
NOTE: Safekeeping property will be handled in accordance with Field Manual, Article 6 
(Miscellaneous Property Issues). 

	 Determine whether the person relinquishing the firearm(s), ammunition, and/or accessories 
has the sole, legal right to authorize its disposal, prior to accepting relinquished property. 

	 Conduct a METERS/NLETS/NCIC check to determine: 
1.	 Whether the firearm(s) and/or accessories are stolen. 
2. The registered owner of the firearm(s) and/or accessories. 

 Complete an Incident Report, including: 
1.	 The offense code “Relinquished Property.” 
2.	 A complete list of relinquished items in the Property tab.
 

NOTE: “Relinquished” will be selected in the Action Type field.
 
3. Information used to determine that the person relinquishing the firearm(s), ammunition, 

and/or accessories has the sole, legal right to do so (e.g., is the registered owner, is the 
executor of a deceased owner’s estate, etc.) in the Narrative tab. 

	 Package the relinquished property for submission to the Evidence Management Unit (EMU), 
per Department procedures. 

 Complete a Form 128, Disposition of Property/Evidence, indicating the property may be 
destroyed. 

 Complete a Form 329, Relinquished Firearms, Ammunition, and Accessories, with the 
following distribution: 
1.	 Original - To the Information & Records Management Unit for inclusion in the Records 

Management System. 
2.	 First Copy - To the EMU. 
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3. Second Copy - Filed in the precinct/division files.
 
NOTE: A Form 329 will not be completed for safekeeping property, unless the owner later
 
decides to voluntarily relinquish the items to the Department for destruction.
 

REFERENCE 

 Field Manual, Article 6 (Miscellaneous Property Issues). 
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TRAFFIC PROCEDURES
 
Article 2 

2-1.0	 Traffic Accidents [n/a]
 

2-1.1 Investigation and Dispatch Policies [rev. 04/2005]
 

2-1.2 Accident Investigation [rev. 09/2016]
 

2-1.2.1 Crash Data Retrieval System (CDRS) [rev. 12/2015]
 

2-1.2.2 Vehicle Towing [rev. 05/2011]
 

2-1.3 Traffic Accident Investigators [rev. 11/2010]
 

2-1.4 Reporting [rev. 12/2015]
 

2-1.4.1 	 ACRS Contingency Plan [rev. 12/2015]
 

2-2.0	 Traffic Law Enforcement [rev. 07/2013]
 

2-2.1 Enforcement Guidelines [rev. 12/2008]
 

2-2.2 Speed Measuring Device (SMD) Use by Personnel [rev. 12/2015]
 

2-2.3 Juvenile Traffic Offenses [rev. 12/2015]
 

2-2.4 Serious Offenses [rev. 05/2015]
 

2-2.5 Reciprocity and Immunity [rev. 10/2014]
 

2-3.0	 Citation Use [rev. 11/2010]
 

2-3.1 Maryland Uniform Complaint and Citation [rev. 11/2010]
 

2-3.2 Parking Citations [rev. 12/2015]
 

2-3.3 Safety Equipment Repair Order (SERO) [rev. 11/2010]
 

2-3.4 Written Warnings [rev. 10/2003]
 

2-3.5 Request for Re-Examination of Driver [rev. 11/2010]
 

2-3.6 Electronic Citations (ETix) [rev. 10/2014]
 

2-3.7 Traffic Stop Data Collection (TSDC) [rev. 12/2015]
 

2-4.0	 Alcohol/Drug-Related Offenses [rev. 12/2015]
 

2-4.1	 Alcohol/Drug Testing [rev. 10/2011]
 

2-4.1.1 Preliminary Breath Test (PBT) Devices [rev. 03/2008]
 

2-4.1.2 Evidentiary Breath Tests [rev. 04/2004]
 

2-4.1.3 Blood Tests [rev. 10/2011]
 

2-4.1.4 Drug Recognition Expert (DRE) Program [rev. 04/2004]
 

2-4.2 Confiscation of Maryland Driver’s License [rev. 10/2011]
 

2-4.3 Offenses Involving Commercial Motor Vehicles [rev. 04/2004]
 

2-4.4 Violation of Alcohol Restrictions [rev. 04/2004]
 

2-5.0	 Off-Road Vehicle Violations [rev. 07/2013]
 

2-6.0	 Scofflaw Violations [rev. 07/2013]
 

2-7.0	 Abandoned Vehicles and Motorized Equipment [n/a]
 

2-7.1	 Abandoned Vehicles [rev. 10/2014]
 

2-7.1.1 Vehicles Abandoned on Public Property [rev. 10/2014]
 

2-7.1.2 Vehicles Abandoned on Private Property [rev. prior to 1994]
 

2-7.2	 Stored Unusual Vehicles and Motorized Equipment (Towing) [rev. 07/2013]
 

2-8.0	 Inoperative Vehicles [rev. 07/2013]
 

2-9.0	 Major Traffic Incidents [rev. 04/2006]
 

2-10.0	 Traffic Control and Safety Devices [rev. prior to 1994]
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2-10.1 Speed Trailers [rev. 12/2015] 

2-11.0 Parades and Special Events [rev. 12/2008] 
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TRAFFIC PROCEDURES
 

2-1.0 TRAFFIC ACCIDENTS 

2-1.1 INVESTIGATION AND DISPATCH POLICIES 

ACCIDENT INVESTIGATION POLICY 

	 The Department will investigate personal injury and property damage accidents occurring 
on: 
1.	 Public thoroughfares (e.g., state or County roadways, alleys, etc.). 
2.	 Private property that is open to the public (e.g., shopping centers, schools, institutions, 

garages, parking lots, etc.). 
3.	 Private roads or driveways. 

DISPATCH POLICY 

 Property damage only accidents will be dispatched to patrol units. 

 Precinct Traffic personnel will be initially dispatched to accidents involving: 
1.	 Any injury or death. 
2.	 Police Department vehicles. 
3.	 Fire Department vehicles. 
4. Other Baltimore County owned vehicles. 

 Crash Team members will be initially dispatched to accidents involving: 
1.	 Fatalities. 
2.	 Police Department vehicles with injuries or in emergency status (lights and siren). 
3. Fire Department vehicles in emergency status (lights and siren). 

 If a traffic unit is unavailable, a patrol unit will be assigned to respond. When possible, both 
traffic and precinct units will be dispatched for the above instances. 

	 Precinct Traffic personnel will not be assigned to non-emergency calls outside of their 
assigned precinct. 

2-1.2 ACCIDENT INVESTIGATION 

ALL ACCIDENTS 

	 Members will complete and issue a Form 140, Information to Assist Motorist Involved in a 
Collision, to each party involved. 
NOTE: Members may use the accident exchange of information function if using the ETix 
system. 

	 Members will verify through the METERS/NLETS/NCIC computer: 
1.	 The license status of each driver involved. 
2.	 The vehicle registration and insurance status for each vehicle involved. 
3.	 An NCIC wanted check of the operator and vehicle. 

ACCIDENT INVESTIGATION POLICY (AIP) CRITERIA 

	 Members will investigate, prepare, and/or issue the proper reports/forms for accidents, if 
any of the following criteria is met: 
1.	 The accident results in personal injury or a fatality. 
2.	 Damage occurs to a vehicle or property and any of the following conditions exist: 

a.	 The vehicle is rendered inoperable. 
b.	 The owner or operator of the vehicle/property is not available or is unable to 

respond to the scene within a reasonable time. 
c.	 Any government vehicle or property is involved. 
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d.	 Any public or privately owned school bus is involved and is transporting children, 
students, or teachers for educational purposes or authorized school activity. 

e.	 The damage was the result of a hit-and-run accident, regardless of when reported. 
f.	 The operator’s license and/or vehicle registration is improper or unavailable. 

EXCEPTION: If vehicle registration is unavailable, but its status may be confirmed 
by METERS/NLETS/NCIC, a report need not be written. 

g.	 Evidence of a serious violation exists. 
h.	 A vehicle involved was transporting hazardous materials. 

NO REPORT (N/R) PROCEDURE 

	 If the AIP criteria is not met based on facts known at the time of response, members will: 
1.	 Advise that the Department will not make an accident report. 
2.	 Refrain from making any comments or offering any advice concerning the accident. 
3.	 Attempt to obtain necessary information from any independent witnesses to the 

accident. 

	 When a utility pole is struck and the AIP criteria for a report are not met, members will 
ensure that the proper utility company is notified of the location, pole number, and other 
relevant information. 

ACCIDENT SCENE TASKS 

	 Identification and care of injured persons. 

	 Determination of who is in charge of the scene. 

	 Protection of the accident scene for evidence collection purposes. 

	 Addressing all disturbances occurring between the involved persons. 

	 Identification and handling of fire hazards and hazardous conditions. 

	 Identification of witnesses and recording of accident information. 

	 Direction of traffic and administering of first aid. 

	 Remaining at the scene until the vehicles have been removed from the roadway. 

	 Providing other assistance as requested by an accident investigator. 

	 Determination if the Crash Data Retrieval System (CDRS) should be used to image the 
available information from the Event Data Recorder (EDR). 

INTERSTATE HIGHWAY ACCIDENTS 

	 Maryland State Police (MSP), per Memorandum of Understanding, will handle accidents 
occurring on interstate highways in Baltimore County. 
EXCEPTION: Accidents involving vehicles owned or leased by: 
1.	 The Baltimore County Police Department (BCOPD). 
2.	 Baltimore County where the operator or County representative requests the 

investigation be conducted by the BCOPD, unless there would be an unreasonable 
delay. 

	 Members who come upon the scene of an interstate highway accident will: 
1.	 Stop and render appropriate aid. 
2.	 Advise the 9-1-1 Communications Center to notify the MSP to respond if the accident 

cannot be handled by using the Form 140. 
3.	 Remain on the scene until an MSP unit arrives. 
4.	 Handle the accident if MSP is unavailable. 

	 For related procedures refer to the Field Manual, Article 13 (Jurisdictional Assistance and 
Authority). 

LATE REPORTED ACCIDENTS 

	 All late reported hit-and-run accidents will be investigated. 
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	 When an accident is late reported or when the vehicles involved have been moved from the 
vicinity of the scene and the AIP criteria are met, an investigation and report will be 
completed. If the AIP criteria are not met a Form 140 will be issued regardless of whether 
the member was dispatched or a complainant appears in person at a police facility. 

REFERENCE 

	 Field Manual, Article 13 (Jurisdictional Assistance and Authority). 

2-1.2.1 CRASH DATA RETRIEVAL SYSTEM (CDRS) 

GENERAL 

	 The Crash Data Retrieval System (CDRS) is used to image the available information from 
the Event Data Recorder (EDR) that is located within the airbag module and/or power train 
control module of the vehicle. 

	 Members trained in the operation of the CDRS are available to assist officers investigating 
qualifying crashes as determined within this policy. 

	 Nothing in this policy precludes the retrieval of information as evidence in a criminal 
investigation. 

APPROVED USES OF CDRS 

	 All fatal crashes. 

	 Any crash handled by the Crash Team, when the investigating officer believes the 
information recorded in the EDR may assist in the investigation. 

	 Any personal injury crash investigated by precinct personnel where the primary investigator 
believes the information would be crucial to the investigation and the Crash Team 
supervisor concurs. 

	 Departmental personal injury crashes handled by the Crash Team. 
EXCEPTION: When the departmental vehicle is not in motion at the time of the crash or 
the crash does not result in any vehicle damage. 

	 Any other departmental crash, if requested by a shift commander or higher. 

FIRST OFFICERS AT THE SCENE 

	 Ensure that no vehicle involved in the crash is moved in any manner other than what is 
absolutely necessary to administer first aid or extricate the occupant(s). 

	 Ensure that the ignition switch is not tampered with other than to turn off the vehicle. 
NOTE: The key will remain in the ignition. 

INVESTIGATING OFFICERS 

	 Determine if the type of crash qualifies for use of the CDRS. 

	 Determine if the use of the CDRS may enhance the crash investigation. 

	 Notify the Crash Team supervisor while the vehicle is still at the crash site, and obtain 
authorization to recover the data from the EDR. 

	 Ensure the involved vehicle is not moved from its position of final rest or disturb its contents 
if the data in the EDR is to be recovered, other than what is necessary to treat injured 
persons or ensure the safety of the responders. 

	 Apply for, and obtain, a search and seizure warrant to conduct an EDR image for vehicles 
removed from the scene. 
EXCEPTION: Search warrants are not required for departmental vehicles. 

	 Request and assist the CDRS operator in the image process, if not properly trained. 

CRASH TEAM SUPERVISOR 

	 Determines if the vehicle is equipped with an EDR. 
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 Authorizes EDR images for eligible crashes.
 
 Provides a trained CDRS operator to conduct the EDR image.
 

CDRS OPERATORS 

	 Respond at the direction of the Crash Team supervisor. 

	 Download the EDR and prepare a report of the recorded information. 

	 Remove the EDR module from the vehicle in the event the EDR cannot be imaged at the 
crash scene and image the data as soon as practical. 

	 Interpret the data and prepare a supplement to the initial crash report. 

	 Save the recorded information to a disc. Package the disc as evidence in accordance with 
existing procedures. 

	 Assist with the application for a search and seizure warrant when a vehicle involved in the 
accident has been removed from the scene. 

2-1.2.2 VEHICLE TOWING 

VEHICLE TOWING 

	 If a vehicle becomes inoperable as a result of a collision, it must be towed from the scene. 
EXCEPTION: Vehicles may remain on the scene if the collision occurred on private 
property and the vehicle owner has the property owner’s permission. 

	 The vehicle owner/operator may request a specific tow company, provided: 
1.	 The requested tow company is licensed with Baltimore County and contracted with the 

automated dispatch system vendor. 
EXCEPTION: When the vehicle owner/operator owns the tow vehicle, it need not be 
licensed provided no fee is charged. 

2.	 The tow service can respond within 20 minutes for regular/medium tows or 40 minutes 
for heavy duty tows. 

	 Vehicles causing a traffic hazard can be towed as a stored auto. 

	 Abandoned vehicles will only be towed by or under the authority of a member of the Traffic 
Management Unit. 

 Refer to the Field Manual, Article 6 (Miscellaneous Property Issues), for procedures 
regarding towing documentation and property inventories. 

INVESTIGATING OFFICERS 

	 Authorize the request for a tow truck and approve the removal of vehicles from an accident 
scene. 

	 Request a tow truck by contacting the desk officer and advising the following: 
1.	 Location of the vehicle (e.g., street address or street name and cross street, etc.). 
2.	 Number of vehicles to be towed. 
3.	 Type of vehicle(s) to be towed (i.e., make and model). 
4. Any special equipment necessary. 
NOTE: Before requesting a tow truck from the desk officer, ensure that the vehicle 
owner/operator has not already contacted a tow company. If so, the tow company 
responding must be licensed and contracted with the Automated Dispatch System vendor 
and able to respond within the designated time with all necessary equipment. 

	 Contact the desk officer again if the tow truck fails to respond within 20 minutes of a request 
for regular/medium tows or 40 minutes for heavy duty tows, giving consideration to the 
weather and traffic conditions. 

	 Remain at the scene until the tow truck removes all vehicles from the scene and traffic flow 
is restored. 

 Furnish the tow truck operator with the report number and all vehicle information regarding 
towed vehicles. 
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DESK OFFICERS 

	 Will initiate the tow request via the Automated Dispatch System (ADS) by completing the 
various fields, including any special circumstances. 

	 If an owner/operator requests a specific tow company, ensure that the tow company is 
licensed and contracted with the automated dispatch system vendor and can respond 
within 20 minutes for regular/medium tows or 40 minutes for heavy duty tows. 

	 Advise the investigating officer of the: 
1.	 Time the tow company was contacted. 
2. Name of the tow company responding. 

 Monitor the status of active tow requests. 

 Notify the ADS vendor when tow requests fail to arrive within the allotted time by calling 
them directly. 

REFERENCES 

 Automated Dispatch System (ADS) BCOPD Desk Officer Guide.
 
 Field Manual, Article 1 (Investigations).
 
 Field Manual, Article 6 (Miscellaneous Property Issues).
 

2-1.3 TRAFFIC ACCIDENT INVESTIGATORS 

CRASH TEAM 

	 Will be responsible for: 
1.	 At-scene investigation and follow-up of accidents involving injuries classified by on-

scene EMS personnel as: 
a.	 Priority 1 - life threatening. 
b.	 Priority 2 - potentially life threatening when transported to a trauma center. 
c.	 Priority 4 - fatality. 

2.	 Police Department vehicle accidents involving injury or in emergency status (lights and 
siren). 

3.	 Fire Department vehicle accidents in emergency status (lights and siren). 
4.	 Follow-up investigation of any accident resulting in a fatality which was not initially 

handled by a Crash Team member. 
5.	 Providing technical assistance to other Department personnel when requested. 

	 Supervisor will have the final authority to determine if a Crash Team member will be the 
primary investigator for all priority level accidents. 

PRECINCT TRAFFIC PERSONNEL 

	 Will be responsible for: 
1.	 At-scene investigation and follow-up of accidents involving injuries classified by on-

scene EMS personnel as: 
a.	 Priority 2 - potentially life threatening when a Crash Team member is not available 

or the person is not transported to a trauma center. 
b.	 Priority 3 - non-life threatening. 

2.	 Police Department vehicle accidents (when not investigated by a Crash Team 
member). 

3.	 Fire Department vehicle accidents (when not investigated by a Crash Team member). 
4.	 Other Baltimore County owned vehicle accidents. 
5.	 Assisting Crash Team members as needed during investigations. 

	 Trained as evidentiary breath test instrument operators will conduct tests for Department 
members and for other jurisdictions when no other operator is available. 

BALTIMORE COUNTY POLICE DEPARTMENT Page 5 
FIELD MANUAL / ARTICLE 2 
GENERAL ORDER # 2016-01 



 

      
    

    

   

         
      

          
          

           
    

 
  

 
 

          
    

           
     

             
         

 
        
            

          

           
          

        
    

 
  

       
     
       
     
     
           

   
      
      

   

 
 

        
          

    

         
         

   
 

   

        

      

       

      

PRECINCT TRAFFIC SUPERVISORS 

	 When an accident investigator is requested for an accident while involved in a special 
task/detail, ensure another police officer is dispatched to complete the tasks. 
NOTE: If a traffic supervisor is not available, the precinct shift commander responsible for 
the location of the accident will provide an officer to complete the tasks. 

	 Make the determination regarding whether an accident meets the criteria for precinct traffic 
personnel to investigate. 

2-1.4 REPORTING 

GENERAL 

	 Accidents requiring a written report will be completed using the state-mandated Automated 
Crash Reporting System (ACRS). 

	 Continuations of ACRS reports will be completed on a Form 322, Automated Crash 
Reporting System (ACRS) Continuation Form. 

	 Block #5 of the Form 322 will be completed in order of priority: 
1.	 Driver of Vehicle One, if known. If not known, driver of Vehicle Two, etc., as a 


reference point.
 
2.	 If no driver is known and, if applicable, enter the pedestrian’s name. 
3. Owner of property struck (e.g., parked vehicle or fixed property, if a hit-and-run, etc.). 

 Follow-up reports to all accident reports will be documented on an Incident Supplement. 

 The case status (i.e., Open, Exceptionally Cleared, Closed, or Suspended) must be 
included in the narrative block of the ACRS report when a Form 322 is not used. 

 Persons requesting copies of reports of traffic accidents will follow the procedures listed in 
the Administrative Manual, Article 4 (Written Communication). 

FATAL ACCIDENTS 

	 Fatal accident investigation reports will include the: 
1.	 Medical examiner’s name who pronounced the victim. 
2.	 Name of the forensic investigator, if applicable. 
3.	 Date and time the victim was pronounced. 
4.	 Injuries or suspected injuries causing death. 
5.	 Name, address, phone number, and relationship to the deceased of the next-of-kin and 

the date and time notified. 
6.	 Manner of identification of the deceased. 
7.	 Disposition of the deceased’s personal property. 

2-1.4.1 ACRS CONTINGENCY PLAN 

GENERAL 

	 A manual (non-electronic) contingency plan has been established to facilitate a thorough, 
coordinated, and consistent police reporting process in the event that the Automated Crash 
Reporting System (ACRS) becomes unavailable. 

	 A member experiencing connectivity and/or technical problems with ACRS should contact 
the Office of Information Technology (OIT) Help Desk, who will initiate a response by the 
Mobile Projects Team (MPT). 

CONTINGENCY REPORT FORMS 

 Form ACRS - A, ACRS Contingency Report. 

 Form ACRS - B, Vehicle and Driver Supplement. 

 Form ACRS - C, Additional Vehicle Supplement. 

 Form ACRS - D, Occupant Supplement. 
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 Form ACRS - E, Towed Vehicle Supplement. 

 Form ACRS - F, Non-Motorist Supplement. 

 Form ACRS - G, Witness Supplement. 

TECHNOLOGY & COMMUNICATIONS SECTION COMMANDER
 
	 Notified by the OIT of all multiple computer malfunctions, system-wide malfunctions, and 

system-wide maintenance related to ACRS. 

	 Or designee, will authorize and implement the ACRS Contingency Plan after evaluating the 
outage/malfunction with the OIT. 

	 Notifies affected members when the ACRS Contingency Plan is no longer in effect and that 
the recovery process may begin. 

DEPARTMENT MEMBERS 

	 Use contingency report forms that are approved by the Department (e.g., Forms ACRS - A, 
ACRS - B, ACRS - C, etc.) only when authorized to do so by the Technology & 
Communications Section (TCS) Commander, or designee. 

	 Complete, at a minimum, a Form ACRS - A, for each incident requiring an ACRS report. 

	 Complete all applicable ACRS contingency report forms as needed (e.g., Forms ACRS - B, 
ACRS - C, ACRS - D, ACRS - E, etc.). 

	 Complete all applicable fields on the contingency report forms to allow correct data entry 
into ACRS once the system is restored. 

	 Submit all contingency report forms, regardless of if they have been completed, to their 
supervisor prior to the end of their tour of duty. 

	 Enter all information into ACRS upon being notified to do so, after the system is restored. 

SUPERVISORS 

	 Collect all contingency report forms, and submit them to the shift commander prior to the 
end of their tour of duty. 

SHIFT COMMANDERS 

	 Retain the ACRS contingency reports written by their shift/unit and store them in a location 
where they are accessible to other supervisors. 

MALFUNCTION RECOVERY 

	 Upon notification from the TCS Commander that the system has been restored, shift/unit 
commanders will ensure members who completed contingency report forms enter the 
information into the system as soon as possible. 

	 Members will enter the data from the contingency reports into ACRS when instructed to do 
so by their shift/unit commander. 

	 If the reporting officer will be absent from duty for a prolonged period of time (e.g., injury, 
illness, etc.), the shift/unit commander will identify a member to enter the report data. The 
identified member will include in the report narrative: 
1. Investigation completed by (name and identification number of the reporting officer) -
e.g., “Investigation completed by Officer J. Doe #1234.” 

2.	 Report data entered by (name and identification number of the member inputting the 
data into ACRS) - e.g., “Report data entered by Officer B. Jones #1001.” 

	 Members will retain the contingency forms as investigative notes once all information is 
entered into ACRS from the forms. 

REFERENCE 

	 Field Manual, Article 1 (Investigations). 
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2-2.0 TRAFFIC LAW ENFORCEMENT 

GENERAL 

	 Sworn members have the responsibility and obligation to make traffic stops, to assist 
stopped motor vehicles, and to investigate vehicles on or beside the highway, except when 
en route to an emergency or transporting a prisoner, in the safest manner possible. 

	 When traffic charges are placed against a suspect as a result of an accident, all necessary 
witness and victim information is identified and processed in order for the courts to notify 
those involved of the proper trial dates. 

	 Incident Reports generated regarding a traffic or parking complaint will be documented 
using the most appropriate offense code (e.g., “Traffic Other,” “Other Non-criminal Incident,” 
“Suspicious Incident Condition/Person/Vehicle” etc.). 

	 For procedures regarding violations committed by legislators, refer to the Annotated Code 
of Maryland for prohibitions and restrictions. 

	 For violations involving cyclists and pedestrians, refer to the Maryland Transportation Article. 

MILITARY PERSONNEL 

	 For non-arrestable traffic violations, military personnel will be handled in accordance with 
the Maryland Transportation Article. 

	 For arrestable traffic violations, refer to the Field Manual, Article 4 (Arrest, Custody, and Court). 

EXCEPTION: See the Annotated Code of Maryland. 

REFERENCES 

 Annotated Code of Maryland.
 
 Maryland Transportation Article.
 
 Field Manual, Article 4 (Arrest, Custody, and Court).
 

2-2.1 ENFORCEMENT GUIDELINES 

ENFORCEMENT ACTIONS 

 Verbal or written warnings.
 
 Request for re-examination.
 
 Issuance of traffic citations.
 
 Issuance of Safety Equipment Repair Orders (SEROs).
 
 Physical arrest.
 

ENFORCEMENT FACTORS 

 Weather conditions.
 
 Geographic location.
 
 Seriousness of the violation.
 
 Accident history of location.
 
 Traffic related community complaints.
 
 Number of violations known/observed.
 

SWORN MEMBERS 

	 Take appropriate enforcement action in a firm, fair, impartial, and courteous manner for 
violations of the law witnessed or reported. 

	 On all traffic stops will verify through the MILES/NCIC computer: 
1.	 The license status of the driver. 
2.	 The vehicle registration and insurance status of the vehicle. 
3.	 An NCIC wanted check of the operator and vehicle. 

	 May place charges against any driver involved in a traffic accident when probable cause 
exists that a violation occurred. 
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	 May issue citations, without witnessing a violation, based on a complaint by a person, if 
prosecution is desired and the driver can be described. In such cases, members will: 
1.	 Determine the identity of the other driver and issue a citation. 
2. Summons the complainant to court. 

 Will not issue warnings to drivers suspected of driving while under the influence of drugs or 
alcohol. When probable cause exists, the suspect will be appropriately charged. 

	 Issue warnings for violations of newly enacted traffic laws or newly erected 
signs/signals/traffic control devices for the first 14 days of enactment/installation, unless 
public safety is in danger of being compromised. 

	 Should issue written warnings, citations, or SEROs, at their discretion, for violations 
committed by operators of commercial vehicles or public carriers. 

REFERENCE 

	 Field Manual, Article 9 (Vehicle Operation). 

2-2.2 SPEED MEASURING DEVICE (SMD) USE BY PERSONNEL 

DEFINITIONS 

	 Light Detection And Ranging (LIDAR) - a speed measuring device which uses a laser beam 
and internal computer to calculate the speed of a vehicle. LIDAR can also determine the 
distance between the unit and the targeted vehicle. 

	 Radio Detection and Ranging (RADAR) - a speed measuring device which uses a radio 
signal and internal computer to calculate the speed of a vehicle. 

	 Speed Chronograph - a hand-held speed measuring device that calculates the average 
speed of a vehicle by measuring the time it takes the vehicle to travel a measured distance. 

	 Visual Average Speed Computer and Recorder (VASCAR-PLUS) - a vehicle mounted 
speed measuring device which calculates average speed of a vehicle by measuring the 
time it takes the vehicle to travel a measured distance. 

GENERAL 

	 Copies of specifications, certifications, and all other necessary documentation for the 
Department’s SMDs will be obtained from Baltimore County Electronic Services and 
retained at the location where the SMD is assigned. 

	 Preplanned speed enforcement locations and hours of operation will be determined by the 
precinct commander or by the Traffic Management Unit (TMU). 

MEMBERS 

	 Use SMDs in a fair manner that is consistent with the Department’s mission to save lives 
and protect property. 

	 Successfully complete a Baltimore County sponsored SMD training course prior to being 
permitted to utilize a particular type of SMD for enforcement purposes. 

	 Test SMDs at the beginning and end of their tour of duty and periodically during use. 

USES OF SPEED MEASURING DEVICES 

	 Traffic enforcement in high crash areas where speed violations are a causative factor. 

	 Evaluation of speeding vehicle complaints (i.e., statistical surveys). 

	 Enforcement in suspected speed/crime violation areas. 
NOTE: A unit commander or higher may request enforcement action to facilitate other 
criminal or traffic enforcement activity. 

	 Increase the efficiency of officers on routine patrol. 

	 Response to community and citizen complaints. 
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SUPERVISORS 

	 Must verify that an operator is certified to use a particular type of SMD. 

COMMANDERS 

	 Ensure documentation is maintained by the SMD Coordinator recording the use of SMDs. 

REFERENCE 

	 Administrative Manual, Article 8 (Departmental Property). 

2-2.3 JUVENILE TRAFFIC OFFENSES 

JUVENILES UNDER 16 YEARS OF AGE 

	 No traffic citations will be issued. 

	 All traffic offenses require the completion of an Incident Report or an Automated Crash 
Reporting System (ACRS) report, and a Form 117, Juvenile Referral and/or Custody 
Report. The probable cause for the offense will be listed in the Narrative tab of the Incident 
Report or in the narrative of the Form 322, Automated Crash Reporting System (ACRS) 
Continuation Form. 

JUVENILES AGED 16 AND 17 

	 Jailable traffic offenses, with or without any delinquency charge(s), the investigating officer 
will: 
1.	 Take the child into custody. 
2.	 Not issue citations. 
3.	 Charge the traffic offense(s), and any applicable delinquency charge(s), on a Form 

117. 
4.	 Complete an Incident Report or an ACRS report. The probable cause for the offense 

will be listed in the Narrative tab of the Incident Report or in the narrative of the Form 
322. 

	 Non-jailable but arrestable traffic offenses (e.g., failure to sign a citation, etc.), without any 
delinquency charge(s), the investigating officer will: 
1.	 Take the child into custody. 
2.	 Issue citations, with normal distribution procedures. 
3.	 Document on a Form 117 that citations were issued. 
4.	 Release the child to a parent or guardian. 

	 Non-jailable but arrestable traffic offenses (e.g., failure to sign a citation, etc.), with 
delinquency charge(s), the investigating officer will: 
1.	 Take the child into custody. 
2.	 Issue citations, with normal distribution procedures. 
3.	 Document on a Form 117 that citations were issued. 
4.	 Charge the delinquency offense(s) on a Form 117 (Refer to Field Manual, Article 3 

(Juvenile Procedures) for release consideration). 

 Non-jailable, non-arrestable traffic offenses, without any delinquency charge(s), the 
investigating officer will issue citations, with normal distribution procedures. 

	 Non-jailable, non-arrestable traffic offenses, with delinquency charge(s), the investigating 
officer will: 
1.	 Take the child into custody. 
2.	 Issue citations, with normal distribution procedures. 
3.	 Document on a Form 117 that citations were issued. 
4.	 Charge the delinquency offense(s) on a Form 117 (Refer to Field Manual, Article 3 

(Juvenile Procedures) for release consideration). 
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REFERENCE 

	 Field Manual, Article 3 (Juvenile Procedures). 

2-2.4 SERIOUS OFFENSES 

SERIOUS TRAFFIC OFFENSES 

	 Violators cited with a serious traffic offense (i.e., “Must Appear”) and not taken before a 
commissioner will be: 
1.	 Issued a District Court of Maryland Notice to Appear Form in addition to their citation 

copies, regardless of whether a handwritten traffic citation or an electronic citation 
(ETix) is issued. 

2.	 Notified by the charging officer that the citation is for a “Must Appear” violation and that 
the violator must appear before a Baltimore County District Court Commissioner within 
three days. 

3.	 Issued a Notice of Advice of Rights to Counsel for All Judicial Proceedings, if the 
charge is a jailable traffic offense. 

	 When a violator is cited with a serious traffic offense and not taken before a commissioner, 
a Form DC/CR4, Statement of Probable Cause will be completed and distributed as follows: 
1.	 Original and first copy - to the squad supervisor for forwarding to Citation Control. 
2.	 Second copy - to the defendant.
 
3.	 Third copy - to the Information & Records Management Unit.
 
4. Fourth copy - placed in the precinct/division files.
 
NOTE: The charging officer must indicate on the Form DC/CR4 that the District Court of
 
Maryland Notice to Appear Form and the Notice of Advice of Rights to Counsel for All
 
Judicial Proceedings were issued, if applicable.
 

	 When a violator is cited with a serious traffic offense and taken before a commissioner, the 
completed Form DC/CR4 and four copies will be given to the court commissioner at the bail 
hearing. The commissioner will return three copies. The Form DC/CR4 distribution will 
then be as follows: 
1.	 First copy - to the squad supervisor for forwarding to Citation Control. 
2.	 Second copy - to the IRMU. 
3.	 Third Copy - placed in the precinct/division files. 

2-2.5 RECIPROCITY AND IMMUNITY 

OUT-OF-STATE MOTORISTS 

	 May be issued a citation for violations of the Maryland Transportation Article. 

	 From states which do not have reciprocity, will be taken before a commissioner to post 
bond or collateral if the officer has articulable grounds to believe that the violator will not 
comply with the citation guidelines. 

	 There is no reciprocity for the following: 
1.	 Parking violations. 
2.	 Highway weight limit restrictions violations. 
3.	 Transportation of explosives. 
4.	 A resident who has outstanding traffic or parking citations, warrants, or has been 

avoiding service of a notice of suspension or revocation. 

 For those violators taken before a commissioner to post bond or collateral, the officer will: 
1.	 Complete a Form DC/CR4, Statement of Probable Cause. 
2.	 Give the court copy of the Form DC/CR4 and traffic citations to the commissioner. 

NOTE: No arrest report is necessary for an out-of-state violator taken before a 
commissioner. 

3.	 Forward the State’s Attorney’s copy of the Form DC/CR4 and traffic citations to the 
supervisor for review and forwarding to Citation Control. 
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DEFINITIONS 

	 Foreign Officials include: 
1.	 Diplomatic Agents. 
2.	 Consular Officers. 
3.	 Staff of the Missions of International Organizations. 

FOREIGN OFFICIALS 

	 Members stopping a foreign official or his/her family or staff members for a moving traffic 
violation will notify the on-duty supervisor and exercise discretion. The member, based on 
the nature of the violation, will issue a warning or citation. The issuance of a traffic citation 
does not constitute arrest or detention in regard to immunity. 

	 Members issuing a citation to a foreign official or his/her family or staff members will: 
1.	 Contact the U.S. Department of State, as soon as practical: 

a.	 To verify the driver’s status and immunity. 
b.	 To verify all relevant information from any driver’s license or identification card 

issued by the U.S. Department of State. 
NOTE: Immunity does not extend to the issuance of traffic citations. However, traffic 
violators may not be compelled to sign the citation. 

2.	 Forward the following to the Motor Vehicle Administration within five workdays after the 
date of the stop: 
a.	 A vehicle accident report, if the driver was involved in a vehicle accident. 
b.	 A copy of any citation or other charging document issued. 

	 Members issuing a warning or traffic citation to a foreign official or his/her family or staff will 
complete an Incident Report which includes an explanation of the incident and probable 
cause. 
NOTE: A copy of the citation or charging document (if applicable) will have the CC number 
written on the top right corner and placed in the precinct/division files. 

	 Members will complete an Incident Report before the end of their tour of duty. 

	 Refer to Field Manual, Article 8 (Report Writing), for required report distribution. 

	 Members stopping a foreign official for a possible DUI violation must take into primary 
consideration whether the violator is a danger to him/herself or the public. Based upon this 
and other considerations, the following options are available to the member: 
1.	 Transport the foreign official: 

a.	 To a precinct or other location, permitting sufficient recovery time to enable the 
individual to drive safely. 

b.	 To a telephone so a relative or friend may be called to come and pick him/her up. 
c.	 Home, if reasonable. 

2. Call for a taxi.
 
NOTE: Foreign officials will not be handcuffed, subjected to any sobriety tests or physically
 
handled in any fashion unless no other option presents itself, nor is their vehicle subject to a
 
search. This is a sensitive situation.
 

REFERENCES 

	 Annotated Code of Maryland, Transportation Article. 

	 Diplomatic and Consular Immunity, Guidance for Law Enforcement Officers and Judicial 
Authorities (U.S. Department of State). 

	 Field Manual, Article 1 (Investigations). 

	 Field Manual, Article 4 (Arrest, Custody, and Court). 

	 U.S. Department of State Consular Notification and Access Booklet. 
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2-3.0 CITATION USE 

ACCOUNTABILITY 

	 Citation books are issued to a member for that member’s use only. 

	 Citation books are not to be exchanged, borrowed, loaned, or used by anyone other than 
the assigned member. 

	 When a citation is needed and a member has none in possession, another member may be 
requested to issue the citation. The issuing member will issue a witness summons to the 
requesting member. 

	 Copies of completed citations, except the member’s copy and the defendant’s copy, will be 
forwarded to Citation Control within 10 days of issuance in a sealed envelope after 
supervisory review. 

	 Citations will be issued in sequence as numbered in the book. 

	 Members’ citation books which are not being used because of reassignment, change of job 
duties, etc., will be forwarded to Citation Control. 

2-3.1 MARYLAND UNIFORM COMPLAINT AND CITATION 

GENERAL 

	 Maryland Uniform Complaint and Citations: 
1.	 Are used for traffic violations and related witness summons. 
2.	 Will not be used for Baltimore County parking violations. 
3.	 Will reflect the directions and fines established in the current District Court Fine 

Schedule. 

 Citation copy distribution: 
1.	 Copies 1 and 2 - to Citation Control within 10 days of issuance. 

EXCEPTION: Alcohol/Drug related offenses and all related citations written at the 
same time for the same case will be sent to the Chemical Test for Alcohol Team as 
outlined in Section 4.0. 

2.	 Copy 3 - retained by issuing officer for a minimum of three years. 
3.	 Copy 4 - to defendant for payable citations. 

EXCEPTION: This copy will not be given to a defendant for Must Appear Citations. 
4. Copy 5 - to defendant.
 
NOTE: The court copy (#1) will be furnished to the commissioner when an individual is 

arrested for a traffic offense or when an out-of-state motorist is required to post bond for
 
minor violations.
 

	 If a police report is written for an incident where citations are issued, the Central Complaint 
(CC) number will be entered on the citation in the area to the right of “Notice to Appear.” 

ISSUANCE 

	 In addition to those blocks which are explained in the current fine schedule or are self-
explanatory, the following blocks will be completed as indicated (numbers do not apply to 
blocks on citation): 
1.	 Seatbelts - check if seatbelt was not worn. 
2.	 Area - enter “03.” 
3.	 SPCP - leave blank. 
4.	 District - enter “8.” 
5.	 No. - court number. 
6.	 Agency - enter “AE.” 
7.	 Sub-agency - officer’s assignment. 

	 When charging a DUI suspect, the citation will reflect Section 21-902 (Generally) and 
charge #33 will be circled. Sections 21-902(a) and 21-902(b) will not be circled. 
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	 When charging a suspect for driving on a suspended/revoked license, the citation must 
reflect the section, subsection, and alphabetical letter of the charge (e.g., 16-303{e} 
Licenses Canceled by Other States, etc.). 

VOIDING 

	 Once a defendant has been given a copy of the citation and the citation has been 
forwarded to Citation Control, it cannot be voided administratively. 

	 Members who wish to void a traffic citation will: 
1.	 Submit a Form 12L, Intra-Department Correspondence, in an original and three copies, 

to their shift commander explaining the error. The Form 12L will include the citation 
number, date issued, and defendant’s name. 

2. Attach all copies available of the citation to the Form 12L. 

 Shift commanders, if they agree that a citation should be voided, will: 
1.	 Write “VOID” across the front of the citation, signing, and dating the citation directly 

underneath. 
2.	 Sign the Form 12L and distribute as follows: 

a.	 Original and first copy - to Citation Control within 10 days of issuance. 
b.	 Second copy - to requesting officer. 
c.	 Third copy - to Court Liaison Officer. 

	 If the shift commander disagrees with the request to void the citation, the citation will be 
returned to the member with an explanation or further instructions. 

ABANDONING PROSECUTION (NOLLE PROSEQUI) 

	 Members requesting that citation prosecution be abandoned (nolle prosequi) will: 
1.	 Submit a Form 12L (original and two copies) addressed to the Legal Section with 

endorsement by their shift commander. 
2.	 Include in the Form 12L the citation number, date issued, defendant’s name, violations 

cited, and reason for the request. 
NOTE: The Legal Section shall review the 12L and accept or reject the request prior to 
contacting the States’ Attorney’s Office to request that prosecution on the case be 
abandoned. 

3.	 Appear on the court date assigned by the District Court unless the Legal Section 
advises the member that prosecution has been abandoned and they do not need to 
attend. 

MISSING/DAMAGED CITATIONS 

	 Any citation lost, stolen, damaged, or destroyed by any means must be documented on a 
Form 12L. 

	 Any available copies of the citation, except the member’s copy, will accompany the Form 
12L to the member’s shift commander. 

	 If the member’s copy is the only remaining copy, a photocopy will be made to accompany 
the Form 12L. 

	 After endorsement/comments, the shift commander will forward all documents directly to 
Citation Control within 10 days of issuance. 

CERTIFIED RECORDS 

	 Are only required in court for vehicle violations (e.g., uninsured, etc.) and for violations 
involving suspended/revoked licenses. For all other violations where driver’s information 
(e.g., driving record, etc.) is required, a telex printout will be sufficient for court. 

	 Requests must be sent via telex. 
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2-3.2 PARKING CITATIONS 

GENERAL 

	 Parking citations are used for violations of parking regulations as specified in the Baltimore 
County Code and Maryland Transportation Article. 

	 Officers discovering or responding to a parking violation shall evaluate each incident prior to 
taking enforcement actions. 

	 Removing the vehicle(s) in violation is of primary importance when it is creating an unsafe 
environment (e.g., blocked fire lane inhibiting emergency response equipment, etc.). 

	 Towing of vehicles is not allowed under normal circumstances. 

MARYLAND TRANSPORTATION ARTICLE 

	 For violations under Transportation Article Title 21, Section 1004, subsections A through C 
members will: 
1.	 Issue a Baltimore County Citation. 
2.	 Circle the category indicating “ALL OTHER PARKING VIOLATIONS.” 
3.	 Draw a line through “Baltimore County Code, Title 18.” 
4.	 Indicate “MARYLAND TRANSPORTATION ARTICLE,” and the appropriate violation in 

the “Remarks” section. 

	 For violations under Transportation Article Title 21, Section 1004, subsection E (only used 
when officers are requested by owners or their agents to cite a violation) members will: 
1.	 Follow procedures set forth above. 
2. Complete a DC/CR 92, Request for Witness Summons.
 
NOTE: This does not apply to disability or fire lane violations.
 

OFFICERS RESPONDING TO MULTIPLE VIOLATIONS IN AN AREA 

	 Identify the type of violations (e.g., fire lane, handicapped, no stopping/standing, etc.). 

	 Determine if the parking violations are due to an unusual crowd (e.g., public meeting, 
school event, etc.). 

	 Determine whether the parking violations could present a safety hazard for traffic in the 
area or those attending any events. 

	 Contact event organizers in an attempt to remove the hazard, if applicable. 

	 Request a warning announcement to those attending any events before taking enforcement 
action. 

	 Determine the best enforcement strategy to eliminate the unsafe condition and prevent a 
recurrence of the violations. 

MEMBERS VOIDING PARKING CITATIONS 

	 May do so regardless of whether or not the defendant’s copy has been issued or is still 
available. 

	 Complete the pre-printed Inter-Office Correspondence (IOC) entitled “Cancellation of 
Violation Notice” (original and two copies). 

	 Submit the IOC and all available copies of the citation to their shift commander for approval. 

	 If disapproved, the citation will be distributed as stated below. 

	 Ensure the defendant is aware the citation is being voided, if the defendant’s copy is not 
available, and the shift commander approves the request. 

SHIFT COMMANDERS APPROVING VOIDING REQUESTS 

	 Write “VOID” across the front of each copy, sign, and date the citation directly underneath. 

	 Sign the IOC and distribute the original, first copy, and all available copies of the citation to 
Citation Control within 10 days of issuance. 

	 Ensure the second copy of the IOC is retained in the precinct/division files. 
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PARKING CITATION DISTRIBUTION 

 Original and first copy - to Citation Control within 10 days of issuance. 

 Second copy - retained by issuing officer for a minimum of one year. 

 Third copy - placed on vehicle or given to the defendant. 

2-3.3 SAFETY EQUIPMENT REPAIR ORDER (SERO) 

GENERAL 

 SEROs are used to ensure that needed vehicle repairs are made. 

 SEROs may not be issued for vehicles displaying the following registration plates: 
1.	 Out-of-state. 
2.	 Historic. 
3.	 Dealer. 
4.	 Recycler. 
5.	 Transporter. 
6.	 Finance. 
7.	 Special Mobile Equipment. 
8. Temporary. 

 SEROs may be destroyed if an error is made when completing the form. 

ISSUANCE 

	 In addition to those blocks which are self-explanatory, the following blocks will be 
completed as indicated (numbers do not apply to blocks on order): 
1.	 Current Address in Full: Recipient/Owner/Other - circle “owner” and enter owner’s 

address. 
2.	 Vehicle Identification Number (VIN) and Title Number - as verified from the vehicle 

registration card. 
3.	 Recipient Signature - if recipient refuses to sign, write “refused to sign” and process as 

usual. 
4.	 Defective Vehicle codes - more than one block may be checked; however, only the 

defect codes indicated may be used. Do not enter any other defects. 
5.	 County/City - enter “Baltimore County.” 
6.	 County/City Code - enter “03.” 
7.	 Agency - enter “BCOPD.” 
8.	 Agency Code - enter "AE.” 
9. Station - enter appropriate assignment code. 

 Copy distribution (other than those that are self-explanatory): 
1.	 White (#1) - Citation Control within 10 days of issuance. 
2.	 Canary/goldenrod/manila (#3/4/5) - owner or agent of the vehicle. 

INSPECTION CERTIFICATION 

 The Inspection Certification portion is to be completed only after a defect has been 
repaired/replaced as indicated on the SERO. 

 Only those defects marked with an asterisk (*) may be inspected by a sworn police officer. 
All others must be inspected by an authorized Maryland Inspection Station. 

 In addition to those blocks which are self-explanatory, complete the following blocks as 
indicated (numbers do not apply to blocks on order): 
1.	 Name Insp. Sta./Police Department - enter “Baltimore County.” 
2.	 Sta. No./Police Dept. Agency Code - enter “AE.” 
3. Address - address of facility where member is assigned. 

 Copy distribution (after vehicle has been inspected): 
1.	 Canary (#3) - to Citation Control. 
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2.	 Goldenrod (#4) - to owner or agent of vehicle. 
3.	 Manila (#5) - to owner or agent of vehicle (to be forwarded to the Maryland State 

Police). 

2-3.4 WRITTEN WARNINGS 

GENERAL 

 Written warnings are used for minor traffic violations. 

 When an error is made completing the form, it may be destroyed. 

 Copy distribution (other than those that are self-explanatory): 
1.	 White - violator’s copy. 
2.	 Goldenrod - retained in precinct/division files for 90 days. 
3.	 Pink - retained by issuing officer for a minimum of 90 days. 

2-3.5 REQUEST FOR RE-EXAMINATION OF DRIVER 

REQUEST FOR RE-EXAM 

	 Members will complete an MVA Form AJ-39 when they believe that the driver of a motor 
vehicle needs to be re-examined by the Motor Vehicle Administration (MVA) for 
competency. 

	 Copy distribution: 
1.	 White/yellow - to Citation Control within 10 days of issuance. 
2.	 Pink - to issuing member’s commander. 
3.	 Goldenrod - retained by issuing member. 

REFERENCE 

	 Annotated Code of Maryland, Transportation Article. 

2-3.6 ELECTRONIC CITATIONS (ETix) 

DEPARTMENT MEMBERS 

	 May log onto and use the DeltaPlus system only after they have been properly trained. 

	 Are not required to obtain the signature of the violator when issuing a citation, warning, 
safety equipment repair order (SERO), or Requests for Re-examination of Drivers 
(eReferrals) via ETix. 

	 Issue traffic citations/warnings/SEROs/eReferrals for traffic violations via ETix or 
handwritten traffic enforcement documents. 

	 Properly upload issued ETix citations/warnings/SEROs/eReferrals to the Maryland State 
Police (MSP) server by logging out of the system successfully. 

	 Initiate a service call through the Baltimore County Office of Information Technology (OIT) 
Help Desk, upon experiencing any problems with ETix software and/or hardware. 

	 Will not issue a handwritten document when an ETix enforcement is completed and 
submitted through the Delta Plus system and the document fails to print. 
NOTE: The issuing officer must take the necessary steps to ensure that the violator 
receives a copy of the citation/warning/SERO as soon as practical. 

VOIDING OF CITATIONS 

	 The issuing member will submit a Form 12L, Intra-Department Correspondence, to their 
shift/unit commander explaining the error. The Form 12L will include the citation number(s) 
and charge(s) to be voided, date issued, defendant’s name, and reason for the 
citation/charge to be voided. 

	 A copy of the electronic citation will be made and attached to the Form 12L. 
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	 The shift commander will initial and date next to each charge that is to be voided upon 
approving the request to void. 

	 The shift commander will then sign the Form 12L and distribute as follows: 
1.	 Original and first copy to Citation Control. 
2.	 Second copy to requesting officer. 
3.	 Third copy to Court Liaison Officer. 

VOIDING OF ETIX ISSUED WARNINGS 

	 The issuing member will submit a Form 12L to their shift/unit commander explaining the 
error. The Form 12L will include the date issued, driver’s name, and reason for the warning 
to be voided. 

	 A copy of the warning will be made and attached to the Form 12L. 

	 The shift commander, upon approval, will sign the Form 12L and distribute the original to 
the Technology & Communications Section (TCS). 

	 A member of the Mobile Projects Team (MPT) will create a service ticket to the Maryland 
State Police (MSP) and attach the documentation, upon receipt of an approved Form 12L. 

	 The MPT will receive notice from the MSP when the warning is no longer on the driver’s 
record. 

VOIDING OF ETIX ISSUED REQUEST FOR RE-EXAMINATION OF DRIVERS 
(EREFERRALS) 

	 The issuing officer will contact the Motor Vehicle Administration, Driver Wellness and Safety 
Division, and provide the reason that the eReferral needs to be voided. 

VOIDING OF ETIX ISSUED SAFETY EQUIPMENT REPAIR ORDERS (SEROs) 

	 If the SERO was issued for a violation the officer can inspect, the officer will sign the SERO. 

	 If the SERO was issued for a violation the officer cannot inspect, the officer will contact the 
Maryland State Police, Automotive Safety Enforcement Division (ASED), and provide the 
SERO number and the reason that it needs to be voided. 

CITATION CONTROL 

 Receives and files approved Forms 12L requesting permission to void a citation/charge. 

 Provides expungement notifications to the Technology & Communications Section. 

TECHNOLOGY & COMMUNICATIONS SECTION 

 Receives expungement notifications from Citation Control.
 
 Receives Forms 12L voiding warnings from shift/unit commanders.
 
 Completes and submits expungement/voiding documentation to the Maryland State Police
 

Delta Plus Coordinator. 

SHIFT/UNIT COMMANDER 

	 Signs the Form 12L when he/she agrees with a member’s request to void the 
citation/charge/warning. 
NOTE: A copy of the approved Form 12L will be provided to the issuing officer for his/her 
records. 

	 Returns the Form 12L to the submitting member with an explanation or further instructions 
if he/she disagrees with the request to void the citation/charge/warning. 

BALTIMORE COUNTY POLICE DEPARTMENT Page 18 
FIELD MANUAL / ARTICLE 2 
GENERAL ORDER # 2016-01 

http://pdnet.bcnet/Resources/documents/eForms/e12L.doc
http://pdnet.bcnet/Resources/documents/eForms/e12L.doc
http://pdnet.bcnet/Resources/documents/eForms/e12L.doc
http://pdnet.bcnet/Resources/documents/eForms/e12L.doc
http://pdnet.bcnet/Resources/documents/eForms/e12L.doc
http://pdnet.bcnet/Resources/documents/eForms/e12L.doc
https://www.mdsp.org/Organization/SpecialOperationsBureau/AutomotiveSafetyEnforcementDivision.aspx
http://pdnet.bcnet/Resources/documents/eForms/e12L.doc
http://pdnet.bcnet/Resources/documents/eForms/e12L.doc
http://pdnet.bcnet/Resources/documents/eForms/e12L.doc
http://pdnet.bcnet/Resources/documents/eForms/e12L.doc
http://pdnet.bcnet/Resources/documents/eForms/e12L.doc


 

      
    

    

      
 

 

           
      

     

            
         

            
       

   

             
           

             
   

      

                
          

 

            
          

          
          

 
 

 

             
        

       

            
    

        
 

 

     

          
     

              

            

                 
         

 
      

        

           
         

 
      

              

      
 
 

2-3.7 TRAFFIC STOP DATA COLLECTION (TSDC) 

DEFINITIONS 

	 Automatic License Plate Reader “L” Stop - any traffic stop of a motor vehicle for a 
suspected license/registration violation of a Maryland vehicle law that was detected through 
the use of automatic license plate reader technology. 

	 Bias-based Profiling - the selection of an individual, for any police-initiated action, based 
upon assumptions regarding a person’s race, ethnicity, age, sexual orientation, religion, 
cultural group, or economic status, rather than the behavior of an individual, that leads the 
police to believe that a particular individual is engaged in, was engaged in, or is about to 
engage in criminal activity. 

 Investigative “I” Stop - any traffic stop of a motor vehicle resulting from suspected criminal
 
activity, or in support of a crime prevention program, absent a traffic violation.
 

 Motor Vehicle Law Traffic “M” Stop - any traffic stop of a motor vehicle for a suspected
 
violation of a Maryland vehicle law.
 
EXCEPTION: “L” and “R” traffic stops. 

	 Radar “R” Stop - any traffic stop of a motor vehicle for a suspected speed violation of a
 
Maryland vehicle law that was detected through the use of RADAR, LIDAR, or VASCAR
 
technology.
 

	 Traffic Stop - any instance where a law enforcement officer stops the operator of a motor 
vehicle and detains them for any period of time for a suspected violation of the Maryland 
vehicle laws. A traffic stop does not include a checkpoint, roadblock, stop of multiple 
vehicles due to an accident, or an emergency situation requiring the stopping of vehicles for 
public purposes. 

GENERAL 

	 The Maryland General Assembly enacted legislation on July 1, 2001, which requires all 
police agencies in Maryland to establish a policy against race-based traffic stops and to 
report annual traffic stop data to the Maryland Statistical Analysis Center (MSAC). 

	 The Department collects this required traffic stop data via the Form 9, Traffic Stop Data 
Collection (TSDC), and the DeltaPlus system. 

	 Traffic stop data collection is only required for “M” stops. 

MEMBERS 

	 Will not engage in bias-based profiling. 

	 Will not detain a motor vehicle operator following a traffic stop unless there is a reasonable 
suspicion of further criminal activity. 

	 Will not search any person or vehicle in the absence of legally justified reasons or consent. 

	 Conduct themselves in a professional manner during the course of all traffic stops. 

	 Request a central complaint (CC) number for each traffic stop (i.e., “I,” “L,” “M,” or “R”) and 
advise the dispatcher of the type of stop being made. 

MEMBERS UTILIZING HANDWRITTEN TRAFFIC ENFORCEMENT DOCUMENTS 

 Complete a Form 9 for all “M” stops. 

 Submit the Form 9, along with the appropriate enforcement, to the squad supervisor for 
approval prior to the end of their tour of duty. 

MEMBERS UTILIZING AN ELECTRONIC TICKETING SYSTEM
 
 Ensure all required traffic stop data is captured using the DeltaPlus system for all “M” stops. 
 Enter information for searches and arrests, when applicable. 
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SUPERVISORS 

	 Monitor and examine all actions and activities of subordinates to ensure that bias-based 
profiling or discriminatory practices do not occur. 

 Monitor subordinates’ traffic enforcement activities to ensure that data is properly captured. 
 Ensure that a Form 9 is completed for all “M” stops conducted using handwritten traffic 

enforcement documents. 

 Approve all Forms 9 and forward them to the Information & Records Management Unit. 

INFORMATION & RECORDS MANAGEMENT UNIT 

	 Enters data from Forms 9 into the DeltaPlus system. 

2-4.0 ALCOHOL/DRUG-RELATED OFFENSES 

OFFICERS 

	 Charging any person with any violation of the Annotated Code of Maryland, Transportation 
Article, Section 21-902, driving while impaired or under the influence of drugs or alcohol, 
will complete the following: 
1.	 Form DR-15, Advice of Rights. 
2.	 Traffic citations.
 

NOTE: Issued at the hospital if a blood test is taken.
 
3.	 Form DC/CR4, Statement of Probable Cause. 
4.	 Form 166, Arrest Report. 

NOTE: If the subject is not taken into custody (e.g., transported to a hospital, etc.), an 
arrest report will still be completed with “Released on Citation” noted in the Final 
Custody Status block. 

5.	 Form 143, Alcohol Influence Report. 
6.	 A completed and signed State’s Attorney’s copy of the Form 33, Maryland State Police 

(MSP) Result of Test for Alcohol Concentration, if applicable. 
7.	 Any other paperwork related to the DUI arrest, such as an Automated Crash Reporting 

System (ACRS) report, or Incident Reports. 

	 Place the above completed documents (originals), in a specially prepared Driving Under the 
Influence envelope to be forwarded to the reviewing supervisor for approval. Do not staple 
documents. Envelopes are provided by the Chemical Test for Alcohol Team (CTAT). 
EXCEPTION: The CTAT will accept copies of the DR-15 and DR-15A because the 
originals are forwarded to the Motor Vehicle Administration (MVA). 

	 Retain a copy of all documents for trial preparation. 

SUPERVISORS 

	 Review and approve all documents and ensure their completeness prior to forwarding the 
packet to the CTAT. 

	 Complete the label on the outside of the envelope by: 
1.	 Checking off each item. 
2.	 Entering the central complaint (CC) number. 
3. Signing and dating the label. 

 Clasp the envelope closed. Do not seal the envelope. Forward the packet to the CTAT 
through intra-departmental mail. 

 Ensure that the completed packet arrives at the CTAT no later than 72 hours after the 
arrest. 

	 Receiving a Form 119 CTAT for missing/delinquent documents will ensure that the 
information is forwarded to the CTAT within five days. 
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CHEMICAL TEST FOR ALCOHOL TEAM (CTAT) 

	 Ensures that all documents are present. 

	 Stamps all the paperwork “Received by the CTAT” prior to distribution. 

	 Forwards copies to the appropriate locations (e.g., Information & Records Management 
Unit, Citation Control, State’s Attorney, etc.). 

	 Maintains all DUI files for five years. 

	 Identifies habitual offenders. 

	 Sends a Form 119 CTAT to officers for the correction of documentation that is missing, 
delinquent, etc. 

ARRESTEE’S VEHICLE 

	 May be released to: 
1.	 The person who has an ownership interest in the vehicle and who can respond within a 

reasonable time after notification. 
2. A sober passenger in the vehicle with permission from the operator. 

 Will be processed according to current departmental procedures if it must be towed. 

REFERENCES 

 Field Manual, Article 4 (Arrest, Custody, and Court). 

 Field Manual, Article 6 (Miscellaneous Property Issues). 

2-4.1 ALCOHOL/DRUG TESTING 

FORM DR-15 

	 Members charging any subject with alcohol/drug related traffic offenses will: 
1.	 Read the Form DR-15, Advice of Rights, requesting the subject to take an evidentiary 

breath test. 
2.	 Request the subject’s signature on the DR-15 if the test is to be administered. 

NOTE: Evidentiary breath specimens should be obtained within two hours of the 
subject’s apprehension. 

3.	 Complete and retain the Form DR-15 for court. 
EXCEPTION: When Form DR-15A, Officer’s Certification and Order of Suspension 
Form is used, the original must be forwarded to the Motor Vehicle Administration 
(MVA). 

FORM DR-15A 

	 When any subject charged as specified above refuses to submit to an evidentiary breath 
test, or the test results in an alcohol concentration of .08 or more, the arresting member will: 
1.	 Circle the appropriate box on the Form DR-15 and complete the form. 
2.	 Complete Form DR-15A, Officer’s Certification and Order of Suspension Form. 

NOTE: The section for “Reasonable Grounds” must be completed, including the 
reason for initially stopping or approaching the vehicle and the performance on any 
field sobriety tests conducted. 

3.	 Immediately forward the original Form DR-15A to the MVA. 
4.	 Follow the procedures regarding confiscation of a driver’s license. 

	 Cannot be discarded but must be voided, using the procedures established for Maryland 
State Citations. 
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REQUIRED TESTING 

	 As prescribed in the Annotated Code of Maryland, Transportation Article, Section 16-205.1: 
1.	 When a motor vehicle crash results in the death of, or life threatening injury to, another 

person; and, 
2.	 A subject is detained by a member who has reasonable grounds to believe the subject 

was driving or attempting to drive while under the influence of or impaired by alcohol 
and/or drugs. 

PRESUMPTIONS 

	 If the subject’s alcohol concentration is: 
1.	 .05 or less, the subject is presumed not under the influence of alcohol or driving while 

impaired by alcohol. 
NOTE: Charges for driving while impaired by alcohol may not be placed against a 
subject in this circumstance. 

2.	 .05 but less than .07, it will not be presumed that the subject was or was not driving 
while impaired by alcohol, but this fact may be considered with other competent 
evidence in making any determination. 

3.	 At least .07 but less than .08, it will be prima facie evidence that the subject was driving 
while impaired by alcohol. 

4.	 .08 or more, the subject will be considered under the influence of alcohol per se as 
defined by the Annotated Code of Maryland, Transportation Article. 
NOTE: A Drug Recognition Expert (DRE) should be contacted in all cases where the 
alcohol concentration is below a .08, and the level of impairment is not consistent with 
the breath test results. 

JUVENILE TESTING 

	 Juveniles aged 16 and 17, having received an operator’s license, will be treated as adults 
for the purposes of intoxication testing. 

	 A juvenile 15 years of age or younger, who is suspected of operating a motor vehicle while 
under the influence of an alcoholic beverage or drug, may be given a chemical test for 
intoxication if: 
1.	 The parent/guardian and the juvenile give consent. 
2.	 The juvenile agrees to submit to a test and the parent/guardian cannot be contacted 

within two hours from the time of arrest. 
3.	 The parent/guardian refuses to allow the test but the juvenile agrees to the test. 

	 If a juvenile 15 years of age or younger refuses to take the test, a chemical test for 
intoxication will not be given, regardless of the parent/guardian’s wishes. The results of the 
contact and the request refusal will be documented in the report narrative. 

REFERENCE 

	 Annotated Code of Maryland, Transportation Article. 

2-4.1.1 PRELIMINARY BREATH TEST (PBT) DEVICES 

PBT USE 

	 Members stopping a motorist suspected of driving under the influence of alcohol will have 
the driver complete the accepted performance tests to establish probable cause. 

	 The PBT may be used as an additional screening device, but the results of the test cannot 
be used as evidence in any DUI prosecution. 

	 A PBT will be available in various commands throughout the County to provide for 24-hour 
access. 

	 A PBT will be administered only by certified operators. 
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	 Only those PBTs approved by the State Toxicologist will be used. 

PBT OPERATORS 

	 May conduct simulation tests, using approved simulator solutions, on the PBT units to 
ensure their accuracy. 

	 Conducting a simulator test with a result outside of the acceptable calibration range will 
remove the PBT unit from service until it is repaired/recalibrated. 

	 Complete the Maryland State Police (MSP) Form 102, Advisement of Rights, and distribute 
as follows: 
1.	 Original - retained by requesting members. 
2.	 First copy - to subject tested. 
3.	 Second copy - placed in the DUI Packet and forwarded to the Chemical Test for 

Alcohol Team where the MSP 104 log will be maintained. 

 Will not furnish the results of the PBT to any person arrested for DUI until after completion 
of the evidentiary chemical test. 

	 Ensure the arresting member has all of the required information for completion of the PBT 
section of the Form 143, Alcohol Influence Report. 

PBT ADMINISTRATOR 

 Checks each PBT unit using an appropriate simulated alcohol solution.
 
 Conducts inspections of all PBT units on a monthly basis.
 
 Maintains and calibrates all PBT units.
 
 Maintains all PBT supplies, mouthpieces, MSP Forms 102, etc.
 
 May be consulted for:
 

1.	 Maintenance, calibration, or repair of PBT units. 
2. Questions on use of and training for the PBT. 

 Maintains all PBT logs. 

2-4.1.2 EVIDENTIARY BREATH TESTS 

ARRESTING OFFICERS 

	 Notify 9-1-1 Police Liaison of the need for a breath test operator and meet the operator at 
the precinct where the breath test will be conducted. 

	 Transport the arrestee to the precinct where the test will be administered. 

	 Will not administer the evidentiary breath test. 

EVIDENTIARY BREATH TEST INSTRUMENTS 

	 Are available to members 24 hours a day. 

	 Are operated only by members certified by the State Toxicologist, using a properly certified 
instrument. 

	 Are maintained and/or repaired only by a certified evidentiary breath test instrument 
maintenance technician. 

EVIDENTIARY BREATH TEST INSTRUMENT OPERATORS 

	 Will conduct preliminary breath tests on DUI suspects upon request when within a 
reasonable distance. 

 Will be alert for malfunctions of the breath test equipment. 

 Discovering malfunctions of the breath test equipment will: 
1.	 Place the instrument out of service. 
2.	 Contact a service technician from the Maryland State Police Chemical Test for Alcohol 

Unit. 
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	 Upon completion of each test, will: 
1.	 Ensure all entries are properly posted in each log and report. 
2.	 Store and/or return all equipment/supplies properly. 

	 Will complete the Form 33, Result of Test for Alcohol Concentration, and distribute as 
follows: 
1.	 Original - retained by arresting member. 
2.	 First copy - to the CTAT for forwarding to the State’s Attorney’s Office. 
3.	 Second copy - to the subject. 
4. Third copy - to the MVA with DR-15A if breath test result is .08 or higher. 
NOTE: Failure to furnish the subject with a copy of this form will mandate the appearance 
of the evidentiary breath test instrument operator at the subject’s trial. 

	 Will appear in court only when summonsed, and must have the State Toxicologist’s 
certification in possession for each court appearance. 

2-4.1.3 BLOOD TESTS 

BLOOD TESTS 

 Require probable cause and DUI charges against the suspect. 

 Are requested when: 
1.	 A DUI suspect is hospitalized, or 
2.	 The evidentiary breath test instrument is not available, or 
3. When ordered by a Drug Recognition Expert (DRE) after an evaluation. 

 Are required when a DUI suspect is involved in a crash resulting in the death of, or a life 
threatening injury, to another person and refuses to take an evidentiary breath test. 

	 Must be given within two hours of arrest for suspected alcohol impairment and within four 
hours for suspected drug impairment. Samples may still be obtained if not within the 
allotted time span. 

	 For crashes, the time limit for breath/blood samples begins at the time of arrest or 
detention, not at the time of the crash. 

 Are performed by qualified/certified state medical personnel per State Toxicologist 
procedures. 

 For DRE investigations, blood specimens may be withdrawn at a location designated by the 
DRE Coordinator. 

BLOOD TEST KITS 

 Must be approved by the State Toxicologist.
 
 Are distributed by the CTAT.
 
 Are carried by traffic units, DUI Enforcement Team, and Crash Team supervisors.
 
 Are requested through 9-1-1 Police Liaison.
 
 Must have their expiration date checked prior to use.
 
 Include instructions that must be followed.
 

PROCESS FOR REQUESTED BLOOD TESTS 

	 The blood test request should be made at the hospital to allow time for the blood test kit to 
be delivered. 

	 The Form DR-15 will be completed. 

	 The suspect will be read the Form DR-15, Advice of Rights, and be advised that a blood 
test is being offered. 

	 If the test is taken, the: 
1.	 DR-15A control number space of the MVA Form DR-15 will remain blank. 
2.	 The MVA copy of the Form DR-15 will be retained by the arresting officer until the 

results are received. 
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	 If the test is refused: 
1.	 Confiscate the suspect’s Maryland driver’s license. 
2.	 Complete Form DR-15A, Officer’s Certification and Order of Suspension. 
3.	 Forward the completed Form DR-23 to the MVA, when a DRE is utilized. 

PROCESS FOR REQUIRED BLOOD TESTS 

	 The arresting officer will direct the medical practitioner to withdraw the blood sample as 
outlined in the Annotated Code of Maryland, Transportation Article. 

	 If the medical practitioner refuses to withdraw the blood sample, the on-call State’s Attorney 
will be contacted through 9-1-1 Police Liaison. 

BLOOD TEST RESULTS 

	 When the results of the blood test indicate a blood alcohol content of .08 or above, the 
arresting officer will: 
1.	 Notify the subject. 
2.	 Complete the MVA Form DR-15A. 

NOTE: The issue date is filled in when the Order of Suspension is served on the 
subject. 

3.	 Complete the DR-15A control number space on the MVA Form DR-15. 
4.	 Insert “Blood Test - See MSP Form 33” in the block titled, “Certification of Test 
Technician or Analyst.” 

5.	 Refer to this Article for form distribution and procedures regarding the confiscation of 
driver’s licenses. 

REFERENCE 

	 Annotated Code of Maryland, Transportation Article. 

2-4.1.4 DRUG RECOGNITION EXPERT (DRE) PROGRAM 

DRUG RECOGNITION EXPERTS (DRE) 

	 Provide an evaluation of suspects arrested for driving while under the influence of drugs 
and can determine, with a high degree of accuracy, the category of drugs causing the 
impairment. 

	 Are requested through the 9-1-1 Police Liaison. 

	 Will notify the DRE Coordinator of serious injury or fatal crashes if drug impairment is 
involved. 

	 Conduct drug evaluations in accordance with the procedures established by the National 
Highway Traffic Safety Administration (NHTSA). 

	 Have the authority to terminate an evaluation at any time for safety reasons. Drug 
evaluations will not be performed if a subject is combative or violent. 

	 May be called to assist neighboring law enforcement agencies with drug evaluations. 

	 Maintain personal test logs and all other records required by NHTSA and the DRE 
Coordinator. 

	 Prepare a Drug Influence Evaluation Report (original and two copies) using the proper 
forms per procedure established by NHTSA, and distribute as follows: 
1.	 Original - to the DRE Coordinator. 
2.	 First copy - to the arresting member. 
3. Second copy - retained by the DRE 

 Advise suspects of their obligation to submit to a blood test as explained on the Form DR-
15, Advice of Rights. 

	 If the suspect consents to the test, provide the arresting officer with a blood kit, DRE blood 
sample form, and assistance on blood withdrawal procedures. 
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	 If the suspect refuses the test, provide the arresting officer with a completed Form DR-23, 
Drug Recognition Expert’s Certification. 

DRUG EVALUATIONS 

 Drug evaluations will be conducted at Precincts 2, 3, 4, 6, 8, 9, and 12. 

 After a chemical test for alcohol has been completed and evidence suggests possible drug 
impairment, a DRE may be called to assist if the subject: 
1.	 Refuses the evidentiary breath test and available evidence suggests impairment by 

drugs, not alcohol. 
2.	 Test result is below .08. 
3.	 Was driving a vehicle involved in a serious personal injury or fatal crash and evidence 

suggests drug use. 

	 May be conducted in cases other than driving while impaired, after consulting with the DRE 
Coordinator. 

ARRESTING OFFICERS 

	 If the suspect: 
1.	 Consents to the blood test: 

a.	 Transport the suspect to a designated medical facility. 
b.	 Provide medical personnel with the blood test kit. 
c.	 Witness the DRE’s evaluation. 
d.	 Ensure medical attention is given to the defendant, if necessary, as indicated by 

the DRE during the evaluation. 
e.	 Package and mail the sample according to the instructions in the blood kit. 

2.	 Refuses the test: 
a.	 Confiscate the suspect’s Maryland driver’s license in accordance with this Article. 
b.	 Complete Form DR-15A, Officer’s Certification and Order of Suspension. 
c.	 Forward the completed Form DR-23 to the MVA when a DRE is utilized. 

	 Are not required to complete a Form 273, Sick or Injured Person Medical Report, unless the 
suspect requires medical treatment for other reasons. 

DRE COORDINATOR 

	 Arranges training for personnel, including: prospective DREs, instructors, recertification, 
and in-service. 

 Supervises the DRE Program. 

 Acts as liaison with the NHTSA, State Coordinator, and other agencies related to the 
program. 

 Provides public information and education about the program. 

 Forwards reports to the CTAT for inclusion in the DUI packet. 

2-4.2 CONFISCATION OF MARYLAND DRIVER’S LICENSE 

CHEMICAL TESTS FOR ALCOHOL 

	 If the driver refuses the requested chemical test (blood or breath), or the test results in an 
alcohol concentration of .08 or higher, the officer will: 
1.	 Provide #3 and #4 copies of the Form DR-15A, Officer’s Certification and Order of 

Suspension, to the driver. 
2.	 Attach the confiscated license to the adhesive strip located on the bottom of the #1 

copy of the Form DR-15A. 
3.	 Place the following into the postage paid, pre-addressed envelope, and seal: 

a.	 The #1 copy of the Form DR-15A. 
b.	 The #2 (MVA) copy of the Form DR-15, Advice of Rights. 

BALTIMORE COUNTY POLICE DEPARTMENT Page 26 
FIELD MANUAL / ARTICLE 2 
GENERAL ORDER # 2016-01 

http://pdnet.bcnet/Resources/documents/eForms/e273.doc


 

      
    

    

              
          

 
 

  

           
          

  
      
   
          
             

     
            

    
          

         
  

         
    

            
        

 
            

    
      
         

      
 

   

        
             

   
   
     
             
          
           
             

           
   

      
 

      
 

 

          
         
       

              
           

   

              

c. A copy of the results of Form 33, Test for Alcohol Concentration MSP. 
4.	 Check off items on the back of envelope and mail within 72 hours of issuance of the 

form. 

BLOOD TESTS 

	 If the driver’s test results in an alcohol concentration of .08 or higher and: 
1.	 The driver lives or works within a reasonable distance of the officer’s assignment, the 

officer will: 
a.	 Contact the driver and complete the DR-15A. 
b.	 Confiscate the driver’s license (Maryland license only). 
c.	 Note the date the Form DR-15A is completed in the “issue date” block. 
d.	 Write the words "Blood Test - See Attached MSP Form 33" in the block titled 
“Certification of Test Technician or Analyst.” 

e.	 Forward the #5 copy of the Form DR-15A to the Information & Records 
Management Unit upon completion. 

f.	 Forward the confiscated license, completed Form DR-15A, and a copy of the MSP 
Form 33 to the MVA in the envelope provided, noting the contents on the back of 
the envelope. 

2.	 The driver resides or works at an unreasonable distance from the officer’s work 
assignment, the officer will: 
a.	 Complete the Form DR-15A except for the order of suspension issue date, 

surrender of license and driver’s certified statement blocks, and the temporary 
license block. 

b.	 Forward the partially completed Form DR-15A and a copy of the MSP Form 33 to 
the appropriate agency for service and completion. 

c.	 Retain a copy of the Form DR-15A. 
d.	 The law enforcement agency within the jurisdiction where the driver resides will 

have an officer contact the driver and complete the DR-15A. 

OTHER JURISDICTION REQUESTS 

	 Members requested to serve a Form DR-15A for another agency will: 
1.	 Personally serve the Form DR-15A on the subject, completing the issue date on the 

Order of Suspension. 
2.	 Confiscate the driver’s license (Maryland licenses only). 
3.	 Complete and sign the temporary license section. 
4.	 Furnish the subject with the #3 and #4 copies of the completed Form DR-15A. 
5.	 Return the #2 copy of the Form DR-15A to the initiating member/agency. 
6.	 Forward the #5 copy of the DR-15A to the Information & Records Management Unit. 
7.	 Place the #1 copy of the Form DR-15A with the confiscated license attached, along 

with a copy of the MSP Form 33, in the envelope provided, noting the contents on the 
back of the envelope. 

8.	 Mail the envelope to the MVA within 72 hours. 

2-4.3 OFFENSES INVOLVING COMMERCIAL MOTOR VEHICLES 

GENERAL 

	 Members having reasonable grounds to believe that a person has been driving or 
attempting to drive a commercial motor vehicle on a highway or on any private property that 
is used by the public in general in Maryland in violation of Maryland law, which resulted in 
an alcohol test of .04 or more but less than .08, will complete, in addition to other required 
forms, a Form DR-102, Certification of Police Officer - Test Result of .04 or More -
Commercial Motor Vehicle. 

	 If the test results are .08 or more, a Form DR-15A will be completed. 
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	 In all cases, a copy of the Form MSP 33, Official Test Results, will be attached to the MVA 
copy of the DR-102 or DR-15A and forwarded to the MVA in the envelope provided. 

	 A copy of the Form DR-102 will be furnished to the subject. 

REFERENCE 

	 Annotated Code of Maryland, Transportation Article. 

2-4.4 VIOLATION OF ALCOHOL RESTRICTIONS 

ALCOHOL RESTRICTION TYPES 

 Age-based restrictions (under 21 years of age). 

 Court-ordered restrictions. 

ALCOHOL-RESTRICTED LICENSE 

	 If a suspect appears not to be intoxicated or impaired but has the odor of an alcoholic 
beverage on their breath: 
1.	 A chemical test for alcohol must be requested. 
2. The Form DR-15, Advice of Rights, must be completed. 

 If the driver refuses to take a test or takes a test resulting in a blood alcohol content (BAC) 
of .08 or more, the license will be confiscated. 

 A driver may be charged with an alcohol restriction violation if the BAC test results for: 
1.	 A court-ordered restriction is .01 or higher. 
2.	 An age-based restriction is .02 or higher. 

	 In situations where the driver is charged with a violation of the Annotated Code of Maryland, 
Transportation Article, Section 21-902, and there is a test result of .02 or higher, an alcohol 
restriction violation will also be charged as required by Section 16-113(b). 

	 If DUI charges are added due to the test results, field sobriety tests must be administered 
and documented. 

ADDITIONAL REQUIRED FORMS 

	 Form DR-15A, Officer’s Certification and Order of Suspension, is completed when the test 
is refused or results in a BAC are .08 or higher. 

	 Form 33, Result of Test for Alcohol Concentration MSP, is completed whenever the 
chemical test is taken. 

	 Form DR-103, Violation of Alcohol Restriction, is issued for all alcohol restriction violations 
where the BAC test result for: 
1.	 A court-ordered restriction is from .01 to .07. 
2.	 An age-based restriction is from .02 to .07. 

	 Form 143, Alcohol Influence Report, and arrest report, must be completed for all arrests. In 
the remarks section of the Form 143, include the name of the medical personnel drawing 
the blood, if applicable. 

	 Form DC/CR4, Statement of Probable Cause, is completed for all violations, except when 
the BAC test result for: 
1.	 A court-ordered restriction is .00. 
2.	 An aged-based restriction is less than .02. 

	 Maryland Uniform Complaint and Citation will be issued for all alcohol restriction violations, 
except when the BAC test result for: 
1.	 A court-ordered restriction is .00. 
2.	 An aged-based restriction is less than .02. 

REFERENCES 

	 Administrative Per Se Manual (MSP/MVA). 
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	 Field Manual, Article 4 (Arrest, Custody, and Court). 

2-5.0 OFF-ROAD VEHICLE VIOLATIONS 

GENERAL 

	 An off-road vehicle, as defined below, may be forfeited after three confirmed violations of 
the Baltimore County Code off-road vehicle laws, when the violations occurred on private 
property not used by the public as a matter of right. 

VEHICLE APPLICABILITY 

	 Mini-bikes, which means a motor vehicle that: 
1.	 Has a saddle for use of the rider. 
2.	 Is designed to travel on not more than three wheels in contact with the ground. 
3.	 Is not subject to registration. 
EXCEPTION: This does not include farm tractors. 

 Off-road motorcycles, which means motorcycles: 
1.	 Commonly referred to as “dirt-bikes.” 
2. Are not registered.
 
EXCEPTION: This does not apply to four-wheel off-road motorcycles, such as All Terrain 

Vehicles (ATVs).
 

APPLICABLE VIOLATIONS 

 Annotated Code of Maryland, Transportation Article. 

 Baltimore County Code. 

INVESTIGATING OFFICERS 

	 Verify the owner and/or operator’s identification. 

	 Will not confiscate the vehicle. 

	 Attempt to verify if the violation is the individual’s third violation, utilizing the InPursuit 
system. 

	 If the operator is an adult: 
1.	 Issue a criminal citation in accordance with the Field Manual, Article 4 (Arrest, 

Custody, and Court). 
2.	 Initiate an Incident Report using the offense code “Traffic Other” and note in the 

Narrative tab if the violation is confirmed as the third violation. 

 If the operator is a juvenile: 
1.	 Complete a Form 117 in accordance with the Field Manual, Article 4 (Arrest, Custody, 

and Court). 
2.	 Initiate an Incident Report using the offense code “Traffic Other” and note in the 

Narrative tab if the violation is confirmed as the third violation. 

	 Refer to Field Manual, Article 8 (Report Writing), for required report distribution for cases 
involving asset seizure/forfeiture. 

OFFICERS SERVING FORFEITURE ORDERS 

 Make service attempts between 0730 and 2330 hours, from Monday through Friday. 

 Initiate an Incident Supplement, indicating that the court-ordered forfeiture was 
accomplished. 

REFERENCES 

 Annotated Code of Maryland, Transportation Article.
 
 Baltimore County Code.
 
 Field Manual, Article 4 (Arrest, Custody, and Court).
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	 Field Manual, Article 6 (Miscellaneous Property Issues). 

2-6.0 SCOFFLAW VIOLATIONS 

GENERAL 

	 Scofflaw vehicles are those having three or more outstanding parking violations, when 30 or 
more days have elapsed since the third unsatisfied violation. 

	 Refer to Baltimore County Code, Impoundment of Vehicles. 

NON-SWORN PARKING ENFORCEMENT OFFICERS 

	 Who verify a scofflaw violation will request, through their supervisor, a Department member 
to be dispatched to the scene. 

	 Provide the required information to the responding officer for the Incident Report. 

INVESTIGATING OFFICERS 

	 Verify the existence of outstanding citations on the vehicle in question by contacting the 
Office of Budget & Finance, Parking & Automated Enforcement. 
EXCEPTION: Verification may be presumed when called to the scene by a non-sworn 
parking enforcement supervisor. 

	 May impound a vehicle for a scofflaw violation even if new tags are issued to the violator’s 
vehicle, as long as the owner and vehicle are the same as those on the outstanding 
citations. 

	 After verification of a violation, will request a tow truck that is licensed with Baltimore 
County and contracted with the Automated Dispatch System vendor to impound the vehicle. 

	 Notify the Office of Budget and Finance that the vehicle has been stored for a scofflaw 
violation and provide the name of the responding tow company. 

	 Notify the vehicle owner and provide the location of the vehicle, the reason for storage, and 
the amount of fines due for payment at the Office of Budget & Finance. 

	 If unable to notify the vehicle owner before the end of their tour of duty, will notify their 
supervisor, send a telex, and notify the 9-1-1 Police Liaison to place on the tow board. 

	 Initiate an Incident Report using the offense code “Stored Auto” with the information 
provided by the Office of Budget & Finance, to include the: 
1.	 Vehicle information and reason for storage. 
2.	 Number of outstanding tickets and dollar amount of fines due. 
3. Owner notification information. 

 Refer to Field Manual, Article 8 (Report Writing), for required report distribution. 

SUPERVISORS 

	 Ensure that steps are taken to have the vehicle owner notified and if unable to contact the 
owner, that the 9-1-1 Police Liaison was notified and a telex was sent. 

	 Ensure that the report is forwarded as required. 

	 Will mark the case status as “Closed” once the above procedures have been completed. 

VEHICLE RELEASE PROCESS 

	 When the fines are paid, the owner will take the Office of Budget & Finance receipt (Form 
NCR3) authorizing release of the vehicle to the tow company location and reclaim the 
vehicle. 

REFERENCES 

 Automated Dispatch System (ADS) BCOPD Desk Officer Guide.
 
 Baltimore County Code.
 
 Field Manual, Article 6 (Miscellaneous Property Issues).
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2-7.0 ABANDONED VEHICLES AND MOTORIZED EQUIPMENT 

2-7.1 ABANDONED VEHICLES 

ABANDONED VEHICLES 

	 Investigated in accordance with the delayed response policy. 

	 Found during routine patrol will be investigated by the observing member. 

	 That are normally titled (e.g., cars, motorcycles, etc.), will be handled as titled vehicles for 
purposes of abandonment. 

INVESTIGATING OFFICERS 

	 Determine if the vehicle is wanted/stolen and if it meets abandonment criteria. 

	 Should charge the owner/driver responsible for abandoning the vehicle in accordance with 
the provisions of the Annotated Code of Maryland, Transportation Article. 

	 Refer to the Field Manual, Article 6 (Miscellaneous Property Issues), for procedures 
regarding towing documentation for abandoned vehicles and vehicle inventories. 

REPORTING 

	 An Incident Report using the offense code “Abandoned Auto” will be completed if the 
vehicle meets abandonment criteria. 

	 The victim will be the owner of the property where the vehicle is located. If it is an 
apartment complex, use the name of the complex. 

	 The vehicle owner’s information will be documented in the Other Person tab of the Incident 
Report. 

	 Refer to Field Manual, Article 8 (Report Writing), for required report distribution. 

2-7.1.1 VEHICLES ABANDONED ON PUBLIC PROPERTY 

INVESTIGATING OFFICERS 

	 Should attempt to have the vehicle removed by the owner or person responsible for 
abandoning the vehicle. 

	 Complete the Form 217, Abandoned Auto Notice, and attach it to the windshield on the 
driver’s side or where it would be most visible to the operator. 

	 Refer follow-up to the Traffic Management Unit. 

DESIGNATED TRAFFIC OFFICERS 

	 Submit an Incident Supplement, documenting the vehicle removal status and attempts to 
contact the vehicle owner. 

	 Dispatch the closest licensed scrap processor to remove the vehicle, if the vehicle is not 
removed within the 48-hour time limit. 

ABANDONED AUTO TEAM 

	 Authorizes towing of abandoned vehicles. 

	 Attempts to notify the last known vehicle owner/lienholder, per the requirements of the 
Annotated Code of Maryland, Transportation Article, once the vehicle is in possession of 
the licensed scrap processor. 

	 Issues Form CS-78, Certificate of Authority, to the dismantler as a form of release if the 
vehicle is not claimed within three weeks of owner/lienholder notification. 

	 Writes the central complaint (CC) number on the receipt for the certified letter and on the 
upper right corner of the Form CS-78, before filing in the team’s files. 

	 Forwards a photocopy of the receipt and the Form CS-78 to the Information & Records 
Management Unit. 
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2-7.1.2 VEHICLES ABANDONED ON PRIVATE PROPERTY 

INVESTIGATING OFFICERS 

	 Verify that the complainant is the property owner or is acting as an agent for the property 
owner. 

	 Complete the Form 217A, Private Property Abandoned Auto Notice, and attach it to the 
windshield on the driver’s side or where it would be most visible to the operator. 

	 Advise the complainant that they can have the vehicle removed by a licensed scrap 
processor if the vehicle is not removed within the 48-hour time limit. 

	 Obtain a listing on the vehicle and furnish the name and address of the vehicle owner to the 
complainant. 

2-7.2 STORED UNUSUAL VEHICLES AND MOTORIZED EQUIPMENT (TOWING) 

UNUSUAL VEHICLE TYPES 

 Dune buggies, golf carts, go-carts, etc. 

 All-terrain vehicles, mini-bikes, mopeds, etc. 

 Tractors, backhoes, loaders, etc. 

INVESTIGATING OFFICERS 

	 Will complete an Incident Report using the offense code “Stored Auto.” 
	 Request a tow truck from the Vehicle Operations & Maintenance Shop (VOM) only when a 

vehicle is to be processed as evidence and transported to the Crime Lab at the Public 
Safety Building. 

	 Request the closest licensed tow company in all other circumstances. 

	 Will make an attempt to identify the vehicle/equipment owner, notify the tow company, and 
record the attempt in the report. 

REFERENCES 

 Annotated Code of Maryland, Transportation Article. 

 Field Manual, Article 6 (Miscellaneous Property Issues). 

2-8.0 INOPERATIVE VEHICLES 

INOPERATIVE VEHICLES 

	 Are vehicles that have suffered a mechanical failure not resulting from a collision. 

INVESTIGATING OFFICERS 

	 Assist motorists of inoperable vehicles provided the officer is not en route to a call or 
transporting a prisoner. 

	 Request fire or emergency medical assistance through the 9-1-1 Police Liaison if required 
by the motorist. 

	 Advise the vehicle operator that there may be a charge once the tow truck is requested, 
even if the vehicle becomes operable before the service vehicle arrives. 

	 Obtain the vehicle operator’s information should the vehicle become operable and leave 
prior to arrival of the service vehicle. 

	 Check to see if the vehicle is wanted or stolen. 

	 Ensure that the operator is transported to a location of safety, should assistance not arrive. 

	 Complete an Incident Report with the offense code “Stored Auto” should an inoperable 
vehicle be removed for causing a traffic hazard when the owner/operator is not present. 
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VEHICLE TOWING 

	 If an inoperative vehicle causing a traffic hazard needs to be towed, the: 
1.	 Officer will request the closest licensed tow company if the owner/operator is not 

present or does not specify a particular tow company. 
2.	 Owner/operator may request a non-licensed tow company provided response will be 

within a reasonable time. 

	 If the inoperative vehicle is not causing a traffic hazard, a non-licensed tow company may 
be requested by the vehicle owner/operator. If the owner/operator does not request a 
specific tow company, the closest licensed tow company will be called. 

REFERENCE 

	 Field Manual, Article 6 (Miscellaneous Property Issues). 

2-9.0 MAJOR TRAFFIC INCIDENTS 

MAJOR TRAFFIC INCIDENT PLANS 

 Coordinated Highway Action Response Team (CHART). 

 Light Rail Incident Management Plan. 

DEPARTMENT MEMBERS 

	 Will be vigilant and alert for traffic incidents that may create congestion on major 
thoroughfares in the County. 

	 Notify the traffic and patrol supervisors for the precinct involved in a verified major traffic 
incident. 

SUPERVISORS 

	 Traffic supervisor of the precinct involved will have the primary responsibility for directing 
operations for the incident. 

	 Patrol supervisors will assist and, upon request or in absence of the traffic supervisor, 
assume responsibility for the operation. 

	 Will consider the following factors, among others, before instituting any plans: 
1.	 Severity of the incident (i.e., minor or hazardous). 
2.	 Anticipated duration of the event (short or long-term). 
3.	 Potential areas affected by the incident. 
4.	 Estimate of personnel and equipment needed. 

	 Once the evaluation is complete, the supervisor in charge may do any of the following to 
facilitate traffic flow: 
1.	 Advise the 9-1-1 Police Liaison to: 

a.	 Provide all known information on the nature of the incident, detours, duration, etc., 
and periodic updates to the media. 

b.	 Request notification of appropriate County/state agencies for assistance, 
personnel, equipment, etc. 

2.	 Design, if necessary, detour routes, keeping in mind the type of traffic to be detoured, 
weight, height, and restricted roadways. 

3.	 Assign personnel required to initiate the detours, requesting additional personnel as 
necessary, including initiating a Phase, if necessary. 
NOTE: Evacuations from other jurisdictions could lead to a large number of motorists 
being directed through Baltimore County. 

4.	 Notify other police agencies for information and/or assistance. 
5.	 Request a Traffic Management Unit supervisor to assist with coordination of equipment 

and assistance from other agencies (e.g., Maryland State Police, State Highway 
Administration, etc.). 
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 The supervisor in charge will continuously monitor all aspects of the incident to ensure the 
successful conclusion of the incident. 

 For interstate highway incidents, the supervisor in charge will also: 
1.	 Implement the Freeway Incident Management Plan. 
2.	 Notify the 9-1-1 Police Liaison to request assistance of state agencies through the 

CHART Program. 
3. Notify the appropriate traffic commander when implemented. 

 For light rail incidents the supervisor in charge will also: 
1.	 Immediately notify the Maryland Transit Administration Police. 
2.	 Implement the Light Rail Incident Management Plan if an accident involving a light rail 

train occurs at a rail crossing. 
3.	 Notify the appropriate traffic commander if the plan is implemented. 

REFERENCES 

 Coordinated Highway Action Response Team (CHART). 

 Light Rail Incident Management Plan. 

2-10.0 TRAFFIC CONTROL AND SAFETY DEVICES 

GENERAL 

	 When a member of the Department must turn a traffic signal to “off” or “flash,” the 9-1-1 
Police Liaison will be notified, giving the location and the reason for such action. The 9-1-1 
Police Liaison in turn will notify Baltimore County Highways/State Highway Administration 
as soon as possible of the traffic signal condition. 

	 When Baltimore County highway safety devices, traffic control devices, or lighting are 
lacking or defective, the: 
1.	 Form 264, Traffic Control Replacement, will be completed and forwarded to Baltimore 

County Highways and Traffic for follow-up. 
2.	 The 9-1-1 Police Liaison will notify the appropriate agency (e.g., for signal light truck 

response, etc.) if the situation involves an immediate hazard. In this instance, the 
Form 264 will be completed and forwarded as above and the “Remarks” section will 
reflect the date and time the 9-1-1 Police Liaison was notified. 

	 Reflective safety vests will be worn by any member who must work in or around roads 
accessible to the public (e.g., radar enforcement, traffic direction, etc.). 

2-10.1 SPEED TRAILERS 

SPEED TRAILERS 

 Will be used as an educational tool, in addition to or in lieu of, enforcement activities.
 
 Are not speed camera systems.
 
 Are assigned to the Support Operations Division (SOD).
 
 May be used on any roadway, regardless of the speed limit.
 
 Will not remain at a location for more than four days.
 

EXCEPTION: Extended placements approved by the SOD Commander prior to the
 
placement.
 

MEMBERS 

 Who are trained are permitted to transport and/or set up speed trailers. 

 Request usage of a speed trailer by contacting the SOD Commander’s office. 

 May use the data recorded by the trailers for analysis purposes only. 
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SPEED TRAILER PLACEMENT 

	 Must be located safely off of the travel portion of the roadway, not blocking the free flow of 
traffic or the view of drivers. 

	 Is allowed on private property with the owner’s permission and the approval of the Precinct 
Commander. 

SPEED TRAILER SET-UP AND MAINTENANCE 

	 The equipment check sheet will be completed whenever the speed trailer is placed into 
service. 

	 Any damage will be indicated on the check sheet and a Form 12L, Intra-Department 
Correspondence, will be completed and forwarded to the SOD Commander. 

	 Officers conducting the set-up are to complete the log book located in the storage area of 
the speed trailer and forward a project sheet (located in the log book) to the Traffic 
Management Unit (TMU), if assistance with the download of the data is needed. 

PRECINCT TRAFFIC TEAM SUPERVISOR 

	 Analyzes the speed trailer data to determine or recommend appropriate responses to any 
identified traffic safety concerns. 

	 Provides the results of the data analysis and recommendations, if any, to the precinct 
commander. 

	 Maintains a file of the printed data for a period of three years. 

	 Determines if the trailer can remain in service or will need repairs prior to continued use, 
when damage is reported. 

SHIFT COMMANDER 

	 Ensures that the post car makes periodic checks for signs of damage or tampering, 
whenever a speed trailer is set-up within the precinct. 

PRECINCT COMMANDER 

 Ensures there are an adequate number of trained officers within their command. 

 Approves the placement of speed trailers on private property. 

SUPPORT OPERATIONS DIVISION (SOD) COMMANDER 

	 Acts as coordinator for the speed trailer program. 

	 Maintains a log book for speed trailer use. 

	 Ensures an adequate number of properly equipped vehicles are available to transport the 
speed trailers. 

	 Coordinates repairs and maintenance, when necessary. 

	 Provides training, when necessary. 

TRAFFIC MANAGEMENT UNIT (TMU) 

	 Conducts downloads of data from the speed trailers, when assistance is required. 

	 Provides a copy of the data to the traffic team supervisor in the corresponding precinct, 
when assistance is required. 
NOTE: The data will include speed, number of vehicles, time of day, day of week, and 
traffic volume. 
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2-11.0 PARADES AND SPECIAL EVENTS 

GENERAL 

	 Persons/organizations wishing to sponsor a parade or special event must file an application 
with the Baltimore County Department of Permits, Approvals, & Inspections at least 45 days 
prior to the event. 

	 Permits, Approvals, & Inspections will forward a copy of the application to the Traffic 
Management Unit. 

TRAFFIC MANAGEMENT UNIT 

	 Maintains a log of all events. 

	 Forwards event applications on a Traffic Management Special Events Referral form to the 
precinct commander involved. 

	 Returns the reviewed/approved application to Permits, Approvals, & Inspections. 

	 Upon receipt of the issued permit, retains a copy of the permit, approved application, and 
original Traffic Management Special Events Referral. 

	 Will forward a copy of the permit to the precinct commander. 

PRECINCT COMMANDERS 

	 Review and indicate approval or disapproval on the Traffic Management Special Events 
Referral form. 

	 Are responsible for planning and coordinating police response for the event. 

	 If disapproved, submit a Form 12L, Intra-Department Correspondence, attached to the 
Traffic Management Special Events Referral form. 

	 Return the original Traffic Management Special Events Referral form and application to the 
Traffic Management Unit. 

	 Report on the event on a Form 12L to the Operations Bureau. 
EXCEPTION: Events with assigned Operations Order numbers and incidents resulting in a 
substantial police response require the completion of a Form 21, After Action Report. 
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JUVENILE PROCEDURES
 
Article 3 

3-1.0	 General [rev. 10/2014]
 

3-2.0	 Intake Procedures [rev. 10/2014]
 

3-3.0	 Juvenile Waivers [rev. 09/2016]
 

3-3.1 Detainable Offenses for DJS [rev. 12/2008]
 

3-4.0	 Court Ordered Juvenile Custody [n/a]
 

3-4.1 Juvenile Writ of Attachment [rev. 10/2014]
 

3-4.2 Community Detention Orders [rev. 07/2013]
 

3-4.2.1 Juvenile Community Detention Violation [rev. 07/2013]
 

3-4.3 Juvenile Arrest Warrants [rev. 10/2014]
 

3-5.0	 Delinquent Juvenile Cases [rev. 10/2014]
 

3-5.1 Temporary Custody [rev. 09/2016]
 

3-5.2 Investigative Procedures [rev. 11/2010]
 

3-5.3 Juvenile Narcotics Violations (Non-School) [rev. 12/2008]
 

3-6.0 Children In Need Of Assistance/Supervision (CINA/CINS) [rev. 10/2014]
 

3-6.1 Child in Need of Assistance (CINA) [rev. 07/2013]
 

3-6.1.1 Safe Haven Law [rev. 07/2013]
 

3-6.2 Child in Need of Supervision (CINS) [rev. 07/2013]
 

3-7.0	 Child Abuse and Neglect [rev. 01/2014]
 

3-7.1 Physical Child Abuse [rev. 01/2014]
 

3-7.2 Child Neglect [rev. 01/2014]
 

3-7.3 Sexual Child Abuse [rev. 01/2014]
 

3-7.4 Child Pornography and Computer-Related Exploitation [rev. 01/2014]
 

3-7.5 Removing a Child from the Home [rev. 01/2014]
 

3-7.6 Suspected Child Abuse/Neglect Cases in Schools [rev. 01/2014]
 

3-7.7 Unattended Children [rev. 01/2014]
 

3-8.0	 Emergency Medical Admissions and Psychiatric Commitments [rev. 08/1998]
 

3-9.0	 Missing Children and Runaways [rev. 01/2014]
 

3-9.1 Missing Children and Runaway Investigations [rev. 09/2016]
 

3-9.2 Runaways [rev. 01/2014]
 

3-9.3 Child Abduction [rev. 01/2014]
 

3-10.0	 School Incidents [rev. 10/2014]
 

3-10.1 Search and Seizure [rev. prior to 1994]
 

3-10.2 Interviewing Juvenile Pupils [rev. 10/2011]
 

3-10.3 Taking a Juvenile Pupil into Custody [rev. 10/2011]
 

3-10.4 Weapons on Public School Property [rev. 07/2013]
 

3-10.4.1 Interviews/Juvenile Students [rev. 10/2014]
 

3-10.4.2 Interviews/Adult Students [rev. prior to 1994]
 

3-10.5	 CDS/Alcohol Investigations [n/a]
 

3-10.5.1 Suspected CDS on School Property during School Hours [rev. 10/2014]
 

3-10.5.2 Suspected CDS on School Property during Non-School Hours [rev.
 
10/2007] 
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3-10.5.3 Alcohol Violations on School Property during School Hours [rev. prior to 

1994] 

3-11.0 Records and Reports [rev. 09/2016] 

3-11.1 Reports involving Juveniles [rev. 01/2014] 

3-12.0 Form 117, Juvenile Referral/Custody Report [rev. 01/2014] 

3-12.1 Form 117 Preparation Instructions [rev. 09/2016] 

3-13.0 Form 117R, Notification of Juvenile in Police Custody and Release Agreement 
Form [rev. 10/2014] 
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JUVENILE PROCEDURES
 

3-1.0 GENERAL 

DEPARTMENT MEMBERS 

	 Are responsible for understanding and adhering to Department procedures and applicable 
laws regarding juveniles. 

ABBREVIATIONS 

 CACU – Crimes Against Children Unit.
 
 CINA – Child In Need of Assistance.
 
 CINS – Child In Need of Supervision.
 
 CSRS – Community & School Resources Section.
 
 DJS – Department of Juvenile Services.
 
 DSS – Department of Social Services.
 
 JCL – Juvenile Court Liaison.
 
 JID – Juvenile Identification.
 
 JOINS – Juvenile Offenders In Need Of Supervision.
 
 YCSS – Youth & Community Services Section.
 
 YIT – Youth Initiatives Team.
 

DEFINITIONS 

 Automatic Waiver - any crime for which a juvenile suspect shall be charged as an adult; 
see Section 3.0, Juvenile Waivers. 

 Delinquent Act - any act which would be considered a crime if committed by an adult and is 
not considered an automatic waiver charge. 

	 Status Offense - an act or conduct which is declared by statute to be an offense, but only
 
when committed or engaged in by a juvenile, and which can be adjudicated only by a 

juvenile court (e.g., runaway, incorrigible, etc.).
 

FORMS 

 Incident Report.
 
 Incident Supplement.
 
 Form 117 - Juvenile Referral and/or Custody Report.
 
 Form 117R - Notification of Juvenile in Police Custody and Release Agreement Form.
 
 Form 117W - Application and Affidavit for Juvenile Arrest Warrant.
 
 Form 323 - Missing Person Continuation.
 

3-2.0 INTAKE PROCEDURES 

GENERAL 

	 Intake procedures must be initiated by the arresting officer for all cases where detention is 
requested. 

	 Detention should be granted by the DJS when youth are in custody for detainable offenses. 

	 The threat to public safety must be detailed in the Incident Report, if the arresting officer or 
supervisor desires detention on any other offense. 

	 Only the Juvenile Court, DSS, or an intake officer may authorize emergency detention or 
shelter care. 

	 Refer to Field Manual, Article 8 (Report Writing), for required report distribution. 
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ARRESTING OFFICER 

	 Completes an Incident Report, including: 
1.	 All required fields. 
2.	 All information pertaining to the juvenile for whom the detention request is being made. 
3.	 “Juvenile Detention Request” in the Distribute To fields. 

NOTE: The report must be approved by a supervisor and shift commander in order for it 
to be electronically distributed to the DJS. 

	 Completes a Form 117, Juvenile Referral/Custody Report, including all applicable charges. 

	 Sends a copy of the Form 117 to the DJS as a PDF via e-mail using the e-mail address 
DJS.DetentionRequests-BCPD@maryland.gov. 
NOTE: The subject line of the e-mail must contain the incident number of the report, 
followed by the name of the subject for whom detention is being requested. 

	 Begins the intake process by notifying the on-duty DJS intake worker via telephone and 
providing the incident number and the subject’s name, after the Incident Report and Form 
117 are sent. 
NOTE: Report distribution is not a substitution for notification requirements. 

 Upon receiving a final intake decision from the DJS: 
1.	 Documents the outcome of the request in an Incident Supplement. 
2.	 Updates the appropriate fields of the EBooking record to indicate if/where the juvenile 

was placed. 

 Completes a Form 117R. 

SUPERVISOR 

 Reviews and approves the Incident Report.
 
 Appeals the intake worker’s decision to the DJS supervisor, if necessary.
	

SHIFT COMMANDER 

 Reviews and approves the Incident Report, in order to distribute the report to the DJS. 

 Notifies the CSRS Commander via the 9-1-1 Police Liaison, if a dispute over an intake 
decision cannot be resolved in a timely manner. 

SAFE SCHOOLS SECTION COMMANDER 

	 Serves as a liaison between the Department and the DJS for all unresolved disputes 
regarding intake decisions. 

DJS INTAKE WORKER 

 Reviews intake request, and advises the arresting officer via telephone if a detention 
authorization will be granted. 

 Sends a follow up notification via an e-mail to the precinct/section Faxcom account. 

REFERENCE 

	 Annotated Code of Maryland, Maryland Courts and Judicial Proceedings. 

3-3.0 JUVENILE WAIVERS 

AUTOMATIC WAIVER CHARGES 

	 Juveniles will be charged as adults in the following circumstances: 
1.	 Juveniles 14 years or older alleged to have committed any act(s) that, if committed by 

an adult, would be punishable by life imprisonment, as well as all other charges arising 
out of the same incident. 

2.	 Juveniles 16 years or older alleged to have committed: 
a.	 Abduction. 
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b.	 Kidnapping. 
c.	 Second degree murder. 
d.	 Manslaughter, except involuntary manslaughter. 
e.	 Second degree rape. 
f.	 Robbery under § 3-403 of the Criminal Law Article. 
g.	 Second degree sexual offense under § 3-306 (a)(1) of the Criminal Law Article. 
h.	 Third degree sexual offense under § 3-307 (a)(1) of the Criminal Law Article. 
i.	 A firearms violation under § 5-133, § 5-134, § 5-138 or § 5-203 of the Public Safety 

Article. 
j.	 Using, wearing, carrying, or transporting a firearm during and in relation to a drug 

trafficking crime under § 5-621 of the Criminal Law Article. 
k.	 Use of a firearm under § 5-622 of the Criminal Law Article. 
l.	 Carjacking or armed carjacking under § 3-405 of the Criminal Law Article. 
m.	 Assault in the first degree under § 3-202 of the Criminal Law Article. 
n.	 Attempted murder in the second degree under § 2-206 of the Criminal Law Article. 
o.	 Attempted rape in the second degree under § 3-310 of the Criminal Law Article or 

attempted sexual offense in the second degree under § 3-312 of the Criminal Law 
Article. 

p.	 Attempted robbery under § 3-403 of the Criminal Law Article. 
q.	 A weapons violation under § 4-203, § 4-204, § 4-404 or § 4-405 of the Criminal 

Law Article. 
r.	 Some violations of traffic laws or ordinances or State Boat Act. See Juvenile 

Traffic Offenses, Article 2-2.3, Field Manual for related procedures. 

	 Any child previously convicted as an adult of a felony and who is subsequently alleged to 
have committed an act that would be a felony if committed by an adult will be charged as an 
adult. 

	 A Form 117R will be completed for all juveniles waived to adult status. 

WAIVER PETITIONS 

	 The State’s Attorney’s Office will determine whether to prepare and file a petition for a 
waiver. 

	 The Juvenile Court Liaison (JCL) coordinates all waivers of juveniles to the adult court 
system for precinct uniformed patrol officers as described below. 

WAIVER PROCESS 

	 Upon notification of a petition for waiver, the JCL will notify the arresting officer to prepare a 
Form DC/CR2, Statement of Charges, naming the juvenile as the defendant. 

	 The Form DC/CR2 will be completed by the arresting officer and remain in the precinct 
where the incident originated. 

	 If the officer involved in the case is unable to prepare the Form DC/CR2, it will become the 
responsibility of the arresting officer’s immediate supervisor to have it prepared. 

	 The officer’s supervisor is to review the Form DC/CR2 for completeness. 

	 If the juvenile is waived, the on-duty shift commander from the affected precinct will be 
notified by the JCL to have a unit respond to the Sheriff’s Office to take the waived juvenile 
into custody by 1600 hours. Forms DC/CR2 are transferred with the juvenile. 

	 The waived juvenile will be transported to the precinct where the arresting officer is/was 
assigned for processing and bail hearing. 

	 When non-uniformed specialized unit/team personnel make the arrest, that unit/team will be 
responsible for handling the juvenile waiver process and transportation to a police facility for 
processing and bail hearing. This includes waived juveniles who are incarcerated outside of 
Baltimore County. 
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	 The Fugitive Unit or closest precinct will be responsible for processing and transportation of 
waived juveniles, who are incarcerated outside of Baltimore County, when the charges are 
placed by precinct uniformed patrol officers. The petition will be sent to the arresting officer 
for Form DC/CR2 completion. 

	 Forms DC/CR2 completed and reviewed by a supervisor will be stored in a central location 
at the precinct until the juvenile is waived. 

	 Any juvenile waived by the Juvenile Court to adult status must be processed and taken 
before the Court Commissioner within 24 hours. 

	 If a case is waived to the District or Circuit Court, the charging officer will attend the trial. 

REVERSE WAIVERS 

	 When a juvenile is remanded back to the Juvenile Court (i.e., the automatic waiver charge 
was dismissed or a waiver hearing was conducted), the State’s Attorney’s Office will notify 
the arresting officer that a juvenile EBooking record is now needed. 
NOTE: The State’s Attorney’s Office will send copies of this notification to the arresting 
officer’s precinct/section commander and the Information & Records Management Unit 
(IRMU). 

	 The officer will create a new juvenile record in the EBooking system using the original arrest 
photograph within 72 hours of his/her notification. 
NOTE: The juvenile does not need to be taken into custody for this processing. 

	 If the officer involved in the case is unable to prepare the new juvenile record, it will become 
the responsibility of the arresting officer’s immediate supervisor to have it prepared. 

	 The supervisor approving the newly created juvenile record will send a notification to the 
State’s Attorney’s Office and the IRMU when the record is approved in the EBooking 
system. 

	 Upon confirming that a new juvenile record has been created by the arresting officer, the 
IRMU will: 
1.	 Delete the adult EBooking record. 
2.	 Ensure fingerprints taken at the time of arrest are transferred to the juvenile system, if 

applicable. 

REFERENCES 

 Annotated Code of Maryland, Courts and Judicial Proceedings. 

 Annotated Code of Maryland, Transportation Article. 

 Field Manual, Article 2 (Traffic Procedures). 

3-3.1 DETAINABLE OFFENSES FOR DJS 

GENERAL 

	 DJS may detain a juvenile for the following offenses: 
1.	 Abduction. 
2.	 Kidnapping. 
3.	 First and second degree murder. 
4.	 Manslaughter, except involuntary manslaughter. 
5.	 First and second degree rape. 
6.	 Robbery under § 3-403 of the Criminal Law Article. 
7.	 Second degree sexual offense under § 3-306 (a)(1) of the Criminal Law Article. 
8.	 Third degree sexual offense under § 3-307 (a)(1) of the Criminal Law Article. 
9.	 Using, wearing, carrying, or transporting a firearm during and in relation to a drug 

trafficking crime under § 5-621 of the Criminal Law Article. 
10. Carjacking or armed carjacking under § 3-405 of the Criminal Law Article. 
11. Assault in the first degree under § 3-202 of the Criminal Law Article. 
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12. Attempted murder in the second degree under § 2-206 of the Criminal Law Article. 
13. Attempted rape in the second degree under § 3-310 of the Criminal Law Article or 

attempted sexual offense in the second degree under § 3-312 of the Criminal Law 
Article. 

14. Attempted robbery under § 3-403 of the Criminal Law Article. 
15. Auto theft where the youth has an auto theft history of multiple auto thefts or when an 

injury occurred as a result of the incident. 
16. Possession of a handgun. 
17. Violation of community detention. 
18. Violation of a peace order when the alleged act is one of the following: 

a.	 An act that causes serious bodily harm. 
b.	 An act that places requestor in fear of imminent bodily harm. 
c.	 Assault in any degree. 
d.	 Rape or sexual offense or attempted rape or sexual offense in any degree. 
e.	 False imprisonment. 
f.	 Stalking. 

19. Service of a Writ of Attachment. 
20. Youth whose documented history clearly indicates that they are a threat to public 

safety. 
21. Youth who are flight risks. 

3-4.0 COURT ORDERED JUVENILE CUSTODY 

3-4.1 JUVENILE WRIT OF ATTACHMENT 

DEFINITIONS 

	 Affidavit of Notification - a summons-like document issued by the Juvenile Court to notify 
both the parents and the juvenile, who has missed court once, that a required court 
appearance is upcoming. The affidavit is served like a summons, but does not require the 
physical detention of the juvenile. 

	 Writ with Authorization to Release - a conditional document issued by the Juvenile Court to 
notify both the parents and the juvenile, who has missed multiple court appearances, that a 
required court appearance is upcoming. If the conditions are met, this writ is treated like an 
Affidavit of Notification. If the conditions are not met, this writ is treated like a Writ of 
Attachment. 

	 Writ of Attachment - a warrant-like document issued by the Juvenile Court requiring the 
physical detention of a juvenile. 

WRIT VERIFICATION 

	 Officers who come in contact with a juvenile, who they believe may be wanted on a Writ of 
Attachment, will verify the writ by contacting the Sheriff’s Office. The name of the contact 
person will be included in any subsequent reports. 
EXCEPTION: Between 2300 and 0830 hours on weekdays and on weekends contact the 
Information & Records Management Unit for writ verification. 

WRIT SERVICE 

	 Upon verification, the juvenile will be taken into custody and transported to a police facility. 

	 If a Writ of Attachment is being served on a juvenile or is in the process of being served 
under the provisions of the Interstate Compact on Juveniles, the officer has the authority to 
transport that juvenile to or from any detention/shelter facility directed by the DJS. 

	 A Form 117 and a Form 117R will be completed. No other report is required. 
NOTE: “Writ of Attachment” will be selected in the Booking Type field of the EBooking 
record. 
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	 If an Affidavit of Notification is being served, officers who are able to locate the child will 
serve the child with this notification form. Officers will also contact a parent or guardian and 
inform them of the new trial date. Parental notification or signature will be documented on 
the notification form. If an officer is unable to reach the parent or guardian after their best 
efforts, this fact will be noted on the Affidavit of Notification. 

	 Procedures for notification of the existence of Writs with Authorization to Release are the 
same as regular writs. They are in the local “wanted” system. 

	 If a Writ with Authorization to Release has been issued for a child in custody, officers will: 
1.	 Detain the child and call the Baltimore County Sheriff’s Office to have a copy of the 

Writ with Authorization to Release faxed to them. 
2.	 Complete a Form 117 and a Form 117R. A contact number will be obtained for the 

service of the writ. 
3.	 Attempt to contact the parents to inform them that their child is in custody. If the 

parents respond in a reasonable time, the child may be released to the parents upon 
their promise to take their child to the court on the next day that the court is in session. 

4.	 Treat the Writ with Authorization to Release as a standard Writ of Attachment, if the 
parent or guardian cannot be located, or will not cooperate with the requirements of 
release. The officers will contact the Baltimore County Sheriff’s Office who will take the 
child into custody. 

5.	 Follow standard detention procedures if the youth is charged with detainable offenses 
in addition to the writ, as detention takes precedence. 
NOTE: The service of the Writ with Authorization to Release will be noted in the 
narrative of the Form 117. 

CUSTODIAL WRITS 

	 Writs obtained by the parent/guardian giving an officer the authority to enter other 
jurisdictions, and when accompanied by a representative of the other jurisdiction’s law 
enforcement agency, apprehend a juvenile. 

JUVENILE DETENTION 

	 The arresting officer will contact the Sheriff’s Office to ascertain if the Juvenile Court is in 
session. When the court is in session, the juvenile will be immediately transported to a 
location directed by the Sheriff’s Office. The juvenile will be turned over to the custody of a 
deputy at that location. The sheriff’s deputy will sign the Form 117R, for acceptance of the 
named juvenile. 

	 When court is not in session, the 9-1-1 Police Liaison will be contacted and instructed to 
notify a DJS intake officer for detention. The intake officer will contact the arresting officer 
and give instructions on placement of the individual. 

3-4.2 COMMUNITY DETENTION ORDERS 

DEFINITIONS 

	 Community Detention Case Manager (CDCM) - a DJS employee in possession of a CDO. 

	 Community Detention Order (CDO) - a court order to detain a juvenile in a community 
environment instead of a secure detention facility. 

SWORN MEMBERS 

 Will assist a CDCM by arresting juveniles who violate Community Detention Orders. 

 Will transport juveniles taken into custody to a DJS Facility as directed by the CDCM. 

PROCEDURES 

	 The CDCM will notify this Department when a juvenile is in violation of a CDO and requires 
transportation to a DJS Facility. 
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	 The CDCM will provide the responding officer(s) with a copy of the CDO. 

	 The CDCM will direct the responding officer(s) to take the juvenile into custody and 
transport him/her to a DJS Facility. 

	 Officer(s) will complete Forms 117 and 117R only, using the original CC number and 
original charge. 
EXCEPTION: New crime(s) committed while taking the juvenile into custody or during 
transportation to the facility. 

	 No additional report/paperwork is necessary. 

	 The CDO will be sent to the Information & Records Management Unit and a copy will be 
placed in the precinct/division files. 
NOTE: The CC number of the incident will be written in the upper right corner of the CDO 
prior to distribution. 

3-4.2.1 JUVENILE COMMUNITY DETENTION VIOLATION 

GENERAL 

	 An officer may take a juvenile residing in Baltimore County, who is in violation of the court’s 
detention order, into custody prior to a Writ of Attachment being issued for the protection of 
the community. 

COMMUNITY DETENTION OFFICER 

	 Identifies and verifies the violation and determines whether to request detention of the 
juvenile. 

	 Will call the appropriate precinct to advise the desk officer that a Community Detention 
Program (CDP) violation notice is being faxed to the precinct. 

	 Will request a Writ of Attachment from the courts during regular business hours. 

SHIFT COMMANDER 

	 Will log the paperwork into the precinct/summons log and attach a warrant/summons cover 
sheet. 

	 Will determine the necessary investigative procedures (e.g., additional record checks, 
messages to adjoining posts/precincts, etc.). 

	 Will assign the violation order to the appropriate post officer or support unit (e.g., warrant 
officer, etc.) to attempt to locate and detain the youth. Service attempts will continue until 
the juvenile is detained or until all investigative leads are exhausted. 

	 After 72 hours of service attempts, the daylight shift commander will contact the CDP officer 
noted on the cover sheet to determine whether the violation paperwork is still active. 

	 If investigative leads have been exhausted or the Department has been notified by the CDP 
officer or Sheriff’s Office that the writ was recalled or served, the daylight shift commander 
will note same on the cover sheet and forward the paperwork to the YIL. 

PROCEDURES 

	 When the youth is located and detained: 
1.	 No Incident Report need be written. 
2.	 A Central Complaint (CC) number will be drawn. 
3.	 Complete Forms 117 and 117R, and place the CC number on the upper right corner of 

the violation paperwork. Forward the original violation paperwork to the Information & 
Records Management Unit, and place a copy in the precinct/division files. 

4.	 The detaining officer will contact the designated CDP officer to determine the
 
placement facility.
 

5.	 The youth will be transferred to the designated facility. 
6.	 A copy of all paperwork will be forwarded to the YIL. 
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3-4.3 JUVENILE ARREST WARRANTS 

GENERAL 

	 Automatic waiver charges and status offense charges will not be applied for using a juvenile 
arrest warrant. 

	 Only sworn members of the Department may apply for juvenile arrest warrants. 
NOTE: Members will not refer complainants/victims to a District Court Commissioner for the 
purposes of obtaining a juvenile arrest warrant. 

CRITERIA FOR A JUVENILE ARREST WARRANT (ALL MUST BE MET) 

 Probable cause to believe the juvenile has committed a delinquent act.
 
 Reasonable efforts to locate the juvenile suspect have been unsuccessful.
 
 Unless the juvenile is taken into custody, it is likely that he/she will not be apprehended,
 

leave the jurisdiction of Baltimore County, cause physical injury to another person, cause 
property damage, or will tamper with, dispose of, or destroy evidence. 

WARRANT APPLICATION AND PROCESSING 

 All of the criteria for issuance of a juvenile arrest warrant must be documented on the Form 
117W, Application and Affidavit for Juvenile Arrest Warrant. 

 The Form 117W will be reviewed and initialed by a member of the DJS. 

 After approval by the DJS, members will present the original Form 117W, and three copies, 
to the Juvenile Court Clerk’s office for review by a judge. 

 The warrant will be delivered to the Information & Records Management Unit if not served 
immediately. 

INFORMATION & RECORDS MANAGEMENT UNIT
 
	 Processes juvenile warrants using the same procedures as adult arrest warrants. 

FORM 117W DISTRIBUTION 

 Original - Maintained by the Court.
 
 First Copy - Information & Records Management Unit.
 
 Second Copy - Respondent.
 
 Third Copy - Member’s case file.
	

REFERENCE 

	 Field Manual, Article 4 (Arrest, Custody, and Court). 

3-5.0 DELINQUENT JUVENILE CASES 

DEFINITION 

	 Delinquent child - a child who has committed a delinquent act and requires guidance, 
treatment, or rehabilitation. 

DEPARTMENT MEMBERS 

	 When dealing with alleged juvenile offenders, will: 
1.	 Consider the: 

a.	 Nature of the offense. 
b.	 Age and record, if any, of the offender. 
c.	 Circumstances surrounding the alleged offender. 
d.	 Availability of programs for referral. 

2.	 Use the least coercive among reasonable alternatives, consistent with preserving 
public safety, order, and individual liberty. 
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REPORTING 

	 A juvenile involved in an offense may be referred directly to the Juvenile Court if so directed 
by the responding officer or complainant. This information should be included in the 
Incident Report. 

	 If a juvenile is charged with any crime, a Form 117 and a Form 117R must be completed. 
EXCEPTION: A Form 166, Arrest Report, will be completed in lieu of a Form 117 when a 
juvenile is charged as an adult. 

	 If the juvenile is alleged to have committed an offense for which the Juvenile Court 
automatically waives its jurisdiction, the officer will complete a Form 166, a Form 117R, and 
an Incident Report. 
NOTE: When a juvenile is charged as an adult, a Unique Identifier (UID) number must be 
obtained and placed in the corresponding field of the Form 166 for charging purposes. The 
subject’s JID number will be placed in the Narrative field of the Form 166 for informational 
purposes. 

	 All offenses will be entered in the EBooking record and on the Form 117R. 

	 A juvenile alleged to be delinquent may not be cited on a criminal citation. 

	 Within 72 hours after a juvenile has been charged, reports and related paperwork involving 
juvenile suspects will be approved. 

	 Refer to Field Manual, Article 8 (Report Writing), for required report distribution. 

SCHOOL NOTIFICATION 

	 Notification to the school superintendent/administrator of the appropriate public or private 
school system is required within 24 hours, or as soon as practicable, when a student 
currently enrolled (includes students on summer vacation) in any school system is arrested 
and/or charged with any one of the following criminal offenses as found in the Annotated 
Code of Maryland under: 
1.	 Courts and Judicial Proceedings Article - Jurisdiction of Court - §3-8A-03. 
2.	 Criminal Law Article - Crimes of Violence - §14-101.
 
3. Criminal Law Article - Various sections as listed below.
 
NOTE: Several laws are repeated in the articles above so only one section is delineated.
 

a.	 Crimes Against Persons: 
1.	 Abduction, §3-503. 
2.	 Arson in the first degree, §6-102. 
3.	 Kidnapping, §3-502. 
4.	 Manslaughter §2-207, except involuntary manslaughter. 
5.	 Mayhem, as previously proscribed under Article 27, §384. 
6.	 Maiming, as previously proscribed under Article 27, §385 and 386. 
7.	 Murder, §2-201. 
8.	 Rape, §3-303,304. 
9.	 Robbery under §3-402 and §3-403. 
10. Carjacking, §3-405. 
11. Armed Carjacking, §3-405. 
12. Sexual offense in the first degree, §3-305. 
13. Sexual offense in the second degree, §3-306. 
14. Sexual offense in the third degree, §3-307. 
15. Assault in the first degree, §3-202. 
16. Assault in the second degree, §3-203. 
17. Assault with the intent to murder, §3-202. 
18. Assault with the intent to rape, §3-202. 
19. Assault with the intent to rob, §3-202. 
20. Assault with the intent to commit a sexual offense in the first degree, §3-202. 
21. Assault with the intent to commit a sexual offense in the second degree, §3-

202. 
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22. Inducing false testimony or avoidance of a subpoena, §9-302. 
23. Retaliation for testimony, §9-303. 
24. Intimidating or corrupting juror, §9-305. 
25. Criminal gang activity, §9-802. 
26. Criminal gang activity, §9-803. 

b.	 Weapons Violations: 
1.	 Use of a handgun in the commission of a felony or other crime of violence, 

§4-204. 
2.	 Using, wearing, carrying, or transporting a firearm during and in relation to a 

drug trafficking crime under §5-621. 
3.	 Use of a firearm under §5-622. 
4.	 Wearing, carrying, or transporting a handgun, §4-203. 
5.	 Use of a machine gun for crime, §4-404. 
6.	 Use of a machine gun for aggressive purpose, §4-405. 
7.	 Unlawful possession, ownership, transportation, etc. of a firearm, Public 

Safety Article, §5-133. 
8.	 Restriction on sale, transfer, and possession of regulated firearms, Public 

Safety Article, §5-134. 
9.	 Sale, transfer, etc. of stolen regulated firearms, Public Safety Article, §5-138. 
10. Short-barreled rifles and short-barreled shotguns, Public Safety Article, §5-

203. 
11. Carrying a concealed weapon, §4-101. 
12. Carrying or possessing a deadly weapon upon school property, §4-102. 
13. Manufacture or possession of destructive device, §4-503. 
14. False statement or rumor as to a bomb, §9-504. 
15. False representation of explosives (look-a-likes), §9-505. 

c.	 Property Crimes: 
1.	 Arson in the first degree, §6-102. 
2.	 Arson in the second degree, §6-103. 
3.	 Burglary in the first degree, §6-202. 
4.	 Malicious burning of personal property in the first degree, §6-104. 
5.	 Malicious burning of personal property in the second degree, 6-105. 
6.	 Malicious destruction, §6-301. 
7.	 Motor vehicle theft, §7-105. 

d.	 Drug Offenses: 
1.	 Unlawful manufacture, distribution, equipment, counterfeit, false prescription, 

penalties, etc., §5-602 through §5-609. 
2.	 Volume dealer, kingpin, importation into the State of certain amounts, §5-612 

through §5-614. 
3.	 Distribution of look-a-like drugs, §5-617. 
4.	 Possession or purchase of non-controlled substance, §5-618. 
5.	 Manufacture, distribution, use, etc. of CDS near schools or in school vehicles, 

§5-627 & §5-628. 
e.	 Aggravated cruelty to animals, §10-606. 
f. All attempts of the above offenses. 

 The charging officer will: 
1.	 Obtain the name of the school that the juvenile attends and the jurisdiction.
 

Information will be verified with the parent or guardian when possible.
 
2.	 Verify enrollment, through the Safe Schools Liaison, when a juvenile arrestee denies 

being enrolled in a public school and the officer has reason to believe otherwise. 
3.	 Place the information in the appropriate fields of the EBooking record, as applicable. 
4.	 Place “School Notification Case” in the Narrative field of the EBooking record. 
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5.	 Inform the Information & Records Management Unit that this is a school notification 
case when contacting them for a JID or UID number. 

SAFE SCHOOLS LIAISON 

	 May be contacted during normal business hours to verify whether or not the juvenile in 
question is enrolled in a Baltimore County public school. 

INFORMATION & RECORDS MANAGEMENT UNIT 

	 Forwards a form letter containing the student’s name and the reportable offense to the 
appropriate school superintendent/administrator’s office or designated school personnel. 
NOTE: Baltimore County Public School notifications will be forwarded to the Safe Schools 
Liaison. 

	 Retains a copy and fax confirmation acknowledgment of the notification. 

3-5.1 TEMPORARY CUSTODY 

TEMPORARY CUSTODY 

	 A juvenile alleged to be delinquent may be taken into temporary police custody and placed 
in secure detention separated by sight and sound from adult prisoners for up to six hours 
only, under the following circumstances: 
1.	 Writ of Attachment. 
2.	 Bench Warrant. 
3.	 Pursuant to the laws of arrest. 

OFFICERS TAKING CUSTODY 

	 Transport the juvenile to the precinct. 

	 Complete a Form 117 and a Form 117R. 

	 Make every reasonable attempt to notify the juvenile’s parent/guardian that the juvenile is in 
police custody, entering the time of the attempts, and notification on the Incident Report. 
NOTE: If no Incident Report is required, documentation will be placed in the Actions tab of 
the EBooking record. 

	 Depending on the nature and seriousness of the offense, will do one of the following: 
1.	 Release the juvenile into the custody of the parent/guardian. 
2.	 Refer the juvenile to the DJS intake officer for temporary detention. 

PARENT/GUARDIAN REFUSAL 

	 If the parent/guardian refuses to respond solely because of inconvenience to themselves 
due to lateness of the hour, etc., they are to be advised that they may be charged with child 
abandonment. If after so being advised, they still do not respond, the DSS will be notified 
for placement of the child, and the parents will be charged with abandonment. 

MEMBERS REQUESTING DETENTION/SHELTER CARE 

	 Ensure the parent/guardian is notified of the placement. 

	 Contact an intake officer from DJS. During non-business hours, have the 9-1-1 Police 
Liaison contact the DJS. 

	 Prepare the appropriate report prior to the arrival of the DJS intake officer, to ensure the 
efficient preliminary disposition of the case. 

	 Complete an Incident Supplement and distribute to the CACU upon placement of the 
juvenile. 

SECURED DETENTION 

	 Status and non-offenders will never be held in secured detention. 

BALTIMORE COUNTY POLICE DEPARTMENT Page 11 
FIELD MANUAL / ARTICLE 3 
GENERAL ORDER # 2016-01 

http://pdnet.bcnet/Resources/documents/eForms/e117r.doc


 

        
     

    

        
                
             
           

         
             

          
             

            
   

            

            
 

      
 

          

         
         

        
    

             
             
  

       
         
        
              
          

 
 

 

    
 

   
 

 

           
          

 
 

          
    

 
 

        

            
       

       

        
            

           

	 Within six hours, offenders placed in secured detention must be: 
1.	 Released to a parent, guardian, or other custodial agency (e.g., DSS, DJS, etc.) or; 
2.	 Moved to a non-secured area of the facility until they are released to a parent, 

guardian, or other custodial agency (e.g., DSS, DJS, etc.). 
NOTE: The six hour period begins when the juvenile is physically placed in a cell, secured 
to a cuffing rail or stationary object, or detained in a secured area of the facility (e.g., 
prisoner processing area, locked room, etc.). The six hour time limit runs continuously 
regardless of where the juvenile is being detained. Once the six hour time limit has been 
reached, the juvenile cannot be returned to a secured detention, but may continue to be 
held in non-secured detention. 

	 Detention orders issued by intake officer do not negate the six hour time limit. 

	 Juveniles not waived as adults must be separated by sight and sound from adult criminal 
offenders. 

	 Juveniles waived as adults will be handled in accordance with Field Manual, Article 5 
(Prisoners). 
NOTE: A Form 117R will still be required in these cases. 

	 When a juvenile is placed in secured detention, Department members will check the 
juvenile at a frequency consistent with behavior and at no more than 30-minute intervals. 
These required checks must be recorded in accordance with Department procedures. 
(Refer to Field Manual, Article 5). 

	 If the DSS is contacted and cannot find immediate placement for the juvenile, the DSS must 
send a worker to the precinct to take custody of the youth. They will do so if the following 
conditions are met: 
1.	 Time is approaching the six hour limit; and 
2.	 A suitable parent or guardian has not been identified; and 
3.	 The DJS is not authorizing the youth’s detention; and 
4.	 An area in the precinct is provided for the DSS worker to sit with the youth; and 
5.	 The precinct agrees to transport the youth at the time a location for placement is 

determined. 

REFERENCE 

	 Field Manual, Article 5 (Prisoners). 

3-5.2 INVESTIGATIVE PROCEDURES 

TRANSPORTATION 

	 The arresting officer has the responsibility for the transportation of any juvenile charged 
with a delinquent act to any location designated by the DJS. 

SEARCHES 

	 All juveniles alleged to be delinquent and taken into custody will be searched by 
Department members of the same gender. 

INTERVIEWS 

	 Juveniles have the same rights regarding statements and confessions as adults. 

	 Miranda warnings shall be read to juveniles prior to a custodial interview. A special effort 
shall be made to ensure the juvenile understands these rights. 

	 Only the juvenile can waive or invoke their Miranda rights. 

	 Interviews of juveniles alleged to have committed a delinquent act may occur in the 
presence of at least one parent/guardian or a neutral party and may be conducted in 
custody while an effort is made to notify the parent/guardian of the arrest. 

BALTIMORE COUNTY POLICE DEPARTMENT Page 12 
FIELD MANUAL / ARTICLE 3 
GENERAL ORDER # 2016-01 

http://pdnet.bcnet/Resources/documents/eForms/e117r.doc


 

        
     

    

           
 

            
               

 

            
       

           
        

 
     

 
 

        
         
     

             
             
              

 

    
        
          

        

         
 

      
 

 

         
          

   
         

      

             
 

        
         

      
       
   

 
 

          
    

         

              
  

            
          

          

	 Document within the statement if the parent/guardian attends or refuses to attend the 
interview. 

	 If the juvenile expresses the desire for counsel but cannot (or parents/guardian cannot) 
afford this, the Legal Section will be contacted, but only if the officer wishes to continue the 
interview. 

	 When a juvenile is being interviewed by an officer of the opposite sex, in the absence of the 
juvenile’s parents/guardian, a second officer will be present. 

	 If an officer wishes to interview a juvenile presently committed to a detention facility, the 
permission of the DJS regional supervisor must be secured first. 

3-5.3 JUVENILE NARCOTICS VIOLATIONS (NON-SCHOOL) 

INVESTIGATING OFFICERS 

	 Encountering juveniles in possession of small quantities of controlled dangerous 
substances (CDS), or large quantities with intent to distribute or manufacture, will 
immediately charge the juvenile on a Form 117. 

	 Discovering drugs during the search of a juvenile in custody for a non-CDS offense, will 
note the additional CDS offenses in the narrative of the Incident Report and the Form 117, if 
utilized. A new Incident Report is only necessary if an accident report was the only one 
completed. 

	 Completing a Form 117 will: 
1.	 Not specify a charge against the juvenile, pending chemical analysis. 
2. Enter in the Form 117 narrative the phrase “Drug Related Case Analysis Pending”. 

 Refer to Field Manual, Article 8 (Report Writing), for required report distribution. 

 Refer to Section 10.5.1 of this Article for juvenile narcotics incidents at school. 

3-6.0 CHILDREN IN NEED OF ASSISTANCE/SUPERVISION (CINA/CINS) 

DEFINITIONS 

	 CINA: A juvenile who requires court intervention because: 
1.	 The juvenile has been abused, has been neglected, has a developmental disability, or 

has a mental disorder; and 
2.	 The juvenile’s parents, guardians, or custodians are unable or unwilling to give proper 

care and attention to the child and the child’s needs. 

	 CINS: A juvenile who requires guidance, treatment, or rehabilitation, and is any of the 
following: 
1.	 Required by law to attend school and is habitually truant. 
2.	 Habitually disobedient, ungovernable, and beyond the control of the person having 

custody of the juvenile (i.e., incorrigible or runaway). 
3.	 Behaving so as to injure or endanger themselves or others. 
4.	 A status offender. 

GENERAL 

	 Children found to be a CINA/CINS may be fingerprinted, photographed, and searched for 
the purposes of identification only. 

	 Children found to be a CINA/CINS will not be placed in secure detention. 

	 The appropriate report must be prepared prior to the arrival of the DJS intake officer or a 
DSS representative. 

	 The parent/guardian of a juvenile alleged to be a CINA/CINS, who has been taken into 
custody, will be notified of that fact as soon as possible. 
EXCEPTION: Cases of alleged child abuse where the child’s safety may be compromised. 
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	 In the course of responding to domestic or neighborhood dispute/disturbance calls, officers 
will take note of the presence of children and whether their involvement is such that a 
CINA/CINS report is appropriate. 

 In an instance where the officer must take a child from the home, refer to Section 7.1 of this 
Article for proper procedures. 

 When a person’s arrest results in a juvenile left without proper supervision, the officer will 
notify the DSS who will arrange for the juvenile’s care. 

3-6.1 CHILD IN NEED OF ASSISTANCE (CINA) 

GENERAL 

	 Juveniles are not a CINA only because they are being furnished non-medical remedial care 
and treatment recognized by state law (e.g., being furnished care and medical treatment by 
parents who are of the Christian Science or Jehovah’s Witness religions, etc.). 
NOTE: Cases requiring emergency medical treatment will be processed pursuant to the 
Maryland Courts Article and not as CINA cases. 

	 CINA cases are reported on an Incident Report using the offense code “Child in Need of 
Assistance.” 

3-6.1.1 SAFE HAVEN LAW 

GENERAL 

	 The Safe Haven Law permits a person to leave an unharmed newborn child with a 
responsible adult, who has the authority to deliver the newborn child (0 to 10 days old) to a 
designated facility. The law is designed to prevent newborns from being harmed and/or 
abandoned. 

	 Local police departments and hospitals have been identified as “designated facilities.” 

INVESTIGATING OFFICERS 

	 If an unharmed newborn child is brought to a precinct or other police facility, a police officer 
shall: 
1.	 Receive the infant. 
2.	 Notify the supervisor and the CACU. 
3.	 Attempt to identify the adult dropping off the infant. 
4.	 If the adult is not the mother, ask whether this adult has the permission of the mother to 

drop off the newborn. 
5.	 Attempt to ascertain the identity of the mother. 
6.	 Have Emergency Medical Services (EMS) respond to determine the health status of 

the infant and for transportation to the proper medical facility. 
7.	 Write an Incident Report using the offense code “Child in Need of Assistance.” Refer to 

Field Manual, Article 8 (Report Writing), for required report distribution. 
8.	 Contact the DSS immediately. 
9.	 Do not make an arrest for child abandonment. 

NOTE: If an initial investigation reveals that the infant shows signs of injury or neglect, 
or if the infant is obviously not a newborn (0 to 10 days old), an arrest may be made. 

10. The hospital assumes responsibility for the infant as soon as the infant arrives at the 
hospital. 

REFERENCE 

	 Annotated Code of Maryland, Courts and Judicial Proceedings. 
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3-6.2 CHILD IN NEED OF SUPERVISION (CINS) 

INCORRIGIBLE JUVENILES 

	 An officer may not, under any circumstances, take incorrigible juveniles into custody or 
remove them from their home or school. 

	 The officer will file a Form 117, including reasons for supporting or denying the alleged 
incorrigibility. 

	 Incorrigible cases are reported on an Incident Report using the offense code “Child 
Incorrigible Juvenile.” 

	 Refer to Field Manual, Article 8 (Report Writing), for required report distribution. 

TRUANTS 

	 Cannot be taken into custody merely for being truant. 

	 Are the responsibility of the Baltimore County Board of Education and therefore no report is 
necessary. The officer may attempt to identify the juvenile, the juvenile’s age, and school. If 
the information is obtained, the officer will contact the school’s principal. 

ALCOHOL VIOLATIONS 

	 Are documented on a State of Maryland Uniform Civil Citation. 

REFERENCE 

	 Annotated Code of Maryland, Courts and Judicial Proceedings. 

3-7.0 CHILD ABUSE AND NEGLECT 

DEFINITIONS 

	 Child Abuse - the physical injury of a child by any parent or other person who has 
permanent or temporary care or custody or responsibility for supervision of a child, or by 
any household or family member, under circumstances that indicate that the child’s health 
or welfare is harmed or at substantial risk of being harmed, or sexual abuse of a child, 
whether physical injuries are sustained or not. 

	 Child Neglect - the leaving of a child unattended or other failure to give proper care and 
attention to a child by any parent or other person who has permanent or temporary care or 
custody or responsibility for supervision of the child under circumstances that indicate: 
1. That the child’s health or welfare is harmed or placed at a substantial risk of harm; or 
2. Mental injury to the child or a substantial risk of mental injury. Mental injury means the 
observable, identifiable, and substantial impairment of a child’s mental or psychological 
ability to function. 

 Child Pornography - this includes possessing, producing, distributing, or soliciting child 
pornography. 

 Deplorable Living Conditions - living conditions that create substantial risk or harm to the 
child. 

 Exploitation - any act that: 
1. Involves sexual solicitation of a minor, whether in person, through an agent or agency, 

over the telephone, through any print medium, by mail, by computer or internet, or any 
other electronic means; 

2. Involves child prostitution and organized child prostitution rings; and 
3. Can reasonably be construed to be for sexual arousal or gratification. 
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	 Medical Neglect - the failure to provide appropriate health care for a child, thus placing the 
child at risk of being seriously disabled, disfigured, or of dying. Concern is warranted not 
only when a parent refuses medical care for a child in an emergency or for an acute illness, 
but also when a parent ignores medical recommendations for a child with a treatable 
chronic disease or disability, resulting in frequent hospitalizations or significant 
deterioration. Neglect does not include the failure to provide necessary assistance and 
resources for the physical needs or medical health of a minor when the failure is due solely 
to a lack of financial resources or homelessness. 

	 Sexual Abuse - any act that involves sexual molestation or exploitation of a child by a 
parent or other person who has permanent or temporary care or custody or responsibility 
for supervision of a child, or by any household or family member. Sexual abuse includes: 
1. Allowing or encouraging a child to engage in: 

a.	 Obscene photography, films, poses, or similar activity; 
b.	 Pornographic photography, films, poses, or similar activity; or 
c.	 Prostitution. 

2. Human trafficking. 
3. Incest. 
4. Rape. 
5. Sexual offense in any degree. 
6. Sodomy. 
7. Unnatural or perverted sexual practices. 

REFERENCES 

 American Humane Association.
 
 Annotated Code of Maryland, Criminal Law Article.
 
 Annotated Code of Maryland, Family Law Article.
 

3-7.1 PHYSICAL CHILD ABUSE 

INVESTIGATING OFFICERS 

	 Will immediately notify their squad supervisors of the incident. 

	 Will collect any physical evidence available which, if not immediately collected, may be 
destroyed, lost, or contaminated. 

	 Will assess the scene and arrange for photographs to be taken of visible injuries by the 
Forensic Services Section (FSS). 
NOTE: If the FSS is unavailable to respond at the time of the initial investigation, ensure 
photographs are taken within a 24 hour time period by the FSS. 

	 Will notify the CACU immediately for physical abuse cases involving serious physical injury. 
NOTE: If after business hours, contact the 9-1-1 Police Liaison for the notification. 

	 Will ensure the DSS is contacted immediately if the safety and welfare of the child is 
jeopardized. 

	 Will determine if there is a need to interview the victim of child abuse, prior to notification of 
the CACU, without the presence of the parents/guardians, unless requested by the child. 
No parental permission is required for the interview. 

	 Will complete an Incident Report using the most appropriate offense code(s) (e.g., “Child 
Abuse Assault 1st Degree,” “Child Abuse Assault 2nd Degree,” etc.) for all physical child 
abuse cases, prior to the end of the shift. 

	 If the incident is unfounded, select “Unfounded” from the UCR Disposition Code field. 

	 Forward all written statements and related documentation to the CACU prior to the end of 
the shift. 

	 Refer to Field Manual, Article 8 (Report Writing), for required report distribution. 
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	 Will assist in assuring the safety of the DSS worker and the child(ren) when executing 
shelter authorizations or other court orders. 

SUPERVISORS 

	 Will ensure that photographs are taken by the FSS of visible injuries of the child being 
abused. 

	 Will ensure DSS is notified when the safety and welfare of the child is jeopardized. 

	 Will review the completed reports that are being forwarded to the CACU. 

3-7.2 CHILD NEGLECT 

GENERAL 

	 The DSS has the primary responsibility for the investigation of all types of child neglect 
cases. 

	 The Baltimore County Police Department and the State’s Attorney’s Office will assist DSS 
with the required investigations. 

	 The CACU will have the primary responsibility for charging and prosecuting all types of 
child neglect cases. 

INVESTIGATING OFFICERS 

	 Will assess the scene and arrange for the FSS to photograph any deplorable living 
conditions or evidence of the child being neglected. If the FSS is unavailable, the 
investigating officer is responsible for taking these photographs. 

	 Will determine if there is a need to interview the victim of child neglect without the presence 
of the parents/guardians, unless requested by the child. No parental permission is required 
for the interview. 

	 Will notify the CACU immediately for serious child neglect cases. 

	 Will not make an on-view arrest for child neglect without the approval of the CACU. 

	 Will complete an Incident Report using the most appropriate offense code(s) (e.g., “Child 
Neglect,” etc.) for all child neglect cases, prior to the end of the shift. 

	 If the incident is unfounded, select “Unfounded” from the UCR Disposition Code field. 

	 Forward all written statements and related documentation to the CACU prior to the end of 
the shift. 

	 Refer to Field Manual, Article 8 (Report Writing), for required report distribution. 

	 Will ensure the DSS is contacted immediately if the safety and welfare of the child is 
jeopardized. 

	 Will assist in assuring the safety of the DSS worker and the child(ren) when executing 
shelter authorizations or other court orders. 

SUPERVISORS 

	 Will ensure that photographs are taken of deplorable living conditions, or evidence of the 
child being neglected. 

	 Will ensure DSS is notified when the safety and welfare of the child is jeopardized. 

	 Will review completed reports that are forwarded to the CACU. 

3-7.3 SEXUAL CHILD ABUSE 

INVESTIGATING OFFICERS 

	 Will immediately notify their squad supervisors of the incident. 

	 Will collect any physical evidence available which, if not immediately collected, may be 
destroyed, lost, or contaminated. 
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	 Will, if the victim is 12 years of age or younger, and if immediate treatment for injury is not 
required, arrange for an examination at Franklin Square Hospital. 

	 Will, if the victim is 13 years of age and older, and if immediate treatment for any injury is 
not required, arrange for an examination at the Greater Baltimore Medical Center (GBMC). 

	 Will request that a Sexual Assault Forensic Examination (SAFE) be administered. 

	 Will notify a Forensic Services Section Crime Scene Technician to recover evidence from 
the hospital. 
NOTE: See Field Manual, Article 1-5.4, Rape and Sex Offenses, for further investigative 
responsibilities. 

	 Will notify the CACU for all incidents of sexual child abuse, or suspected sexual child 
abuse. 
NOTE: If after business hours, contact the 9-1-1 Police Liaison for the notification. 

	 Will ensure the DSS is contacted immediately if the safety and welfare of the child is 
jeopardized. 

	 Will, if necessary, interview the victim of sexual child abuse, prior to notification of the 
CACU, without the presence of the parents/guardians, unless requested by the child. No 
parental permission is required for the interview. 

	 Will complete an Incident Report using the most appropriate offense code(s) (e.g., “Child 
Abuse Sex Offense 1st Degree,” “Child Abuse Sex Offense 2nd Degree,” “Child Abuse Sex 
Offense 3rd Degree,” “Child Abuse Sex Offense 4th Degree,” etc.) for all sexual child abuse 
cases, prior to the end of the shift. 

	 If the incident is unfounded, select “Unfounded” from the UCR Disposition Code field. 

	 Forward all written statements and related documentation to the CACU prior to the end of 
the shift. 

	 Refer to Field Manual, Article 8 (Report Writing), for required report distribution. 

	 Will assist in assuring the safety of the DSS worker and the child(ren) when executing 
shelter authorizations or other court orders. 

SUPERVISORS 

	 Will ensure that the victim is accompanied to the hospital and that the crime scene is 
protected. 

	 Will ensure the DSS is notified when the safety and welfare of the child is jeopardized. 

	 Will review completed reports that are forwarded to the CACU. 

3-7.4 CHILD PORNOGRAPHY AND COMPUTER-RELATED EXPLOITATION 

INVESTIGATING OFFICERS 

	 Receiving a complaint of child pornography or computer-related exploitation, where the 
suspect is unaware a complaint has been made, will not make contact with the suspect. 
Officers will immediately contact a CACU detective. If after business hours, contact a 
CACU detective through the 9-1-1 Police Liaison. 

	 Will advise the complainant not to discuss the complaint with anyone else. 

	 Will attempt to obtain any user names, passwords, login, account records, IP addresses, 
etc., and document them in the report. Officers should document the description/type of 
electronic device and its current location (e.g., EMU, precinct, residence, etc.). 

	 Receiving a complaint of child pornography or computer-related exploitation, where the 
suspect is aware a complaint has been made, will attempt to secure and/or seize all 
relevant evidence. Officers will immediately contact a CACU detective. If after business 
hours, contact a CACU detective through the 9-1-1 Police Liaison. 

	 Will not alter, search for, browse, or save any digital information or evidence to or from a 
target computer or other electronic device. 
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	 Will not seize any electronic device without consultation with a CACU detective unless 
exigent circumstances exist. 

	 Will complete an Incident Report using the most appropriate offense code(s) (e.g., “Child 
Pornography,” etc.) for all child pornography and computer-related exploitation cases, prior 
to the end of the shift. 

	 If the incident is unfounded, select “Unfounded” from the UCR Disposition Code field. 

	 Forward all written statements and related documentation to the CACU prior to the end of 
the shift. 

	 Refer to Field Manual, Article 8 (Report Writing), for required report distribution. 

SUPERVISORS 

 Will ensure all related evidence is properly secured and/or seized. 

 Will review completed reports that are forwarded to the CACU. 

3-7.5 REMOVING A CHILD FROM THE HOME 

AUTHORITY 

	 An officer may take a juvenile into custody having reasonable grounds to believe that the 
child is in imminent danger from his surroundings and the removal is necessary for the 
child's protection. 

	 Unless there exists an obvious injury which requires immediate medical attention and the 
parents refuse to have it treated or unless the child is in extreme danger from his/her 
surroundings, the decision to remove the child will be made by a DSS Protective Services 
worker. 

CONSIDERATIONS 

	 Age of victim - this is the primary consideration. If the child has sustained an injury (e.g., 
including excessive bruising, evidence of being burned, struck about the head, or having 
received an uncontrolled spanking or strapping, etc.) and is under the age of three, it is in 
the child's best interest to be removed from the home. 

	 Extent of injuries - with a small child, any injury inflicted to the head or abdominal region by 
the fist or other weapon may be viewed as requiring immediate protection extended to the 
child. With older children, the injury will be viewed in light of its severity and the 
circumstances under which it was administered. In any case, evidence of non-accidental 
burns should be considered as suggesting removal. 

	 Hostile home environment - unreasonable disciplinary action, resulting in extreme bruising 
or indiscriminate striking of various parts of the child's body, may indicate a danger to the 
child remaining in that home during the period of pending action. 

REMOVAL OF AN ABUSED CHILD 

	 Officers will immediately contact their squad supervisor when considering the removal of a 
child from the home or school and will immediately notify the CACU and deliver the child to 
the person specified by the CACU Supervisor. 

	 At the time of the child's removal, the parent/guardian of the child must be immediately 
notified of the removal. 
EXCEPTION: Cases where the child's safety may be compromised. 

	 Following placement of the child in emergency shelter care and in cases in which criminal 
prosecution is anticipated, the officer will notify the State's Attorney's Office of any shelter 
care order hearing date. 

	 If the DSS worker does not place the child in emergency shelter care, the officer will return 
the child to the home. When the DSS worker has removed the child and then decides to 
return the child, the officer may only provide transportation as a courtesy. 
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FORCIBLE ENTRY 

	 An officer may use reasonable force, if necessary, to assure a DSS representative’s entry 
into a household when the DSS representative has probable cause to believe that a child or 
children are in serious physical danger and that an emergency situation exists. 

3-7.6 SUSPECTED CHILD ABUSE/NEGLECT CASES IN SCHOOLS 

INTERVIEWS 

	 In cases of suspected abuse, the victim may be questioned by the police at the school prior 
to notification of the parent/guardian. 

	 When the need arises to secure information from juvenile pupils who are possible victims of 
child abuse or who are knowledgeable about abuse or neglect cases: 
1.	 The school principal will permit an interview to take place on school grounds, provided 

that the interview is not contrary to the pupil's best interest and the pupil is willing. 
2.	 Notification of parent/guardian concerning the interview is the responsibility of the 

school. However, parental consent for the interview is not required for the interview to 
take place. 

	 School personnel knowledgeable about child abuse cases may be interviewed on school 
property during school hours after notification to the school principal. 

3-7.7 UNATTENDED CHILDREN 

INVESTIGATING OFFICERS 

 Will attempt to locate and notify the parent/guardian of the violation. 

 If unable to locate the parent/guardian or responsible relative will: 
1.	 Take the child into custody and transport to the precinct. 
2.	 Notify the DSS and request that a DSS worker respond immediately. 
3. Release the child to the DSS worker or a person designated by DSS. 

 Using discretion, determine if charges should be filed against the person who left the child 
unattended. 

 Complete an Incident Report using the offense code “Child Neglect,” prior to the end of the 
officer’s shift. 

 Refer to Field Manual, Article 8 (Report Writing), for required report distribution. 

 Complete a Form 117 if the child is taken into custody. 

CRIMES AGAINST CHILDREN UNIT 

 Upon receipt of paperwork, reviews and conducts a follow-up investigation if necessary. 

 Notifies the DSS. 

REFERENCE 

	 Annotated Code of Maryland, Family Law Article. 

3-8.0 EMERGENCY MEDICAL ADMISSIONS AND PSYCHIATRIC COMMITMENTS 

GENERAL 

	 The emergency admission/commitment of a juvenile for medical or emotional disorders will 
occur only as a last resort. 

	 The DSS will always be notified of the emergency admission/commitment, preferably before 
the fact, but always as soon as possible thereafter. 
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EMERGENCY MEDICAL ADMISSIONS 

	 Child abuse - pursuant to Family Law and the Courts and Judicial Proceedings Article, an 
officer may take a juvenile to a medical facility if the officer feels the child is in need of 
medical treatment. 

	 Child neglect - pursuant to Family Law, only a DSS worker may take a juvenile to a medical 
facility if the child is in need of medical treatment. 

	 Other situations - pursuant to a court order obtained under the Courts Article, an officer may 
seek emergency medical treatment for a child if it is required to protect the child and the 
parent/guardian are unavailable or refuse consent: 
1.	 If a juvenile has sustained injuries requiring medical treatment, the officer will provide 

transportation to the hospital. 
2.	 The hospital will notify the juvenile’s parent/guardian. 
3.	 If the officer releases the juvenile into the custody of parents/guardian, the officer is no 

longer required to remain at the hospital. 
4.	 If the officer wishes to place the juvenile in shelter care, he or she must remain at the 

hospital until a DSS representative determines preliminary disposition (i.e., detention, 
shelter care, or release). 

EMERGENCY PSYCHIATRIC COMMITMENT 

	 An officer may take a juvenile to a designated emergency facility if: 
1.	 The officer believes the juvenile to have a mental disorder. 
2.	 For the protection of the juvenile or others, the juvenile needs in-patient care or 

treatment, or both. 
3.	 The juvenile is unwilling or unable to be admitted voluntarily. 

	 Refer to Field Manual, Article 12 (Use of Force/Weapons Systems), regarding use of 
handcuffs/restraints. 

REFERENCES 

	 Annotated Code of Maryland, Family Law Article, Courts and Judicial Proceedings and the 
Health General Article. 

	 Field Manual, Article 12 (Use of Force/Weapons Systems). 

3-9.0 MISSING CHILDREN AND RUNAWAYS 

DEFINITIONS 

	 Missing Child - a person who is under the age of 18 years and is the subject of a missing 
child report filed with a law enforcement agency in this State and whose whereabouts are 
unknown. 

	 Critical Missing Child - a missing child who is any of the following: 
1.	 Not been the subject of a prior missing persons report. 
2.	 Suffers from a mental or physical handicap or illness. 
3.	 Disappearance is of a suspicious or dangerous nature. 
4.	 Is believed to have been abducted. 
5.	 Has previously been the subject of a child abuse report filed with the state or local law 

enforcement agency. 
6.	 Is under 17 years of age. 

	 Runaway - a juvenile who has, or who has been adjudicated to have, committed the status 
offense of leaving the custody and home of his/her parents, guardians, or custodians 
without permission and failing to return within a reasonable amount of time. 

MISSING CHILD CATEGORIES 

	 Voluntary Missing - children who run away from home on their own volition. 
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	 Parental Abductions - when one parent or relative wrongfully or illegally takes a child from 
the other parent or legal custodian. 

	 Non-Family Abduction - when a child is taken by a person other than a parent or legal 
guardian, without parental/guardian permission. 

	 Unknown Missing - when the facts are insufficient to place the case in one of the other 
categories. 

GENERAL REPORTING 

 A state-mandated Form MPR-1, Missing Person Report, will be completed for all reports of 
anyone under the age of 18 missing from home under the provisions of Family Law §9-401 
or 402 so that the necessary provisions of the law may be met. 

	 All children are considered missing upon receipt of a complaint. 

3-9.1 MISSING CHILDREN AND RUNAWAY INVESTIGATIONS 

INVESTIGATIVE RESPONSIBILITY 

	 Missing children and runaways will be investigated at the patrol level and followed-up by the 
CACU after 48 hours. 

INVESTIGATIVE CONSIDERATIONS 

	 Child’s Age - children under 17 years old may not have the survival skills necessary to 
protect themselves from exploitation or other street crime. 

	 Drug Dependence/Addiction - the lack of prescribed medication may lead to serious health 
problems or a fatality. Drug addicted children may turn to crime to satisfy dependence. 

	 Mental or Physical Handicaps - these children may have trouble communicating their needs 
to others. Emotionally upset or suicidal children are at high risk. 

	 Time Elements - the child has been missing for more than 24 hours before being reported 
to the police. 

	 Zone of Safety - this differs from child to child. An infant’s zone of safety may be the crib or 
stroller, whereas a school age child’s zone may be the surrounding neighborhood. 

	 Nature of Environment - a dangerous environment would depend on the child’s age, for 
example, a toddler missing near a busy highway or a teenager at an all-night truck stop. 

	 Inappropriate Relationships - juveniles involved with adults who will exploit them or cause 
them to become involved in criminal activity. 

	 Past History - there are no prior missing child reports and there is a history of abuse. 
Children who have never run away from home before and have a history of physical/sexual 
abuse are in an “At-Risk Category” and an appropriate search for children in this category 
cannot be overemphasized. 

	 Family Unit - drastic changes in the child’s family unit (e.g., divorce, etc.). 

RESPONDING OFFICERS 

	 Immediately initiate a preliminary investigation and notify their supervisor and shift 
commander. 

	 Obtain a photograph of the missing child. 

	 Broadcast a description over the police radio. 

	 Complete the initial report before finishing their tour of duty. 

	 If the child is defined as a “Critical Missing Child,” determine, in conjunction with the squad 
supervisor and shift commander, appropriate intensive search procedures and/or verify if 
incident meets activation requirements for the Amber Alert Plan. 

	 Determine, in conjunction with the squad supervisor and shift commander, if an activation of 
the A Child is Missing Alert (ACIM) telephone notification system should be requested. 

BALTIMORE COUNTY POLICE DEPARTMENT Page 22 
FIELD MANUAL / ARTICLE 3 
GENERAL ORDER # 2016-01 

http://pdnet.bcnet/Resources/documents/eForms/eMPR-1.doc


 

        
     

    

          
 

 
  

         

      

      
       
            

         
        
      
     
         

           
  

          
            

               
 

 
  

     

           
           

   

            
          

 
 

           
              

             
                 

        

             
          
          

 
  

             
    

 
 

            

               
         

         

           

               
 

              

	 Document a detailed description of search efforts, or the reason why no search was 
conducted. 

SQUAD SUPERVISORS 

 Respond to the scene of all critical missing children.
 
 Determine, if appropriate, intensive search procedures to be instituted.
 
 Contact the CACU immediately if:
 

1. The missing child is under 14 years of age, or; 
2. The missing child is under 17 years of age and at least one of the following applies: 

a.	 The child has not been the subject of a prior missing child report. 
b.	 The missing child suffers from a mental/physical handicap or illness. 
c.	 The disappearance is of a suspicious or dangerous nature. 
d.	 The missing child is believed to have been abducted. 
e. The missing child has been the subject of a previous child abuse report. 

 Ensure that all missing child reports are followed up during the 48 hours after the child is 
reported missing. 

 Ensure that initial investigation reports on Critical Missing Children are forwarded to the 
Information & Records Management Unit by the end of their tour of duty. 

	 Contact the DSS to determine if they possess information which can be used to locate the 
juvenile. 

SHIFT COMMANDERS 

	 Responsible for instituting appropriate search procedures. 

	 Either coordinate with volunteer search groups who offer their assistance, or provide 
justification explaining why a coordinated search was not conducted. The CACU may be 
contacted for assistance. 

	 Notify the 9-1-1 Communications Center, the Public Affairs Section, and the Maryland State 
Police Headquarters Duty Officer if the incident meets the Amber Alert Plan criteria. 

PHOTOGRAPHS 

	 Whenever a photograph is obtained, it will be placed on the roll call board with the 
corresponding telex message for 48 hours. After it is removed from the roll call board, a 
copy will be made, the Central Complaint (CC) number will be written on the top right 
corner, and it will be placed in the precinct/division files. If the victim has returned prior to 
CACU assignment, the photo will be returned to the complainant. 

	 After 48 hours, forward the original photograph to the CACU, listing the CC number, child’s 
name, date of birth, and address on the rear of the picture. 
NOTE: The CACU assumes the responsibility for returning the photograph. 

TEMPORARY CUSTODY 

	 A juvenile apprehended by an officer may be taken into temporary custody following current 
Department procedures. 

REPORTING 

 Form MPR-1, State of Maryland Missing Persons Report Form, will be completed. 

 If more than one child is missing or runs away from the same location at the same time, one 
MPR-1 Form will be completed for each missing child using separate CC numbers. 

 Continuation to initial Forms MPR-1 will be completed on Forms 323. 

 Follow-up reports to all Forms MPR-1 will be completed using an Incident Supplement. 

 A separate telex message will be sent for each individual within 90 minutes of the initial 
report. 

 Forms MPR-1 will be logged into the Missing Persons Log Book by the reporting officer. 
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	 If the person has not returned and their whereabouts remain unknown 48 hours after the 
original report was taken, an Incident Supplement will be completed stating such facts and 
the case will be forwarded to the CACU. 

	 Refer to Field Manual, Article 8 (Report Writing), for required report distribution for follow-up 
investigations. 

MISSING CHILDREN REPORTING CODES 

	 C/K: A missing child who is reasonably believed to have been kidnapped or abducted by 
someone other than a parent. 

	 C/M: A missing child age 17 or older, for whom no critical factors are known to exist. 

	 CPC: A missing child who is reasonably believed to have been taken by a parent or 
guardian who has legal custody. Includes all cases where there is no custody agreement to 
the contrary. 

	 CPW: A missing child who is reasonably believed to have been abducted by a parent or 
guardian who does not have legal custody. Includes those cases in which it is reported that 
a formal custody agreement to the contrary exists. 

	 C/C: A child who is missing and meets one of these factors: 
1.	 The child has not been the subject of a prior missing child report. 
2.	 The missing child suffers from a mental/physical handicap or illness. 
3.	 The disappearance is of a suspicious or dangerous nature. 
4.	 The child is believed to have been abducted. 
5.	 The missing child has been the subject of a previous child abuse report. 
6.	 The missing child is under 17 years of age. 

REFERENCES 

 Field Manual, Article 1 (Investigations).
 
 Field Manual, Article 13 (Jurisdictional Assistance and Authority).
 

3-9.2 RUNAWAYS 

GENERAL 

	 Runaways may not be placed in secure detention. 

	 The parent/guardian will be contacted immediately when a runaway has been taken into 
custody. 

REPORTING 

	 If a runaway is apprehended, it will be reported on a Form 117 and forwarded to the YCRU. 

	 Runaway and cancellation telex messages will be sent to the CACU for all reports of 
runaways and apprehended runaways. 

	 The officer will obtain a contact number from the Information & Records Management Unit. 

3-9.3 CHILD ABDUCTION 

RESPONDING OFFICERS 

	 Request to see the official court documents awarding lawful custody of the child to the 
complainant when arrangements have been made by the courts. 

	 Child stealing and child abduction by a non-custodial family member are closely related and 
are investigated by the CACU. 

	 Notify CACU when an incident of non-custodial child abduction is reported. The 
complainant should be advised that the CACU will follow-up with the case. 

	 Non-family related or stranger abduction investigations are the responsibility of the Robbery 
Unit. The Robbery Unit will be immediately notified. 
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REPORTING 

	 Complete an Incident Report using the offense code “Child Abduction,” prior to the end of 
the shift. Record information regarding court documents awarding lawful custody or lack 
thereof in the Narrative tab. 

	 Refer to Field Manual, Article 8 (Report Writing), for required report distribution. 

	 Forward relevant court documents and supporting paperwork to the CACU. 

REFERENCE 

	 Annotated Code of Maryland, Family Law Article. 

3-10.0 SCHOOL INCIDENTS 

RESPONDING OFFICERS 

	 Report to the office of the school’s principal upon arrival, except for emergency situations. 

	 Complete a Form 117R for all juveniles charged in relationship to school incidents. 
NOTE: For cases where a juvenile is charged and not transported from the school, the 
responding officer will notify the juvenile’s parent or legal guardian, and request the 
signature of a school administrator on the Form 117R. 

3-10.1 SEARCH AND SEIZURE 

INVESTIGATING OFFICERS 

	 Upon the authority of a search warrant, may only search that part of the school premises 
described in the search warrant and school officials should cooperate in performing the 
search. The search may not include a pupil’s assigned locker unless specified in the 
search warrant. 

	 May search the premises of a school in any case where the search is essential to prevent 
imminent danger to the safety or welfare of the pupil, other persons, or school property. 

	 May search a pupil not under arrest only when the officer has a reasonable suspicion that 
the pupil is concealing a weapon that poses a danger to others. 

	 May not request a school official to perform a search of a pupil. 

	 Will make every effort to conduct searches in a manner minimizing the disruption of the 
normal school routine and embarrassment to pupils affected. 

3-10.2 INTERVIEWING JUVENILE PUPILS 

GENERAL 

	 Interviewing juveniles in police custody is not permitted on school premises. 

NON-DELINQUENT CASES 

	 When the need arises to secure information from juvenile pupils not involved in delinquent 
activity, but having knowledge about CINS/CINA pupils, school personnel will secure 
consent for the interview from the pupil’s parent/guardian. 

DELINQUENT CASES 

	 An interview of a suspected delinquent juvenile, or a juvenile witness, on school property 
during school hours will occur only in the following situations: 
1.	 When the delinquent act was committed on school premises, or 
2.	 In connection with an investigation, the success of which could be compromised by 

delay, or, 
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3.	 When the delay of the investigation would endanger the safety or welfare of other 
pupils. 

EXCEPTION: Officers may accept information that is provided voluntarily by pupils. 

 When a condition described above exists, an interview of a suspected delinquent juvenile or 
a juvenile witness must be conducted in the presence of a school official. 

	 If an officer is refused the right to interview a suspect/witness on school property in 
connection with any of the above, the Safe Schools Liaison will be contacted and will act as 
liaison with the school officials. 

REFERENCE 

	 Code of Maryland Regulations (COMAR). 

3-10.3 TAKING A JUVENILE PUPIL INTO CUSTODY 

GENERAL 

	 Whenever possible and appropriate, a juvenile pupil will be taken into custody during 
non-school hours and away from the school premises. When this occurs, the officer will be 
responsible for notifying the juvenile’s parent/guardian. 

	 An officer may not take a juvenile pupil into custody for the purposes of investigative 
questioning. 

CUSTODY AUTHORIZED ON SCHOOL PROPERTY 

	 When the juvenile is being charged with the commission of a delinquent act and his 
apprehension in school is absolutely necessary and could not be facilitated at another place 
and time. 

	 When it is determined that a child abuse victim should not go back home. 
NOTE: This is as drastic a step as removing the child from his home and should be done 
only upon the advice of the CACU or DSS worker. 

	 When the pupil is a missing child and the circumstances surrounding the case dictate that it 
would be within the child’s best interest and especially if the child is refusing to go home. 

	 When a Writ of Attachment has been issued for the juvenile and all other attempts to serve 
it have failed. 

OFFICERS TAKING CUSTODY OF A JUVENILE 

	 When a juvenile pupil must be taken into custody during school hours and on school 
property, the officer will: 
1.	 Provide pertinent facts of the case to the responsible school official, including: 

a.	 The reason for taking the juvenile into custody (i.e., runaway, delinquent act, or 
abuse victim). 

b.	 The officer’s name and office telephone number. 
c.	 Where the juvenile is to be taken. 

2.	 Not provide information that would not serve the juvenile’s best interest or that would 
jeopardize potential witnesses (juvenile or adult). 

3.	 Remove the juvenile as soon as practical from school premises after taking the juvenile 
into custody. 

4.	 Notify the parents/guardian of the child taken into custody. 

REFERENCE 

	 Code of Maryland Regulations (COMAR). 
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3-10.4 WEAPONS ON PUBLIC SCHOOL PROPERTY 

GENERAL 

	 This subsection applies only when the following conditions exist: 
1.	 The apprehension is made by a school official. 
2.	 The apprehension is made on Baltimore County public school property. 
3.	 The apprehension is made during school hours or after school hours at a 


school-sponsored event.
 
4.	 The student is a Baltimore County public school student. 
5.	 A weapon is found on school property and the owner is unknown. 

	 Whenever a school official apprehends a juvenile student or an adult student on school 
property with a weapon, the official will confiscate the weapon, complete a Police 
Information Report (BEBCO #189), and notify the Baltimore County Police Department. 

RESPONDING OFFICERS 

	 Report to the principal’s office in order to be provided with the completed Police Information 
Report and the confiscated or found weapon. 

	 Complete four copies of Form 15, Property Inventory, for the weapon and leave one copy 
with the school official. 

	 Transport the weapon to the precinct and package it as evidence per procedures 

	 Complete an Incident Report using the appropriate offense code(s). 

	 Refer to Field Manual, Article 8 (Report Writing), for required report distribution for all cases 
involving a gun on school property. 

3-10.4.1 INTERVIEWS/JUVENILE STUDENTS 

INTERVIEWS 

	 Because of the serious nature of this type of incident and the possible safety risk to other 
students, officers will be allowed to interview the juvenile student to ascertain the 
circumstances surrounding possession of the deadly weapon. When interviewing a juvenile 
student on school property during school hours: 
1.	 The interview will be conducted in the presence of a school official. 
2.	 The parent/guardian of the juvenile will be notified before the interview except when the 

seriousness of the complaint requires an immediate interview of the suspected 
delinquent pupil. The notification will normally be done by school officials. 

	 Police investigations involving the questioning of pupils will not be permitted on school 
premises unless in connection with a crime or delinquent act committed on the premises or 
in connection with an investigation which, if not immediately permitted, would compromise 
the success of that investigation or endanger the lives or safety of the pupils or other 
persons present. In these cases a school official should be present throughout that 
questioning. 

CHARGES 

	 The officer will complete a Form 117 and a Form 117R. Juveniles 16 or 17 years old, 
committing a handgun violation, will be charged as an adult. 

	 For juveniles charged and not transported from the school, a parent/guardian must be 
notified and a school administrator will be requested to sign the Form 117R. 
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3-10.4.2 INTERVIEWS/ADULT STUDENTS 

INTERVIEWS 

	 The officer will be permitted to interview the adult student in order to make proper 
identification in the event of a court trial and to ascertain the circumstances surrounding 
possession of the deadly weapon. 

CHARGES 

	 The school official should be advised of the procedure for obtaining a warrant or summons 
and directed to the District Court Commissioner. 

REFERENCES 

 Field Manual, Article 1 (Investigations). 

 Field Manual, Article 7 (Evidence). 

3-10.5 CDS/ALCOHOL INVESTIGATIONS 

3-10.5.1 SUSPECTED CDS ON SCHOOL PROPERTY DURING SCHOOL HOURS 

JUVENILE STUDENTS 

	 If the student is under the age of 18, school personnel will interview the suspected 
delinquent pupil and furnish the officer with necessary information for the report. 
NOTE: For adult students refer to Field Manual, Article 1 (Investigations). 

	 The student will not be removed from the school premises by the police. In cases where a 
juvenile is charged with a felony, arrangements should be made to have the 
parent/guardian bring the juvenile to the precinct after school for processing. 

	 School personnel and juvenile pupils who witnessed the alleged offense may be 
interviewed on the school premises. 

REFERENCE 

 Field Manual, Article 1 (Investigations). 

3-10.5.2 SUSPECTED CDS ON SCHOOL PROPERTY DURING NON-SCHOOL HOURS 

INVESTIGATING OFFICERS 

	 May take a juvenile into custody or arrest if probable cause exists to believe a CDS 
violation has been committed. 

	 Are responsible for notifying the parents/guardian of a juvenile. 

3-10.5.3 ALCOHOL VIOLATIONS ON SCHOOL PROPERTY DURING SCHOOL HOURS 

ALCOHOL VIOLATIONS 

	 School personnel will furnish the investigating officer with a completed Police Information 
Report (BEBCO #189). This report will be used to complete the State of Maryland Uniform 
Civil Citation. For pupils under 18 years of age, the alcohol citation will be completed at the 
juvenile’s residence after school hours. If the student is 18 or over, the adult civil citation 
will be filled out and given to the student at the school. 

REFERENCES 

 Field Manual, Article 1 (Investigations). 

 Field Manual, Article 7 (Evidence). 
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3-11.0 RECORDS AND REPORTS 

GENERAL 

	 Records pertaining to juveniles will be maintained separately from adult records and 
confidentially at all times. 

	 No records will be released unless by court order. 
EXCEPTION: Representatives of this Department, DJS, and other agencies investigating 
and prosecuting juveniles. 

	 When making a juvenile report on delinquents, CINS and CINA children, members will 
contact the Information & Records Management Unit for a JID number and a Contact 
number. 

	 Narrative statements should include the following data when pertinent: 
1.	 Conduct and behavior of the juvenile. 
2.	 Whether the juvenile appeared ill, or appeared to have been drinking or under the 

influence of drugs. 
3.	 How the juvenile is specifically related to the offense. 
4.	 Any other circumstances surrounding the offense that would aid the DJS intake officer 

in determining appropriate case disposition. 

	 In any investigation in which police officers require photographs, copies of the Form 117, or 
fingerprints from the JID Jacket, a Form 12L, Intra-Department Correspondence, must be 
submitted by the members, approved by their supervisors, and forwarded to the Information 
& Records Management Unit before any information will be released from the files. The 
Form 12L should set forth the reason for requiring the information. 
NOTE: The information from these jackets will only be used to further investigations or for 
prosecution of an individual for a criminal act. 

3-11.1 REPORTS INVOLVING JUVENILES 

GENERAL 

	 If a juvenile is listed as the victim of a crime or incident, indicate the juvenile’s parent or 
guardian information, including both natural and step-parents, in the Other Person tab of 
the Incident Report. 

	 If the juvenile is a CINS/CINA, list the juvenile as the victim. 

	 If a juvenile suspect has a Contact/JID number and is not taken into custody, place the 
numbers in the appropriate field in the Suspect tab of the Incident Report. 

	 If a statement is obtained from a juvenile, either verbal or written, indicate in the Narrative 
tab of the report who was present when the statement was given or obtained. 

	 The narrative of the Incident Report must substantiate the charges listed on the Form 117 
and must reflect the means by which it was learned that the juvenile is responsible for the 
criminal act. 

	 Whenever a juvenile is released to a parent/guardian or member of another agency, full 
information for the person taking custody will be entered in the Other Person tab of the 
Incident Report. 

	 When it is found that a juvenile is responsible for a crime, but the victim does not wish to 
prosecute and only wants the juvenile warned in the presence of their parents or legal 
guardian, the Form 117 need not be completed. The officer will then reflect this fact in the 
narrative of the Incident Report. The juvenile will be listed in the Suspect tab and the UCR 
Disposition will be marked “Exceptionally Cleared Juvenile.” 

	 Refer to Field Manual, Article 8 (Report Writing), for required report distribution. 
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INVESTIGATING OFFICERS 

	 Forward all completed reports and related paperwork involving juvenile suspects to their 
supervisor for approval. 

	 Assigned to specialized units, will forward reports involving juvenile suspects to the JOINS 
officer assigned to the precinct where the incident occurred. 

SUPERVISORS 

	 Ensure reports involving juvenile suspects are logged into the JOINS precinct log book and 
forwarded to the JOINS officer within 72 hour of the juvenile being charged. 

3-12.0 FORM 117, JUVENILE REFERRAL/CUSTODY REPORT 

PURPOSE 

	 The Form 117, Juvenile Referral/Custody Report, is designed to provide the Department 
with a permanent record of all data pertaining to offenses in which a juvenile is involved. 

USES 

	 Upon the completion of a criminal investigation when it has been determined that a juvenile 
is responsible for a criminal act and prosecution will follow. 

	 Whenever a CINS is physically apprehended or is referred to court or other agencies for 
further action. 

	 Incidents involving a CINA. 

	 Whenever a case involving a juvenile is referred to another agency. 

	 Whenever a juvenile is held at a Department facility for another agency or is placed in an 
incarceration room by a member of this Department. 

	 Whenever a juvenile is being pursued into Baltimore County by another police agency and 
is apprehended by a member of this Department. 

	 Whenever a juvenile is held for another agency or whenever a juvenile is arrested on a 
bench warrant. In these cases only Forms 117 and 117R need be made. In addition, a 
Central Complaint (CC) number and contact number must be obtained. This report may be 
marked closed and no Incident Report is necessary. 

3-12.1 FORM 117 PREPARATION INSTRUCTIONS 

GENERAL 

	 Electronic processing will be utilized as the primary method of data entry. 
NOTE: No printed station copy is needed. 

	 In the event of a Countywide system failure, officers will follow the EBooking system 
contingency plan. 

	 Officers will refer to Field Manual, Article 4, for adult EBooking arrest procedures. 

EBOOKING TABS (Tabs not listed below are considered self-explanatory): 

QUICK BOOK 

	 Booking Type: Select the appropriate booking type from the dropdown menu. This will 
determine the mandatory fields throughout the booking record that are required to be 
completed. The following are the Booking Types: 
1.	 Child In Need of Supervision (CINS) - a juvenile who requires guidance, treatment or 

rehabilitation, and is either habitually truant, incorrigible, a constant runaway, or 
behaving recklessly. 
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2.	 Child In Need of Assistance (CINA) - a juvenile who requires court intervention 
because of abuse, neglect, a developmental disability or has a mental disorder, or the 
juvenile’s parents or guardians are unwilling to give proper care. 

3.	 Delinquent Misdemeanor - a misdemeanor that would be a crime if committed by an 
adult. 

4.	 Delinquent Felony - a felony that would be a crime if committed by an adult. 
5.	 Writ of Attachment - a warrant-like document issued by the Juvenile Court requiring the 

physical detention of a juvenile. 
6.	 Detention Order - an order of detention produced by the DJS. 
7.	 Released Without Charge - a juvenile was arrested for an offense, but subsequently 

released with no charges pending. 
8.	 Legacy - a record that has been imported into EBooking. No modifications can be 

made to this type of record. 

 JID Number: The Information & Records Management Unit must always be contacted to 
verify the juvenile’s JID number. 

 Maiden Name: For a female juvenile only. When the marital status is married, widowed, or 
divorced, the Maiden Name field becomes mandatory. 

 Social Security and Driver’s License Numbers: When the information is available, complete 
the appropriate fields. When a driver’s license number is entered, the licensed state 
becomes mandatory. 

JUV/COMP 

	 If Secured Detention is marked “yes,” the officer will complete the required checks on the 
juvenile throughout the entire time the juvenile is in secured detention. The officer will make 
special notation of the location held within the precinct by entering it into the Comments field 
of each action within the Action Log tab. 

	 If Secured Detention is marked “no,” but the juvenile is still held within the precinct, the 
officer will make a notation of where the juvenile was held within the precinct in the Action
 
Log tab.
 
NOTE: If the juvenile is moved to additional locations within the precinct, the locations will
 
be added to the Action Log tab.
 

	 If Secured Detention is marked “no,” and the juvenile was never taken into custody by the 
officer, the officer will make a notation within the Action Log tab stating that the juvenile was 
never transported to a precinct. 

NOTE: A system of place names, where juveniles will be held in secure and non-secure 
detention, will be developed by each precinct so that the names are referred to consistently. 

PHYSICAL 

	 Scars, Marks, Tattoos (SMTs): When the arrestee has SMTs, the arresting officer will 
ensure that each SMT is described and photographed. 

ARREST 

	 Arrest Narrative: Additional information that is not captured elsewhere in the booking 
record can be entered in the Arrest Narrative field. 

CHARGE/DNA 

	 Enter all appropriate charges. 

	 The Reason Charged/Fingerprinted should correspond with the booking type. For Criminal 
Justice Information System (CJIS) charges, select the appropriate charge from the CJIS 
code or from the dropdown menu. For local charges, enter the appropriate charge in the 
Text field. 

	 Arresting officers are responsible for entering charging information. 
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VEHICLE 

	 If the subject is not the registered owner of the vehicle, the owner's name and address may 
be entered in the Vehicle Comment field. 

ACTION LOG 

	 All juvenile prisoner action records will be captured on the Action Log tab (Refer to Field 
Manual, Article 5). 
NOTE: The Incarceration Log Book cannot be used to document information regarding 
arrestees charged as juveniles, due to the requirement that juvenile records and adult 
records be stored separately. 

	 For each Action Log entry, the comments field will be used to: 
1. Document the specific location within the precinct where the juvenile is being held in 

secure or non-secure detention. 
2. Document the hospital or other facility name, if transported outside of the precinct. 

CUSTODY 

 Final Custody Status fields are to be completed by the releasing officer or the desk officer. 

 The date of birth and address of the person the juvenile is released to will be placed in the 
Comments field. 

RECORDS MANAGEMENT 

	 When all mandatory fields are completed in this section, the arresting officer is responsible 
for changing the Record Status from “Open” to “Pending Approval.” This signifies that the 
booking record is ready for supervisory approval. 

 Supervisors will review booking records for accuracy, and will change the Record Status 
from “Pending Approval” to “Approved.” Supervisors will notify arresting officers of records 
that need correction. 

REFERENCE 

	 Field Manual, Article 4 (Arrest, Custody, and Court). 

3-13.0 FORM 117R, NOTIFICATION OF JUVENILE IN POLICE CUSTODY AND RELEASE 
AGREEMENT FORM 

FORM 117R 

	 Completed anytime a juvenile is taken into police custody or charged with a crime. 
NOTE: This includes juveniles waived to adult status as well as those charged with status 
offenses. 

 Used to notify the juvenile’s parent or legal guardian that the juvenile has been taken into 
police custody or charged with a crime. 

 Provides the Department with a permanent record of the notification and the release of the 
juvenile. 

INVESTIGATING OFFICERS 

	 Notify the parent or legal guardian within 48 hours for all juveniles taken into custody or 
charged with a crime. 

	 Send a certified letter to the parent or legal guardian, if notification is unsuccessful after 48 
hours. 
NOTE: A copy of the certified letter receipt will be forwarded to the Information & Records 
Management Unit and the original will be placed in the precinct/section files. 
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	 Notify the parent or legal guardian that, by signing the Form 117R or authorizing the release 
of the juvenile to a third party, they are responsible for ensuring the presence of the juvenile 
at court proceedings, should it become necessary. 

	 Verify the identity of the individual to whom notification is being made and to whom the 
juvenile is being released. 

	 Release the juvenile: 
1.	 To the custody of a parent or legal guardian; or 
2.	 To the custody of a third-party adult at the request of the parent or legal guardian; or 
3.	 To a member of an authorized state agency (i.e., DJS or DSS) in accordance with 

Maryland law; or 
4.	 To the custody of the Baltimore County Public School in which they are enrolled; or 
5.	 When the juvenile’s release is otherwise ordered by the DJS. 

	 Provide a copy of the Form 117R to the individual assuming custody of the juvenile. 
NOTE: A supervisor’s signature is not required on the copy of the Form 117R at the time of 
release. 

	 Document the notification and release in the Narrative tab of the Incident Report, or in the 
Actions tab of the EBooking record, if no Incident Report is required. 
NOTE: If notification is unsuccessful, a full explanation of all notification attempts (e.g., 
phone calls, home visit, certified letter sent, etc.) must also be included and a copy of the 
Incident Supplement or EBooking record forwarded to the Community Resources Bureau 
within five days of initiating charges and/or taking the juvenile into custody. 

 Contact the DSS if the parent or legal guardian does not consent to the release agreement. 

 Submit the original Form 117R for supervisor’s approval, upon completion. 

SUPERVISORS 

	 Review and approve Forms 117R and related documentation. 

	 Forward original Forms 117R to the Information & Records Management Unit. 

	 Forward an electronic copy of the signed/approved Form 117R to JOINS as a PDF via email 
and/or fax within 72 hours of initiating charges and/or taking the juvenile into custody, and 
place a copy in the precinct/division files. 
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ARREST, CUSTODY, AND COURT
 
Article 4 

4-1.0	 Arrest, Custody, and Court Procedures [rev. 05/2011]
 

4-1.1 Arrest Identity Verification [rev. 10/2011]
 

4-2.0	 Probable Cause and Statement of Charges [rev. 10/2011]
 

4-2.1 Narcotics Cases [rev. prior to 1994]
 

4-3.0	 Arrest Warrants [rev. prior to 2000]
 

4-3.1 Issuing/Receiving Arrest Warrants, Summonses, and Civil Orders [rev. 02/2010]
 

4-3.2 Serving Arrest Warrants in Baltimore County [rev. 10/2011]
 

4-3.2.1 Outside Jurisdiction Warrants served in Baltimore County [rev.
 
10/2011]
 

4-3.2.2 Prisoners Housed in the Baltimore County Detention Center [rev.
 
prior to 1994]
 

4-3.2.3 Bench Warrants [rev. 10/2011]
 

4-3.3 Baltimore County Warrants Served in Other Jurisdictions [rev. 02/2010]
 

4-3.3.1 Fugitive Procedures [rev. 10/2003]
 

4-3.3.2 Fugitive Apprehensions [rev. 10/2003]
 

4-3.3.3 Extradition of Fugitives [rev. 10/2003]
 

4-4.0	 Special Arrest Procedures [n/a]
 

4-4.1 Foreign Nationals, Diplomatic Agents, Consular Officers, and Staff of
 
Missions of International Organizations [rev. 07/2013] 

4-4.2 School Notification for Adult Students [rev. 10/2011]
 

4-4.3 Arrest of Aliens [rev. 02/2010]
 

4-4.4 Arrest of Foreign Nationals [rev. 10/2011]
 

4-4.5 Arrest of a Subject with a Mental Illness [rev. 07/2013]
 

4-4.6 Arrest of Handicapped Persons [rev. 10/2011]
 

4-4.7 Arrest of Military Personnel [rev. prior to 1994]
 

4-4.8 Arrest of Members of Other Law Enforcement Agencies [rev. prior to 1994]
 

4-4.9 Arrest of Baltimore County Government Employees [rev. 07/2013]
 

4-4.10 Arrest of On-Duty Baltimore Gas and Electric (BGE) Employees [rev. 10/2011]
 

4-4.11 Arrests for Series of Crimes [rev. 10/2011]
 

4-4.12 Assisting Other Jurisdictions [rev. 10/2011]
 

4-5.0	 Arrest Processing Procedures [rev. 09/2016]
 

4-5.1 Felony Arrests [rev. 10/2011]
 

4-5.2 Traffic-Related Arrests [rev. 10/2014]
 

4-5.2.1 DUI Arrests [rev. 10/2014]
 

4-6.0	 Criminal/Civil Citations [rev. 01/2014]
 

4-6.1 Criminal Citations [rev. 01/2014]
 

4-6.2 Adult and Juvenile Civil Citations [rev. 01/2014]
 

4-6.2.1 Adult Civil Citations [rev. 01/2014]
 

4-6.2.2 Juvenile Civil Citations [rev. 10/2014]
 

4-7.0	 Repeat Offenders [rev. 10/2011]
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4-8.0 Detention and Removal Orders [n/a] 

4-8.1 Emergency Evaluations [rev. 12/2015] 

4-8.1.1 Service of Petitions for Emergency Evaluation [rev. 12/2015] 

4-8.1.2 Transportation of Evaluees [rev. 10/2011] 

4-8.1.3 Hospital Procedures [rev. prior to 2000] 

4-8.2 Civil Protective Orders [rev. 08/1998] 

4-8.2.1 Interim and Temporary Protective Orders [rev. 09/2016] 

4-8.2.2 Circuit Court Temporary Protective Orders [rev. 07/2013] 

4-8.2.3 Final Protective Orders [rev. 07/2013] 

4-8.2.4 Violations of Interim, Temporary, or Final Protective Orders [rev. 

07/2013] 

4-8.3 Body Attachments [rev. 10/2011] 

4-8.4 Detainers [rev. 10/2011] 

4-8.4.1 Habeas Corpus Writs [rev. 10/2011] 

4-8.5 Petition For Custody, Interrogation, and Arrest of a Juvenile [rev. 10/2011] 

4-9.0 Arrest Reporting [n/a] 

4-9.1 General Reporting [rev. 07/2013] 

4-9.1.1 Narrative Substitution [rev. 07/2013] 

4-9.2 Form 19, Criminal Debriefing Guide [rev. 10/2011] 

4-9.3 Electronic Booking (EBooking) Arrest Records [rev. 09/2016] 

4-9.3.1 Form 166 Preparation Instructions [rev. 09/2016] 

4-9.4 EBooking Contingency Plan [rev 05/2015] 

4-10.0 Summons Procedures [rev. 10/2011] 

4-11.0 Court [n/a] 

4-11.1 District Court Scheduling [rev. 05/2015] 

4-11.2 Court Liaison Program [rev. 10/2014] 

4-11.3 Court Witnesses [rev. 04/2005] 

4-11.4 Court Summonses for Department Members [rev. 01/2014] 

4-11.5 Court and Hearing Attendance [rev. 10/2011] 

4-12.0 Court-Ordered Fingerprinting [rev. 10/2011] 

4-13.0 Criminal Record Inquiries [rev. 10/2011] 

4-13.1 Dissemination of Criminal History [rev. prior to 1994] 

4-13.2 Expungement of Arrest and Criminal Records [rev. 10/2011] 
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ARREST, CUSTODY, AND COURT
 

4-1.0 ARREST, CUSTODY, AND COURT PROCEDURES 

ABBREVIATIONS 

 CC - Central Complaint. 

 CIB - Criminal Investigations Bureau. 

 JID - Juvenile Identification. 

 UID - Unique Identifier. 

DEPARTMENT FORMS 

 Incident Report.
 
 Incident Supplement.
 
 Form 12L - Intra-Department Correspondence.
 
 Form 19 - Criminal Debriefing Guide.
 
 Form 117 - Juvenile Referral/Custody Report.
 
 Form 166 - Arrest Report.
 
 Form 179 - Warrant Control.
 

4-1.1 ARREST IDENTITY VERIFICATION 

ADEQUATE IDENTITY VERIFICATION 

 Will be made on all arrested individuals before they are formally charged or served with a 
warrant. 

 Should include some type of identification that corroborates information gathered from the 
person. Identification may include: 
1.	 Photo identification (e.g., MVA system photograph, criminal processing photograph, 

employment/student/military identification, etc.). 
2.	 Law enforcement records (e.g., fingerprints, criminal history, etc.). 
3.	 Identification by a law enforcement officer based on experience with the suspect. 
4.	 Other documentation (e.g., birth/marriage certificate, military discharge papers, school 

records, passport, etc.). 
5.	 Contact with relatives for verification of information (e.g., date of birth, address, etc.). 

	 Should include more than one form of identification. A second form is not required when 
the arresting/processing officer is satisfied with the verification. 

WHEN IDENTIFICATION IS NOT AVAILABLE 

 An arrest can still be made if the officer has probable cause to believe the individual is the 
person named in the warrant. 

 And the person’s identity cannot be confirmed, the officer will: 
1.	 Notify the shift commander. 
2.	 Have a set of fingerprints classified by the Fingerprint Identification Unit, through 

LiveScan, the Maryland State Police Fingerprint Identification Section, or other 
jurisdiction. 

3.	 Notify the court commissioner before the bail hearing regarding the lack of
 
identification.
 

4.	 Document all information and attempts to verify identification in the narrative of the 
Form 166 or Incident Report, as appropriate. 

	 The arresting officer should not sign the warrant until identification of the person has been 
confirmed. 
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INCORRECT WARRANT OR SERVICE 

	 Arresting officers will investigate any claim of an incorrect warrant due to wrong identity, 
procedural mistakes, prior service, etc. 

	 Officers will attempt to: 
1.	 Verify the suspect’s identification through photos or fingerprints. 
2.	 Contact the issuing jurisdiction and/or court clerk’s office to verify the warrant status. 
3.	 Contact the State’s Attorney’s Office. 
4. Obtain a copy of all police reports related to the warrant, if possible. 

 If the arrestee’s claim is substantiated, the investigating officer will: 
1.	 Notify the shift/unit commander and the on-call Legal Section representative via the 

9-1-1 Police Liaison. 
2.	 After advice and consultation with the Legal Section representative and the State’s 

Attorney’s Office, take appropriate action for the release of the individual. 
3.	 Submit an Incident Supplement if the incident relates to a Baltimore County CC 

number. 
4.	 Document the incident via Form12L and distribute to the: 

a.	 Arresting and charging officer’s precinct/unit commander. 
b.	 Legal Section. 
c.	 State’s Attorney’s Office, and the other jurisdiction, if applicable. 
d.	 Charging officer if different from the arresting officer. 
e.	 Commander of the Information & Records Management Unit with a request that all 

computer databases be corrected, and that documents be forwarded to any other 
jurisdiction and the State of Maryland for corrections to their records. 

4-2.0 PROBABLE CAUSE AND STATEMENT OF CHARGES 

FORM DC/CR1, APPLICATION FOR STATEMENT OF CHARGES 

	 To charge a suspect, not in custody, a Form DC/CR1, Application for Statement of 
Charges, must be presented to a court commissioner. Officers must have the approval of 
their supervisor before doing so. 
NOTE: After the defendants have had a bail hearing and have been released, they may 
not be charged via a Statement of Charges unless a warrantless arrest is legal. 

	 To charge a suspect held on bail with a misdemeanor (other than those specified in the 
Annotated Code of Maryland, Criminal Procedures Article), a Form DC/CR1 must be 
completed and approved by a supervisor prior to presentation to a court commissioner. 

FORM DC/CR1 DISPOSITION 

 A copy - kept in precinct/division files. 

 A copy - retained by the officer. 

FORM DC/CR2, STATEMENT OF CHARGES 

	 To charge a suspect in custody, prior to a bail hearing, a Form DC/CR2, Statement of 
Charges, will be completed and presented to the court commissioner. 

	 If a mistake is made, the Form DC/CR2 may be destroyed. 

	 Additional charges will be recorded on a Form DC/CR2A. 

	 The Form DC/CR2 must be approved by a supervisor prior to presentation to a court 
commissioner. 

	 The Form DC/CR4, Statement of Probable Cause, will be used to record the probable 
cause supporting the charges on the DC/CR2. 

	 If additional space is needed for probable cause, the Form DC/CR4A, Statement of 
Probable Cause (Continued), will be used. 
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FORM DC/CR2 COMPLETION 

	 Blocks not listed below are self-explanatory. 

	 Related Cases - enter the tracking numbers of all related cases and/or the citation numbers 
of all traffic citations involved. 

	 Dist./Loc. - leave blank. 

	 Complainant Information: 
1.	 Title - enter the officer’s rank. 
2.	 Agency - enter “AE.” 
3. Sub - Agency - enter the officer’s assignment (e.g., CIB, PC2, etc.). 

 Defendant Information: 
1.	 I.D. Number - enter the UID number. 
2.	 OCA - enter the CC number. 
3. Other Description - enter the arrest number. 

 If the Defendant is formally charged: 
1.	 CJIS Code - enter the charge code from the court commissioner’s booklet. 
2.	 AR - enter the arrest number. 
3.	 COMAR or Agency Code No. - enter “MD 0030100.” 

NOTE: When a special police officer makes an arrest and turns the individual over to 
the Department, the Department officer will ensure that the correct COMAR number is 
inserted and that the CC number has been entered in the OCA block. If the numbers 
are entered but incorrect, enter the words “CORRECTED NUMBER” followed by the 
correct number. 

FORMS DC/CR2 AND DC/CR3A DISPOSITION CHARGING LABELS 

 A copy - kept in precinct/division files. 

 A copy - retained by the arresting officer. 

DISPOSITION CHARGING LABELS 

	 The court commissioner will attach a page of labels to all charging documents. This label 
page is to stay with the documents. Return unused labels with documents going to District 
Court. 

4-2.1 NARCOTICS CASES 

GENERAL 

	 For marijuana offenses, enter “Marijuana - THC (non-narcotic) a Schedule I Controlled 
Dangerous Substance” on the Statement of Charges. 

	 For CDS cases, enter on the bottom of the Statement of Charges “Drug Related Case -
Analysis is Pending”: 
1.	 When a CDS charge accompanies other criminal charges. 
2.	 For large quantities of CDS. 

REFERENCES 

 Annotated Code of Maryland, Criminal Procedures Article. 

 Field Manual, Article 1 (Investigations). 

4-3.0 ARREST WARRANTS 

WARRANT VERIFICATION 

	 Officers approached by a civilian requesting information about a warrant for themselves will 
obtain a wanted check and proceed accordingly. 
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	 Members contacted by civilians requesting information about a warrant will advise them to 
respond in person to the nearest precinct. 

	 If a citizen desires to divulge the whereabouts of a possible wanted person, the officer will 
note the information, obtain a wanted check confirming an open warrant, and request a unit 
to respond to the location, if appropriate. 

4-3.1 ISSUING/RECEIVING ARREST WARRANTS, SUMMONSES, AND CIVIL ORDERS 

OFFICERS 

	 Obtaining an arrest warrant for an individual residing or working in Baltimore County will 
personally make every effort to serve the warrant. This includes persons who may already 
be incarcerated in state or local detention facilities. 

	 Obtaining a warrant for a subject in custody, or a subject who will be arrested within 24 
hours, do not have to send the warrant to Warrant Control. The warrant need only be 
logged in by the desk officer prior to service. 

	 Obtaining a warrant which is not served within 24 hours, must prepare a Form 118A, 
Warrant Notification (original only), and immediately send it along with the warrant to 
Warrant Control. 

DEPARTMENTAL MAIL COURIER 

	 Will pick up warrants, summonses, and other necessary court documents, as required, from 
the District Court commissioner’s office in the course of their daily mail route. 

	 Will place the warrants, summonses, and other court documents in an envelope and seal it 
in the presence of the on-duty District Court commissioner. The departmental Mail Courier 
will place the name of the on-duty District Court commissioner witnessing the transaction on 
the outside of the envelope. 

	 Will transport the sealed envelope to Warrant Control. 

SHIFT COMMANDERS 

	 Having a District Court within their command, will have the officer transporting mail respond 
to the District Court and follow the above procedures when the departmental Mail Courier is 
on leave. 

WARRANT CONTROL TEAM 

	 Completes the top portion of the Form 179, Warrant Control Form (original only) for all 
warrants not immediately served by the obtaining officer. 

	 Stamps a control number on the Form 179 and the warrant. 

	 Forwards the Form 179 and warrant to the precinct where the defendant lives. 

	 Enters the warrant into the computer system and METERS/NCIC, if applicable. 

	 Returns the Form 118A to the officer who obtained the warrant, when appropriate. 

PRECINCT DESK OFFICERS 

	 Receiving a warrant/summons from Warrant Control, or after being advised by an officer 
that a warrant/summons has been obtained, will log all pertinent warrant/summons 
information into the Warrant/Summons Tracking System. The database will, at a minimum, 
include the following information: 
1.	 Date warrant/summons received at precinct. 
2.	 Type of document (e.g., criminal warrant/summons, etc.). 
3.	 Agency/court issuing the warrant/summons. 
4.	 Defendant’s name and address. 
5.	 Assignment for service (e.g., precinct, officer, unit/squad, etc.). 
6.	 Warrant/summons control/case number. 
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7.	 Remarks (e.g., reason for returning warrant/summons: unserved, recalled, etc.). 
8. Date warrant/summons was returned/served. 

 Forward warrants to the appropriate supervisor for assignment. 

 Will return unserved warrants to Warrant Control, with proper notation on the Form 179, 
when they need to be sent to new locations for service. Warrant Control will forward the 
warrants to the appropriate locations. 

	 Will advise Warrant Control of the new location in cases where a warrant must be sent to 
another jurisdiction for immediate service. The Form 179 will be returned to Warrant 
Control with the proper notation. 
NOTE: It is not necessary to notify Warrant Control when sending a warrant to another 
precinct for immediate service. 

	 Receiving interim/temporary and civil orders from the District Court and/or other agencies, 
will log all pertinent information into the Civil Order Record Book. The book will, at a 
minimum, include the following headings: 
1.	 Date and Time Received at the Precinct. 
2.	 Nature of the Document (e.g., interim/peace order, etc.). 
3.	 Issuing Court. 
4.	 Respondent/Defendant Name. 
5.	 Respondent/Defendant Address. 
6.	 Post Car(s) Assigned for Service. 
7.	 Case Number. 
8.	 Court Return Due Date. 
9.	 Final Disposition Date. 
10. Surrendered Firearms Ordered.
 
NOTE: The Civil Order Record Book is required to be a ledger.
 

SQUAD SUPERVISORS 

	 Receiving arrest warrants for service will prioritize them. Priorities will be based on factors 
including but not limited to the: 
1.	 Seriousness of the warrant. 
2.	 Time limit placed on serving the warrant. 
3.	 Origination from a special program (e.g., ROPE, etc.). 
4.	 Need to support the Department goals and objectives. 

4-3.2 SERVING ARREST WARRANTS IN BALTIMORE COUNTY 

GENERAL 

	 The same procedures for affixing labels to the Statement of Charges apply to arrest 
warrants. 

	 If the original warrant is not available and a copy of the warrant is being served, the tracking 
numbers will be entered by hand on the necessary forms. 

	 After service attempts, arrest warrants must be logged out of the Warrant/Summons 
Tracking System. The warrants will then be forwarded to Warrant Control. 

OFFICERS 

	 Serving a warrant they applied for, will contact the court commissioner prior to the bail 
hearing to obtain a trial date, time, and location. The information, along with the court 
commissioner’s initials, will be written on Form DC/CR6 to the left of the officer’s signature. 

	 Serving a warrant in a case where another officer investigated, will: 
1.	 Obtain the investigating officer’s next several trial dates. 
2.	 Place the tentatively assigned trial date, time, location, and two optional trial dates on 

the Form 166. 
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	 Will record all attempts to serve the warrant. 

	 Will use the original CC number associated with the warrant. If no original CC number 
exists, a new CC number will be generated. 

	 Complete the “Information Checked” and “Results” sections of the Form 179 if initial 
attempts are unsuccessful. 

	 If unable to serve a warrant, complete the Form 179 and return it, along with the warrant, to 
the desk officer prior to forwarding to Warrant Control. 

	 Ensure that a cancellation telex is sent when a warrant has been withdrawn before a judge, 
and note this in the offense report. 

SQUAD SUPERVISORS 

	 Return all assigned warrants remaining unserved for a period of 45 days to Warrant 
Control, unless authorized by Warrant Control to remain for a longer period. 

	 Ensure that the officers have exhausted all leads before returning any unserved warrants. 

DISPOSITION OF SERVED WARRANT 

 The completed Form 179 will be given to the desk officer for forwarding to Warrant Control. 

 The gold copies of the DC/CR3 and DC/CR6 will be retained by the arresting officer. 

4-3.2.1 OUTSIDE JURISDICTION WARRANTS SERVED IN BALTIMORE COUNTY 

GENERAL 

	 A CC number will be generated for the other jurisdiction warrants served in Baltimore 
County for completion of the Form 166. 

NO BALTIMORE COUNTY CHARGES PLACED 

	 Officers possessing a warrant indicating that the bail hearing is to be held in the issuing 
jurisdiction will contact the appropriate agency to verify the status of the warrant and 
release the prisoner to their custody after the completion of a Form 166 (without a tracking 
label). Fingerprint processing may be completed, if necessary. 

	 If the warrant indicates that the bail hearing is to be held where the subject is arrested, the 
Department will take the prisoner to the court commissioner. 

CHARGES ALSO PLACED IN BALTIMORE COUNTY 

	 If the bail hearing for the warrant from the other jurisdiction can be held in Baltimore 
County, obtain a copy of the warrant and proceed with the hearing. 

	 If the bail hearing must be held in the originating jurisdiction, that jurisdiction will be advised 
to send a detainer. 

	 No prisoner will be released from custody until release conditions are met on all Baltimore 
County charges (e.g., bail, etc.). Should conditions on Baltimore County charges be met, 
but other jurisdiction charges remain, that agency will be contacted to take custody of the 
prisoner. 

REFERENCE 

	 Field Manual, Article 5 (Prisoners). 

4-3.2.2 PRISONERS HOUSED IN THE BALTIMORE COUNTY DETENTION CENTER 

GENERAL 

	 Police officers from other jurisdictions, who possess warrants for a subject housed in the 
Detention Center, will serve their warrants on the subject personally. The Fugitive Team 
Supervisor will be consulted for permission to deviate from this procedure. 
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4-3.2.3 BENCH WARRANTS 

GENERAL 

	 Every person arrested on a Baltimore County District Court bench warrant must be taken 
before a court commissioner. 

	 Persons arrested on pre-set Circuit Court bench warrants must be transported to the 
Baltimore County Detention Center without seeing a court commissioner. 

	 When serving a bench warrant with pre-set bail from another jurisdiction, the subject will be 
taken to a Baltimore County court commissioner if bail can be posted. If bail cannot be 
posted, personnel from the other jurisdiction may pick up the subject without seeing a court 
commissioner. 

4-3.3 BALTIMORE COUNTY WARRANTS SERVED IN OTHER JURISDICTIONS 

GENERAL 

	 Officers who want to serve an arrest warrant in another jurisdiction will first contact that 
jurisdiction’s law enforcement agency. 

	 Officers notified by another jurisdiction that an arrest was made on a Baltimore County 
warrant will verify the existence of the warrant and the location where the bail hearing is to 
be held. 

	 If the warrant indicates that the bail hearing can be held in the jurisdiction of the arrest and 
the agency holding the prisoner is: Anne Arundel, Harford, Howard, Montgomery, Prince 
George’s counties, or the Maryland State Police, notify that agency and advise them to take 
the prisoner for the bail hearing. If the agency is not one of the aforementioned agencies, 
make an effort to get them to take the prisoner for a bail hearing. 

	 If the warrant indicates that the prisoner must be returned to Baltimore County, or if the 
other agency refuses to take the prisoner for the bail hearing, arrangements will be made 
for transportation. 

	 The Operations Bureau will be notified when an agency refuses to take the prisoner for a 
bail hearing so that problems can be resolved. 

4-3.3.1 FUGITIVE PROCEDURES 

FUGITIVE TEAM 

	 Arrests and transports all suspects taken into custody outside this jurisdiction on Baltimore 
County warrants, except when the precincts are responsible. 

	 Serves all out-of-state warrants and handles extraditions. 

	 Coordinates all Division of Correction’s writs and mandatory releases. 

	 Precinct personnel will serve as backup if a Fugitive Team member is not available. 

	 Serves prioritized warrants when not engaged in transportation activities. 

	 Forwards notification of the arrest to the case officer on each arrest. 

PROTOCOL FOR APPREHENSION RUNS 

	 The Information & Records Management Unit personnel will: 
1.	 Verify the status of the warrant. 
2.	 Notify the appropriate precinct of an apprehension run when the Fugitive Team is 

unavailable. 

 If the round trip travel time is less than six hours, the notified precinct will make the 
apprehension run. 

	 If the round trip travel time exceeds six hours and the jurisdiction will hold the prisoner, the 
Fugitive Team will be contacted during the next day of business through the 9-1-1 Police 
Liaison for transport of the prisoner. 
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 If the jurisdiction will not hold the prisoner, an officer will be sent to pick up the prisoner. 

 Arrangements for transport will be made between the precinct shift commander and the 
Fugitive Team Supervisor, through the 9-1-1 Police Liaison. 

 The 9-1-1 Communications Center will be notified of the start and end times of any 
apprehension run. 

	 Prior to making any apprehension run to another jurisdiction, officers will determine whether 
the warrant to be served can be processed by a court commissioner in the arresting 
jurisdiction. If the jurisdiction has an original warrant marked “Initial Appearance to be Held 
in Jurisdiction of Arrest,” the arrestee should not be returned to Baltimore County unless 
extenuating circumstances exist. 

PRECINCTS 

	 Arrest, transport, and house all suspects held outside this jurisdiction on Baltimore County 
warrants as follows: 
1.	 Baltimore City: 

All district stations as assigned by the Operations Bureau. All other detention centers 
and Baltimore City Sheriff’s Office will be assigned by the Information & Records 
Management Unit on a rotating basis. 

2.	 Anne Arundel County:
 
Northern & Western District & Sheriff’s Office - Precinct 1
 
Southern & Eastern District & Detention Center - Precinct 12
 

3.	 Howard County:
 
All locations - Precinct 2
 

4.	 Carroll County:
 
All locations - Precinct 3
 

5.	 Harford County:
 
All locations - Precinct 9
 

6.	 Maryland Transportation Authority:
 
BWI/Marshall Airport - Precinct 1
 
Ft. McHenry Tunnel, Harbor Tunnel, and Key Bridge - Precinct 11
 

7.	 Maryland State Police:
 
Bel Air - Precinct 8
 
Glen Burnie - Precinct 1
 
Golden Ring - Precinct 11
 
Pikesville Headquarters - Precinct 4
 
Waterloo - Precinct 2
 
Westminster - Precinct 3
 

	 May have responsibility for transporting and processing arrestees held within Maryland on a 
Baltimore County warrant when the Fugitive Team is not available. 

 Will handle all bail hearings, bail reviews, and prisoner processing for persons arrested by 
the Fugitive Team including those with a pre-set bail. 

 Desk personnel receiving arrestees will notify: 
1.	 Case officers, if on duty. 
2.	 The Fugitive Team for extradition proceedings, if the individual was arrested on an out-

of-state warrant. 

SHIFT COMMANDERS 

	 When notified that a Maryland jurisdiction, other than those listed above, plans to release a 
prisoner, will proceed as follows: 
1.	 Determine the length of time that the other jurisdiction will hold the individual. 
2.	 Estimate the travel time to the jurisdiction. 
3.	 If the round trip travel time is six hours or less, send an officer to pick up the prisoner. 
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4.	 If the round trip travel time exceeds six hours and the jurisdiction will hold the prisoner 
until the Fugitive Team reports to work, arrange through the 9-1-1 Police Liaison for 
transport of the prisoner, or 

5.	 If in the above case the jurisdiction will not hold the prisoner, send an officer to pick up 
the prisoner. 

4-3.3.2 FUGITIVE APPREHENSIONS 

FUGITIVE TEAM 

	 Verifies through the Information & Records Management Unit that the person is wanted in 
Baltimore County. 

UNIT SUPERVISORS 

	 Obtain the warrant (original or copy) and contact the jurisdiction holding the wanted person 
to verify the arrestee’s status. 

	 Dispatch Fugitive Team personnel to pick up the person in custody. 

	 Will make the final determination in deciding transport responsibility. 

FUGITIVE TEAM MEMBERS 

	 Generally transport the person in custody to the closest precinct with the lowest number of 
housed prisoners. Other factors may influence the choice of precinct; however, the final 
decision rests with the Fugitive Team officer. 

	 Complete all required paperwork for the arrest (e.g., Form 166, supplemental report 
information, etc.) and obtain a copy of the person’s criminal record. The desk officer will 
complete any information not available to the Fugitive Team officer during the booking 
process (e.g., bail hearing information, etc.) when it becomes known. The desk officer’s 
supervisor will be responsible for the review and approval of all related paperwork for 
arrests of this type. 

	 Turn over the prisoner and completed paperwork to the desk officer’s custody. 

	 Maintain an apprehension log that includes: 
1.	 Date call received. 
2.	 Agency calling. 
3.	 Wanted person’s name. 
4.	 Warrant number and charge. 
5.	 Location of wanted person. 
6.	 Unit notified. 
7.	 Time notified. 
8.	 Officer’s name and identification number. 

4-3.3.3 EXTRADITION OF FUGITIVES 

GENERAL 

	 All extradition proceedings will be handled by the CIB. 

	 Any officer delivering an accused person to the agent of a demanding jurisdiction without 
first taking such person before a judge of a court of record for a hearing is guilty of a 
misdemeanor. 

EXTRADITION PROCESS 

	 Extradition authorizations must be obtained from the State’s Attorney’s Office. 

	 Telex messages, etc., will be forwarded to the Information & Records Management Unit 
indicating whether Baltimore County will extradite a wanted person and, if so, from what 
state/jurisdiction. 
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	 The warrant will be sent for service to the agency having jurisdiction in the area where a 
suspect is located. 

	 After arrest, suspects waiving extradition will be returned immediately. 

	 Suspects refusing to return will be placed on bond and an appeal to the Governor will be 
made. 

4-4.0 SPECIAL ARREST PROCEDURES 

4-4.1 FOREIGN NATIONALS, DIPLOMATIC AGENTS, CONSULAR OFFICERS, AND STAFF 
OF MISSIONS OF INTERNATIONAL ORGANIZATIONS 

GENERAL 

	 Law enforcement contacts with Diplomatic Agents, Consular Officers, and Staff of Missions 
to International Organizations are sensitive situations. 

	 In all cases, including those in which an individual provides a U.S. Department of State 
issued identification card; immunity status will be verified with the U.S. Department of State. 

FOREIGN NATIONALS 

	 Are defined as any person who is not a U.S. citizen, including legal aliens. 

	 Must be advised of their right to notification of their consulate if arrested or detained. 

	 In some instances, consulate notification is mandatory and is the responsibility of the 
detaining or arresting officer. 

DIPLOMATIC MISSION PERSONNEL 

	 Are defined as: 
1.	 Diplomatic Agents and Family Members - are protected by immunity from arrest, 

detention, search, or prosecution with respect to any criminal offense. 
2.	 Members of Administrative and Technical Staff and Family Members - are protected by 

immunity from arrest, detention, search, or prosecution with respect to any criminal 
offense. 
NOTE: Administrative and technical staff members and family of diplomatic agents 
have no privileges and/or immunities if they are U.S. citizens, legal permanent 
residents, or foreign nationals permanently residing in the United States. 

3.	 Members of Service Staff - have official acts immunity only. 
NOTE: Family members of Service Staff have no privileges or immunities. 

 For the purposes of this section only, family members are defined as: 
1.	 Spouses. 
2.	 Children under 21 years of age. 
3.	 Children under 24 years of age who are full-time students. 

CONSULAR POST PERSONNEL 

	 Consular Post personnel are defined as follows: 
1.	 Consular Officers - are official representatives of foreign governments, have official 

acts immunity only, and are not liable to arrest or detention pending trial, except in 
cases of a felony and pursuant to a warrant issued by a competent judicial authority. 

2.	 Consular Employees - perform administrative and technical support for the consular 
post and have official acts immunity only. 

3.	 Consular Service Staff - do not have any immunity of any kind. 
4.	 Honorary Consuls - American citizens or permanent resident aliens who perform 

consular services on a part-time basis have official acts immunity only. 

	 Family members of Consular Officers, Consular Employees, and Consular Service Staff do 
not have any immunity of any kind. 
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	 Consular employees and staff who are foreign nationals or permanent residents of the 
United States do not have immunity of any kind. 

STAFF OF MISSIONS TO INTERNATIONAL ORGANIZATIONS 

	 Only diplomatic-level staff of missions to international organizations have full diplomatic 
immunity from criminal prosecution. 

	 Other staff and family members do not have any immunity of any kind. 

INVESTIGATING OFFICERS 

	 When called to the scene of a criminal incident involving a person claiming immunity, must 
verify the status with the U.S. Department of State or the U.N. Mission to the United States. 

	 May detain persons unable to produce satisfactory identification until identity is confirmed. 

	 Notify a supervisor to respond to the scene. 

	 Prepare an Incident Report using the appropriate offense codes, including detailed 
circumstances in the Narrative tab. 

	 Refer to Field Manual, Article 8 (Report Writing), for required report distribution. 

SUPERVISORS 

	 Must respond to the scene of any criminal incident involving a person claiming immunity. 

	 Ensure that satisfactory identification and verification is obtained. 

	 Approve reports of criminal incidents. 

	 Make appropriate departmental notifications. 

	 Ensure that approved reports are distributed to appropriate authorities before ending their 
tour of duty. 

REFERENCES 

	 Annotated Code of Maryland. 

	 Diplomatic and Consular Immunity, Guidance for Law Enforcement, and Judicial 
Authorities, U.S. Department of State. 

	 Field Manual, Article 2 (Traffic Procedures). 

	 U.S. Department of State Consular Notification and Access Booklet. 

4-4.2 SCHOOL NOTIFICATION FOR ADULT STUDENTS 

SCHOOL NOTIFICATION 

	 Notification to the school superintendent/administrator of the appropriate public or private 
school system is required within  24 hours, or as soon as practicable, when an adult student 
(age 18 to 21) currently enrolled (includes students on summer vacation) in any school 
system is arrested and/or charged with any one of the following criminal offenses as found 
in the Annotated Code of Maryland under: 
1.	 Courts and Judicial Proceedings Article - Jurisdiction of Court - §3-8A-03. 
2.	 Criminal Law Article - Crimes of Violence - §14-101. 

NOTE: Refer to the Field Manual, Article 3 (Juvenile Procedures) for a complete list of 
offenses. 

	 The charging officer will: 
1.	 Obtain the name of the school and the jurisdiction that the adult student attends. 
2.	 Verify enrollment, through the Safe Schools Liaison, when a young adult arrestee 

denies being enrolled in a public school and the officer has reason to believe 
otherwise. 

3.	 Place the information in the appropriate blocks on the Form 166, as applicable. 
4.	 Write “School Notification Case” in the narrative of the Form 166. 

BALTIMORE COUNTY POLICE DEPARTMENT Page 11 
FIELD MANUAL / ARTICLE 4 
GENERAL ORDER # 2016-01 

https://govt.westlaw.com/mdc/Index?transitionType=Default&contextData=%28sc.Default%29
http://pdnet.bcnet/Resources/documents/general/Diplomatic%20and%20Consular%20Immunity.pdf
http://pdnet.bcnet/Resources/documents/general/Diplomatic%20and%20Consular%20Immunity.pdf
http://pdnet.bcnet/Resources/documents/general/CNA_Manual_3d_Edition.pdf


 

             
     

    

          
     

 
   

           
        

 
     

         
         

       

          
 

  
 

  

            

       
     
    
       
       

              
          

   

          
  

 
   

 
  

          

          
 

    
     

         
  

 
     

 
  

           
  

           
     

              
         

            
               

       
          

5.	 Inform the Information & Records Management Unit that this is a school notification 
case when contacting them for a UID number. 

SAFE SCHOOLS LIAISON 

	 Will check with the public school system during normal business hours to verify whether or 
not the young adult in question is enrolled in a Baltimore County public school. 

INFORMATION & RECORDS MANAGEMENT UNIT 

	 Forwards a form letter containing the student’s name and the reportable offense to the 
appropriate school superintendent/administrator’s office or designated school personnel. 
Baltimore County school notifications will be forwarded to the Safe Schools Liaison. 

	 Retains a copy of the letter and fax confirmation of the notification. 

4-4.3 ARREST OF ALIENS 

ARRESTING OFFICERS 

 Notify the U.S. Immigration and Customs Enforcement by telephone as soon as possible. 

 Provide the U.S. Immigration and Customs Enforcement Investigator with the: 
1.	 Name of the subject arrested. 
2.	 Date and place of birth. 
3.	 Charge, UID number, and date of arrest. 
4.	 Registered Alien File Number (on the alien’s green identification card). 

	 State in the Form 166 narrative the fact that the person arrested is an alien and the name of 
the U.S. Immigration Investigator contacted, date and time contacted, and Registered Alien 
File Number, if available. 

	 Forwards a copy of the Form 166 to the Supervisor of Investigations, U.S. Immigration 
Service in Baltimore City. 

4-4.4 ARREST OF FOREIGN NATIONALS 

ARRESTING OFFICERS 

	 Properly inform the detainee of their right to have their government notified. 

	 Notify the appropriate consulate/embassy and document the notification on the Form 166, if 
the: 
1.	 Detainee requests notification to be made. 
2.	 Country in question requires mandatory notification. 

	 Allow consular officers to visit, converse, correspond with, or arrange legal representation 
for detained/confined foreign nationals. 

4-4.5 ARREST OF A SUBJECT WITH A MENTAL ILLNESS 

ARRESTING OFFICERS 

	 Determine whether there is probable cause to believe that the subject has the symptoms of 
a mental illness. 

	 Notify their immediate supervisor of the circumstance and the mental condition of the 
subject immediately after the arrest. 

	 Ensure the subject is processed as in any other arrest situation. However, if the subject 
would be upset by processing, photographs and fingerprints will not be taken. 

	 Transport the subject for a bail hearing. If the subject can: 
1.	 Make bail at the time of the hearing, the officer will immediately determine if the subject 

meets the criteria for an emergency evaluation. 
2.	 Not make bail, the court commissioner will write a “Notice to the Warden.” 
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	 With permission of a supervisor, transport subjects unable to make bail to the proper 
medical facility for an emergency evaluation. 

	 Post-examination, transport the subject and the “Notice to Warden” to the Detention Center. 

	 If the subject is certified as having a mental illness and needs in-patient care or treatment, 
the doctors’ certificates will also be turned over to the Detention Center, where personnel 
will record the subject’s information in the jail docket and issue a detainer for the subject. 
The subject, detainer, and doctors’ certificates will then be transported and turned over to 
the proper institution. The officer will request a receipt for the subject, which will be 
forwarded to the Information & Records Management Unit and a copy retaining in the 
precinct files. 
NOTE: Place the CC number on the upper right corner of the receipt. 

4-4.6 ARREST OF HANDICAPPED PERSONS 

GENERAL 

	 All arrested handicapped individuals, who are confined to a wheelchair or who require 
special handicapped accessible facilities, will be taken to Precincts 2, 3, 4, 6, 8, 9, or 12 for 
processing. Arresting officers will notify their shift supervisors and the receiving precinct. 

	 All medical equipment required by the arrested individual will be transported with the 
subject to the precinct (e.g., wheelchairs, crutches, etc.). 
NOTE: The use of a Prisoner Transport Vehicle should be considered. 

	 Handicapped individuals detained before or after the bail hearing/review will be housed at 
the precinct where processed. 
NOTE: The use of restraining devices on handicapped prisoners will be determined on an 
individual basis. 

	 Immediately after the bail hearing, the Baltimore County Detention Center will be notified of 
the handicapped individual’s: name, charges, bail amount, physical condition, and the need 
to be given priority placement in the jail. 

4-4.7 ARREST OF MILITARY PERSONNEL 

GENERAL 

	 In cases in which a military or civilian member of the United States Army, Navy, Air Force, 
Marine Corps, Coast Guard, or Department of Defense (DOD) is arrested, the desk officer 
of the precinct in which the arrest is made will notify the military police at Fort George 
Meade. 

	 In order to obtain custody of military personnel from a military installation, the commander 
of the precinct/division wanting the subject will have the following prepared and forwarded 
to the CIB: 
1.	 Form DC/CR3, Arrest Warrant, Form DC/CR6, Arrest Warrant on Charging Document, 

and a copy of the original Incident Report. 
2.	 A report showing the maximum penalty for the crime committed and all available 

information regarding the wanted person and their whereabouts. 

CRIMINAL INVESTIGATIONS BUREAU (CIB) 

	 Obtains a certified copy of the warrant forms. 

	 Delivers the reports and forms to the military installation where the subject will be placed 
under military arrest. 

	 Takes the prisoners into custody and delivers them to the precinct/division requesting the 
arrest. 
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4-4.8 ARREST OF MEMBERS OF OTHER LAW ENFORCEMENT AGENCIES 

DEPARTMENT MEMBERS 

	 Notify their shift commander immediately when arresting a member of another criminal 
justice agency (e.g., correctional institution, police department, etc.). 

SHIFT COMMANDERS 

	 Notify the other agency if the arrested individual is: 
1.	 Sworn, in all instances. 
2.	 Non-sworn, if they are employed in a sensitive position. 

4-4.9 ARREST OF BALTIMORE COUNTY GOVERNMENT EMPLOYEES 

GENERAL 

	 Officers arresting Baltimore County government employees will notify their shift 
commanders and the 9-1-1 Communications Center. 

	 The 9-1-1 Communications Center will check the County government notification list to 
determine if the employee’s agency desires notification. If so, the agency contact will be 
advised of the name and telephone number of the shift commander. 

	 Refer to Field Manual, Article 8 (Report Writing), for required report distribution for cases 
involving Baltimore County Public School Employees arrested or charged with any crime. 

VEHICLE STATUS 

	 If the arrestee was driving a Baltimore County vehicle and the vehicle: 
1.	 Is legally parked, the arrestee may decide to secure and leave the vehicle. 
2.	 Must be removed: 

a.	 Other employees available within a reasonable time may remove the vehicle. 
b.	 The vehicle may be towed and stored by the County tow truck, if available, within a 

reasonable time. 
c.	 If the Baltimore County tow truck is not available or if the vehicle is too large to be 

towed by a County tow truck, the closest licensed tow truck will be used. 

4-4.10 ARREST OF ON-DUTY BALTIMORE GAS AND ELECTRIC (BGE) EMPLOYEES 

GENERAL 

	 Officers arresting on-duty Baltimore Gas and Electric (BGE) employees, will notify the BGE 
Supervisor of Security prior to the arrest, when possible. Arrangements will be made by 
BGE security personnel to bring the subject into the BGE office where the arrest can be 
made. 

	 Officers making an “on-view” arrest of a BGE employee will have the precinct desk officer 
notify the BGE Supervisor of Security. 

	 Should an arrest be made at a work site when there are no other BGE employees present, 
the supervisor of the arresting officer will have another officer report to the scene to wait for 
responding BGE employees. 

	 Unless an emergency condition exists, an arrestee’s BGE vehicle will not be left on the 
street unmanned or towed by a tow service within Baltimore County. The vehicle should be 
released to BGE personnel. 

	 Should BGE employees be present, the Form 166 narrative will: 
1.	 Not reflect the vehicle information, unless pertinent to the incident. 
2.	 Reflect the name of any employee present at the scene. 
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4-4.11 ARREST FOR SERIES OF CRIMES 

GENERAL 

	 When a defendant is arrested for a series of crimes committed in more than one precinct, 
charges will be processed in one of the precincts in which any one of the crimes was 
committed, so that one judge may dispose of all offenses charged against the prisoner. 

	 If the arrest is made in a precinct having no complaint against a defendant, the prisoner will 
be charged in the precinct having the greatest number of complaints, or by the CIB. 

4-4.12 ASSISTING OTHER JURISDICTIONS 

GENERAL 

	 If assistance is given to other Maryland police authorities in arresting subjects within 
Baltimore County and the subject is: 
1.	 Not wanted in Baltimore County, the Form 166 may be completed at the scene and the 

subject turned over to the other authority. Only CC and arrest numbers will be 
required. 

2.	 Wanted in Baltimore County, the subject will be transported to the station where arrest 
processing and subsequent bail hearing/review will be conducted, if required. Upon 
surrender of a prisoner to another police agency, the name and identification number 
of the officer receiving custody of the prisoner, the date, and the time the prisoner was 
received will be noted in the Form 166 narrative. 

	 If assistance is given to a police authority from outside of Maryland, the arrestee will be 
transported to the appropriate Baltimore County precinct and extradition procedures 
initiated. 

	 A properly identified federal, state, or local law enforcement officer of another jurisdiction, 
with custody of a prisoner in Baltimore County, may request prisoner processing and/or 
housing prisoners, when necessary. Members will assist with these requests whenever 
possible. In this instance, the: 
1.	 Requesting officer must show satisfactory written evidence (e.g., charging document, 

warrant, executive authority, etc.) of lawful detention. 
2.	 Prisoner(s) will be incarcerated in Department facilities, in accordance with Maryland 

law and Department procedures. 
3.	 Desk officer will be responsible for fingerprinting and photographing, and will record the 

prisoner’s name on a Form 166 as “Detained” for the authority concerned. The 
requesting law enforcement officer’s name, title, identification number, assignment, 
and contact number will be recorded in the narrative section of the Form 166. 

4.	 Prisoner(s) will be transported to bail hearings, medical facilities, etc., by the 
requesting agency. 
EXCEPTION: When circumstances arise beyond their control, a Department member 
will transport the prisoner at the discretion of the shift/unit commander. 

	 If the subject was arrested in the State of Maryland for a qualifying crime and requires 
collection of a DNA sample, the Maryland agency where the prisoner is processed will 
complete the requirements. 

REFERENCES 

 Annotated Code of Maryland. 

 Field Manual, Article 3 (Juvenile Procedures). 
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4-5.0 ARREST PROCESSING PROCEDURES 

GENERAL 

	 When an arrestee is returned to a precinct for processing, the precinct desk officer will 
make a wanted check through the District Court of Maryland on-line criminal system, 
Maryland Interagency Law Enforcement System (MILES), Maryland Electronic 
Telecommunications Enforcement Resource System (METERS), InPursuit, etc., for existing 
warrants prior to the defendant’s bail hearing. 

	 When a suspect is detained for an extended period of time during an investigation, the 
Form 166 will be retained at the precinct/division level until the suspect is charged or 
released without charge. 

	 Persons arrested will be taken for a bail hearing without unnecessary delay and within 24 
hours of the time of arrest. All related paperwork (e.g., detainers, commitment papers, 
medical records, etc.) will be held in a folder at the precinct for distribution upon disposition 
of the prisoner (e.g., emergency facility, detention center, etc.). 

	 The arresting officer does not have to be present at the bail hearing but will have prepared 
a complete, and signed charging document, and contacted the court commissioner for a 
trial date. 

	 When an arrest is made and the case sent to court, all witnesses in the case will be listed 
on the last page of the statement of probable cause under the heading “Witnesses to Be 
Summonsed”. 

	 The squad supervisor will review and sign the last page of the statement of probable cause 
to ensure only essential officers are listed as “Witnesses To Be Summonsed” and sufficient 
court dates are supplied. 

	 When a suspect charged as an adult is later identified as a juvenile, the shift commander 
will ensure that: 
1.	 A Form 12L, Intra-Department Correspondence, detailing the incident is sent to the 

Legal Section for notification of the State’s Attorney’s Office. 
2.	 The appropriate charging documents and custody forms are completed. 
3.	 Juvenile incarceration procedures are initiated immediately. 
4. A Form 117 is initiated in the EBooking system. 

 Officers releasing subjects without charge, arrested on probable cause will: 
1.	 Obtain an UID and arrest, or JID and contact number and complete a Form 166 or a 

Form 117. 
2.	 Not fingerprint/photograph the subject unless needed for immediate investigative 

purposes (e.g., elimination, etc.). 

	 When charging an adult for a crime the subject committed as a juvenile, the officer will 
contact the Information & Records Management Unit for proper EBooking procedures. 

REFERENCES 

 Field Manual, Article 3 (Juvenile Procedures). 

 Field Manual, Article 8 (Report Writing). 

4-5.1 FELONY ARRESTS 

STATE’S ATTORNEY’S OFFICE 

	 Will contact officers and schedule appointments, as needed, to review cases. 

SHIFT COMMANDERS 

	 Review and place the fax into a three ring binder to be held for 30 days. 
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	 Check the list daily and schedule an appointment for the listed officers, preferably while the 
officer is working. If absolutely necessary, a telephone interview may be used when an 
officer is off duty. 

	 Place their initials and the appointment date/time on the fax. 

	 Notify the officers of their appointment date/time. 

PRIMARY INVESTIGATORS 

	 Respond to the Felony Complaint Review Unit at the State’s Attorney’s Office at the 
designated time. 

	 Comply with an Assistant State’s Attorney’s requests for additional investigation or 
evidence collection. 

	 Document additional investigation to ensure complete case preparation for trial. 

	 Submit a Form 12L, along with a copy of the Felony Complaint Notice Form, to the Legal 
Section, if disagreeing with the comments or decisions of the Assistant State’s Attorney. 

4-5.2 TRAFFIC-RELATED ARRESTS 

ARRESTING OFFICERS 

	 Refer to Article 2 (Traffic Procedures) for related procedures. 

	 Complete a Form 166. Enter the UID number obtained from the Information & Records 
Management Unit (IRMU). 

	 Complete a Form DC/CR4, Statement of Probable Cause. The original and five copies will 
accompany the arrestee to his/her bail hearing. 

	 Complete any related ETix Citation(s) or traffic citation(s). 
NOTE: Officers using the ETix system will print and submit one copy of the ETix Citation 
for the arrestee’s bail hearing. Officers completing handwritten traffic citations will submit 
all copies of the issue citations for the arrestee’s bail hearing. 
EXCEPTION: Officer’s copies of handwritten citations. 

	 When criminal charges also exist, complete a Statement of Charges Form DC/CR2. In this 
instance: 
1.	 Probable cause for the traffic and criminal violation(s) will be included on the Form 

DC/CR4. 
2.	 The court commissioner will retain the court copies of the traffic citations, which will be 

given to the court commissioner at the bail hearing. 

SUPERVISORS 

 Upon return of an arrestee’s paperwork from a bail hearing will: 
1.	 Forward a copy of the Form DC/CR2, a copy of the Form DC/CR4, and all remaining 

handwritten citation copies to the IRMU, if applicable. 
2.	 File a copy of the Form DC/CR2, and a copy of the Form DC/CR4, in the
 

precinct/section files, if applicable.
 

4-5.2.1 DUI ARRESTS 

RELEASE OF ARRESTEE 

	 When a DUI arrestee is a Maryland resident, they may be released: 
1.	 If it is believed they will appear in court. 
2. To a responsible, sober adult willing to take responsibility for the arrestee. 

 A person may not be released if any of the following conditions exist: 
1.	 A complete record check of the arrestee via the Motor Vehicle Administration (MVA), 

local records, and/or MILES/NCIC, indicates a prior DUI, failure to appear offenses, or 
outstanding warrants. 

2.	 Means of checking the defendant’s record are not immediately available. 
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3.	 There are associated charges which require an appearance in court. 

	 The release of an arrestee to a responsible adult will be at the discretion of the arresting 
officers and requires the approval of their supervisor and shift commander. If the 
responsible adult cannot respond within two hours of notification, the defendant will be 
transported for a bail hearing. 

	 Supervisory personnel will exercise discretion, considering the best interest of the accused 
and public safety in general, prior to authorizing release of the arrestee. 

 In cases where the accused is to be released to a sober adult the: 
1.	 Arresting officer will: 

a.	 Read the accused the information contained on the Form 142, Notice to DUI 
Defendant. 

b.	 Afford the accused the opportunity to read the information contained in the notice. 
2.	 Arrestee will be advised that signing the notice is only an indication that the information 

was read to them and in no way constitutes an admission of guilt on their part. 
3. Arresting officer and accused will sign the form. 

 A supervisor must sign the Form 142 verifying that the defendant is eligible for release. 

 Copies of the Form 166 and Form 142 will be included in the DUI Arrest packet and 
forwarded to the Chemical Test for Alcohol Team. 

	 The shift/unit commander may deviate from the DUI release policy in cases where 
compelling circumstances exist (e.g., hospitalization of arrestee, etc.) provided that the 
arrestee’s: 
1.	 Identity has been established via photo identification. 
2.	 Permanent Maryland address has been verified. 

	 The shift/unit commander will document the reason for deviation from the policy in the 
Arrest tab of the EBooking record and will sign the Form 142 in lieu of the supervisor. 

REFERENCE 

	 Field Manual, Article 2 (Traffic Procedures). 

4-6.0 CRIMINAL/CIVIL CITATIONS 

GENERAL 

	 Citations will be issued based on probable cause that the cited violation has occurred and 
in accordance with existing law, and the race/ethnicity or gender of an alleged violator shall 
play no role in an officer’s decision on whether to issue or not issue a citation or make an 
arrest. 

	 Nothing in this policy shall be construed to alter the authority of an officer to make an arrest, 
conduct a search or seizure, or fulfill his/her law enforcement obligations. 

	 Officers may not conduct a search incident to arrest of a subject charged by a citation and 
released from the scene. 

	 Officers may seize any evidence needed to substantiate the charge if the evidence is 
discovered in plain view, during a search conducted incident to arrest, or with a valid 
consent. Evidence seized relating to a citation will be properly packaged and sent to the 
Evidence Management Unit. 

	 Only one CC number is needed per incident, regardless of the number of defendants. 

	 An Incident Report will be written when a citation is issued. 

	 A Form DC/CR4, Statement of Probable Cause, must be completed for each citation issued 
and attached to the citation. 

	 One Form DC/CR4 will suffice for incidents involving both criminal and civil charges. 

	 Officers do not schedule trial dates, but must mark blocks stating a court date will be set. 
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VOIDING 

	 If an error is made in the completion of the citation, it may be destroyed. 
EXCEPTION: If the defendants have received their copies, they may be nolle-prosequi by 
an Assistant State's Attorney. The nolle-prosequi request will be made via a Form 12L, 
forwarded through the chain-of-command, to the Legal Section. 

4-6.1 CRIMINAL CITATIONS 

GENERAL 

	 If the defendant is being charged with a qualifying offense and all of the criteria for charging 
a defendant by a criminal citation are met, then criminal citations must be issued. 

	 Officers charging a defendant by a criminal citation will either issue a citation in lieu of 
making an arrest, or make an arrest and subsequently issue a citation in lieu of continued 
custody, provided that all of the criteria for charging on a citation are still present. 
EXCEPTION: Defendants charged with possession of marijuana (Criminal Law Article § 5-
601) will be arrested and transported to a police facility for processing, unless the Shift 
Commander authorizes their release from the scene. After arrestee processing, defendants 
will be charged by a criminal citation and released from the facility in lieu of continued 
custody, provided that all of the criteria for charging on a citation are still present. 

	 If a defendant has committed a qualifying offense but does not meet all of the criteria for 
charging on a criminal citation, the defendant will be arrested and charged on a Statement 
of Charges (DC/CR2). The reason must be explained in the Statement of Charges and 
report narrative (e.g., defendant could not be identified; defendant was charged with a 
subsequent offense in the same incident, etc.). 
EXCEPTION: Officers not having grounds for a warrantless arrest will not arrest the 
defendant or lodge charges by a criminal citation or DC/CR2. The officer must either refer 
the victim/complainant to the District Court Commissioner or complete a Form DC/CR1, 
Application for Statement of Charges, for prosecution. 

	 Defendants transported to a police facility will be photographed and fingerprinted and a 
Form 166 will be completed prior to them being released. 

	 Defendants charged by a criminal citation will not be taken for a bail hearing. 

OFFENSES QUALIFIED TO BE CHARGED BY A CRIMINAL CITATION 

	 Possession of marijuana (Criminal Law Article § 5-601). 

	 Any misdemeanor or local ordinance violation that does not carry a penalty of 
imprisonment. 

	 Any misdemeanor or local ordinance for which the maximum penalty is imprisonment of 90 
days or less. 
EXCEPTIONS: 
1. Failure to comply with a peace order (Courts Article § 3-1508). 
2. Failure to comply with a protective order (Family Law Article § 4-509). 
3. Violation of a condition of pretrial or post trial release while charged with a sexual crime 

against a minor (Criminal Procedure Article § 5-213.1). 

4. Possession of an electronic control device after conviction of a drug felony or crime of 
violence (Criminal Law Article § 4-109 B). 

5. Violation of an out-of-state domestic violence order (Family Law Article § 4-508.1). 
6. Abuse or neglect of an animal (Criminal Law Article § 10-604). 

CRITERIA FOR CHARGING BY A CRIMINAL CITATION (ALL MUST BE MET) 

 Defendant is an adult.
 
 Defendant is positively identified.
 
 Defendant does not pose a threat to public safety.
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	 Defendant is not being charged with any other violation in the same incident, regardless if 
the additional violation(s) are required to be charged on a citation. 

 Defendant complies with the lawful orders of the officer. 

 Officer believes the defendant will comply with the citation. 

 Officer has grounds for a warrantless arrest. 

CRIMINAL CITATION COMPLETION INSTRUCTIONS 

	 Complete the identification blocks as required. 
NOTE: Race will be indicated by letter code. 

	 If the recipient refuses to sign, they will be arrested. The citation will be marked “refused to 
sign” and will be submitted to the Evidence Management Unit. The Narrative tab of the 
Incident Report will contain the fact that a citation was issued but the defendant refused to 
sign. 

 The CC number will be written above the words “Uniform Criminal Citation.” 

 For citations issued for alcohol violations, write the words “Liquor Board” above the CC 
number on the citation and place the liquor license information on the first line of the 
DC/CR4, Statement of Probable Cause, and in the Narrative tab of the Incident Report. 

 Print the witness list on the reverse side of the white (Court Copy) and in the Statement of 
Probable Cause. 

DEFENDANT DOCUMENT DISTRIBUTION 

	 Citation (Canary Copy). 

	 Form DC/CR4. 
NOTE: If the defendant is no longer in custody, the document will be mailed to his/her 
address. 

	 The “Important Notice” form advising the defendant of his/her rights to an attorney or public 
defender. 

CRIMINAL CITATION DISTRIBUTION 

 White and green copies - Information & Records Management Unit.
 
 Canary copy - to the defendant.
 
 Pink copy - retained by the officer.
 

INFORMATION & RECORDS MANAGEMENT UNIT 

	 Forwards a copy of all criminal citations involving licensed liquor establishments to the 
Liquor Board. 

	 Responsible for the statistical data collection and annual reporting to the Maryland State 
Police. 

CRIMINAL INFORMATION & ANALYSIS DIVISION COMMANDER 

	 Reviews annually the data collected by the Information & Records Management Unit for the 
detection of patterns indicating discriminatory enforcement. 

	 Reviews the annual report of the Maryland Statistical Analysis Center for patterns indicating 
discriminatory enforcement. 

REFERENCES 

 Criminal Procedure §4-101. 

 CALEA, Chapter 1. 
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4-6.2 ADULT AND JUVENILE CIVIL CITATIONS 

APPLICABLE LAWS 

 Annotated Code of Maryland, Criminal Law Article. 

 Annotated Code of Maryland, Education Article. 

 Baltimore County Code. 

GENERAL 

	 Adults and juveniles will not be arrested for these offenses unless they refuse to give 
necessary identification or falsely identify themselves. 

	 Officers cannot effect an arrest for refusal to sign a civil citation. 

	 Officers may not use a civil offense as the basis to search an individual without a warrant or 
valid consent. 

	 Officers may issue a civil citation if they witness the offense or if they are given sufficient 
information from a complainant. 

	 If an officer is able to issue a civil citation, the Baltimore County open container law will not 
be used. The open container law is a criminal offense. 

	 If non-alcohol violations are involved, a citation will be issued for the alcohol violation and 
the other charges will be handled separately. The same CC number may be used. 

	 The citation must indicate the fine that may be imposed. 

4-6.2.1 ADULT CIVIL CITATIONS 

ADULT CIVIL CITATION COMPLETION INSTRUCTIONS 

	 Complete the identification blocks as required. 
NOTE: State of Maryland racial designation codes will be used. 

	 Enter the CC number next to the pre-printed number. 

	 If a citation is related to a licensed liquor establishment, write the words "Liquor Board" by 
the CC number and place the liquor license information on the first line of the DC/CR4, 
Statement of Probable Cause, and in the Narrative tab of the Incident Report. 

	 Only one charge may be placed on a citation. 

	 County/Municipality - enter “Balto. Co.” 

	 Agency - enter “Balto. Co. PD.” 

	 Related Citations - enter the number from any related Maryland Uniform Criminal/Civil 
Citation or any related traffic citation numbers. 

	 Document - enter the reference document used (e.g., Criminal Law Article, etc.). 

	 Print the witness list on the reverse side of the white copy of the citation and in the Form 
DC/CR4A. 

ADULT CIVIL CITATION DISTRIBUTION 

 White/green/pink copies – Information & Records Management Unit.
 
 Yellow - defendant.
 
 Goldenrod - retained by officer.
 

4-6.2.2 JUVENILE CIVIL CITATIONS 

CITATION COMPLETION INSTRUCTIONS 

	 Complete the identification blocks as required. 
NOTE: State of Maryland racial designation codes will be used. 

	 Enter the CC number next to the pre-printed number. 
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	 If a citation is related to a licensed liquor establishment, write the words "Liquor Board" by 
the CC number and place the liquor license information on the first line of the DC/CR4, 
Statement of Probable Cause, and in the Narrative tab of the Incident Report. 

	 Only one charge may be placed on a citation. 

	 Driver's License Number, State - For juveniles age 16 or 17 who possess a driver’s license. 

	 County/City - enter “Balto. Co.” 

	 Agency - enter “Balto. Co. PD.” 

	 Related Citations - enter the number from any related Maryland Uniform Criminal/Civil 
Citation or any related traffic citation numbers. 

	 Place the Contact number and JID number in the upper left portion of the citation. 

	 In cases in which a juvenile is eligible for release at the scene of the offense, the juvenile 
civil violation citation does not have to be signed by the juvenile's parents or guardian. The 
parents or guardian will be contacted by telephone within 24 hours or the shift/unit 
commander will send a letter advising them of the situation. The method of notification will 
be reflected in the Narrative tab of the Incident Report. 

	 Print the witness list on the reverse side of the white copy of the citation and in the 
DC/CR4A. 

REPORTING 

 Contact the Information & Records Management Unit for a JID number.
 
 Complete a Form 117 in EBooking.
 
 Complete the Booking Type tab in EBooking as “Child In Need of Supervision (CINS).”
	
 Complete the Final Custody Status tab in EBooking as “Referred to Juvenile Offenders In
	
Need of Supervision (JOINS).” 

	 Complete a Form 117R. 
NOTE: “Juvenile Civil Citation” and the appropriate charges (e.g., Juvenile Civil Citation – 
unlawful possession of an alcoholic beverage, etc.) must be listed as the reason in custody 
on the Form 117R. 

SUPERVISORS 

	 Review and approve the citation, Form 117, Form 117R, and related paperwork submitted 
by the charging officer. 

	 Forward all copies to JOINS. 

JOINS OFFICERS 

	 Review cases for the juvenile’s eligibility in the JOINS Program. 
	 Forward cases to the Department of Juvenile Services should juvenile(s) not be eligible for 

the JOINS Program. 

CITATION DISTRIBUTION 

 White - to Information & Records Management Unit.
 
 Green - to Precinct JOINS Officer.
 
 Pink - Juvenile.
 
 Yellow - Juvenile’s parent/legal guardian.
	
 Goldenrod - retained by officer.
 

REFERENCE 

	 Field Manual, Article 3 (Juvenile Procedures). 
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4-7.0 REPEAT OFFENDERS 

GENERAL 

	 A Violent Crime Repeat Offender is any person charged as an adult for an offense defined 
as a Crime of Violence under the Annotated Code of Maryland, Criminal Law Article, 
Section 14-101, and who is eligible for mandatory sentencing. 

	 A Narcotic Repeat Offender is any person charged as an adult for a Controlled Dangerous 
Substance (CDS) offense defined under Criminal Law Article, Section 5-101 and Subtitle 6. 

	 When a person is arrested for one of the previously mentioned charges, the arresting officer 
will contact the appropriate Repeat Offender Team (ROT). If the ROT is closed, the 
arresting officer will leave a voice mail message. 

REPEAT OFFENDER TEAMS 

	 Monitors all identified repeat offenders in Baltimore County. 

CRIMINAL APPREHENSION SUPPORT TEAM 

	 Is responsible for the surveillance and apprehension of identified violent and/or career 
criminals. 

REFERENCES 

 Administrative Manual, Article 5 (Department Organization). 

 Annotated Code of Maryland, Criminal Law Article. 

4-8.0 DETENTION AND REMOVAL ORDERS 

4-8.1 EMERGENCY EVALUATIONS 

GENERAL 

	 Emergency evaluations may be: 
1. Petitioned and certified by a peace officer (e.g., sheriff, state police officer, county police 

officer, etc.). 
2. Petitioned and certified by a medical authority (e.g., physician, psychologist, clinical 

social worker, etc.). 
3. Petitioned by an individual who is not a peace officer or medical authority, and certified 

by a judge. 
NOTE: Refer to the Annotated Code of Maryland, General Health Article, for a current list 
of persons who are qualified to petition for an emergency evaluation. 

	 Upon notification that a court ordered emergency evaluation has been issued: 
1. An officer will be dispatched to the court to pick up the petition, as soon as possible. 
2. The petition will be transported to the appropriate precinct for service. 
3. The precinct desk officer will: 

a.	 Ensure the appropriate entry is made into the Civil Order Record Book. 
b.	 Attach a Form 132, Control Sheet, to the petition. 
c.	 Conduct background and firearms checks on the subject, noting the results on, 

and attaching all relevant documents to, the Form 132. 
d.	 Give the petition to the appropriate squad supervisor for assignment. 

	 Emergency evaluations that are petitioned and certified by a peace officer or a medical 
authority and cannot be immediately served will be transported to the appropriate precinct, 
where the precinct desk officer will: 
1. Ensure the appropriate entry is made into the Civil Order Record Book. 
2. Attach a Form 132 to the petition. 
3. Conduct background and firearms checks on the subject, noting the results on, and 

attaching all relevant documents to, the Form 132. 
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4. Give the petition to the appropriate squad supervisor for assignment. 
NOTE: Non-court ordered emergency evaluations that are immediately served do not 
require entry into the Civil Order Record Book, completion of a Form 132, etc. 

	 The emergency petition will serve as a detainer until the: 
1. Individual is admitted to an appropriate mental health facility; 
2. Individual is found by an examining physician to not meet the requirements for
 

involuntary admission; or
 
3. Petition is returned to the court. 

INTOXICATED EVALUEES 

	 Will not be transported to a crisis center hospital for psychological evaluation. 

	 Will be given a preliminary breath test (PBT). 

	 With a PBT blood alcohol content in excess of 0.04, will not be taken for an emergency 
evaluation. 

	 Who refuse the PBT, will be taken to the crisis center after their physical condition and 
actions indicate their intoxication has diminished to an acceptable level. 

	 Who must wait for an evaluation due to intoxication, will be placed in an area of constant 
observation until taken for the evaluation. 

ASSISTANCE TO SOCIAL SERVICES 

	 When a representative of the State of Maryland Social Services Administration believes that 
an individual has a mental disorder and an emergency exists, they call the Police 
Department for assistance. 

	 The responding officer will accompany the representative and interview the subject. 

	 If the officer agrees that an emergency does in fact exist (i.e., it appears the individual has a 
mental disorder or presents a danger to the life and safety of the individual and others if not 
placed in a health care facility), the officer will transport the subject to the facility according 
to Department procedures. 

	 It is the responsibility of the Social Services representative to complete a Petition for 
Protective Services. 

	 If the officer determines that an emergency does not exist, the representative will be 
advised of the petition process and directed to the District Court. 

4-8.1.1 SERVICE OF PETITIONS FOR EMERGENCY EVALUATION 

MEMBERS 

	 Must observe a subject for current symptoms of mental illness, prior to filing a petition for 
emergency evaluation. 
NOTE: The officer’s own observations and information received from third parties will be 
used as justification on the petition. 

	 Attempt to serve assigned emergency evaluations that have been certified and submitted 
by a medical authority or peace officer, until the subject is located and transported to a 
hospital for an evaluation. 

	 Attempt to serve assigned court ordered emergency evaluations for a maximum of five days 
after the issue date. 

	 Will make several attempts to serve assigned emergency evaluations during their tour of 
duty, starting as soon as practical, and note their identification number, date, and time for 
each attempt on the attached Form 132, Control Sheet. 
NOTE: Service attempts will be made on all shifts. 

	 Complete the Form 132 and return it to their supervisor for approval after: 
1. Service of an assigned emergency evaluation, or 
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2. A court ordered emergency evaluation is unable to be served and five days has passed 
since the date of issue. 
NOTE: Expired court ordered emergency evaluations will be returned to the court. 

 Return unserved emergency evaluations to their supervisor at the end of the shift. 

 Will, upon serving an assigned emergency evaluation, or encountering a subject meeting 
the criteria for an officer initiated emergency evaluation: 
1.	 Take the individual into custody, whether or not a crime has been committed. 
2.	 Inform the evaluee of the reason for their apprehension and that they are being taken 

into custody under the Annotated Code of Maryland. 
3.	 Complete an Incident Report using the offense code “Emergency Evaluation,” listing 

the evaluee in the Victim tab. 
NOTE: A separate CC number is required for each emergency evaluation. Any other 
incident occurring during an emergency evaluation will be documented separately. 

4.	 Complete a Form CC-DC13, Petition for Emergency Evaluation, (original and two 
copies), unless serving one that has been previously court ordered, or completed by a 
peace officer or certified medical authority. 

5.	 Notify the nearest relative and/or interested person (as shown on the petition) and the 
evaluee’s attorney, if any. Notification will include the evaluee’s present and future 
whereabouts. 

6.	 Transport the person to the closest designated emergency facility. 
EXCEPTION: Members will transport the person to the emergency facility designated 
on the emergency evaluation, if specified. 

7.	 Complete a Form 273, Sick or Injured Person Medical Report. 
8.	 Distribute the Form CC-DC13 as follows: 

a.	 Original - provided to the hospital at the time of the evaluation.
 
b.	 First copy - to the Information & Records Management Unit.
 
c. Second copy - placed in the precinct/division files.
 
NOTE: The CC number will be written in the upper right corner of the petition.
 

SUPERVISORS 

	 Assign unserved emergency evaluations to the appropriate members at the start of the shift. 
NOTE: Service attempts will be made on all shifts. 

	 Ensure service attempts are conducted. 

	 Approve completed Forms 132, if applicable. 

	 Provide unserved emergency evaluations to the oncoming supervisor. 

REFERENCE 

	 Field Manual, Article 8 (Report Writing). 

4-8.1.2 TRANSPORTATION OF EVALUEES 

GENERAL 

	 Evaluees will be transported by police vehicle to the nearest emergency facility when a 
petition is initiated by a police officer, certified medical authority, or endorsed by the court. 

	 Transportation must be accomplished with care to avoid injury to the officers and the 
patient. Special precautions, such as leg restraining straps and handcuffs, may be 
necessary. 

	 Transportation of committed individuals who are not being guarded by Department officers 
will be the responsibility of the hospital. 

	 When an evaluee is released from an emergency facility and desires transportation: 
1.	 The evaluee will be taken to the place that custody occurred. 
2.	 Arrangements for transportation will be made by the emergency facility. 
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3.	 If the emergency facility cannot provide transportation, the police will be contacted and 
provide transportation. 

 If the person to be transported has a medical condition requiring treatment: 
1.	 The officer will request an ambulance. 
2.	 If the evaluee is violent, the officer may ride inside the ambulance to ensure the safety 

of Fire Department personnel. This will be determined by ambulance personnel. 
3.	 If necessary, the officer’s service weapon may be placed in a locked compartment in 

the ambulance until arrival at the emergency facility. 

	 The Department will only transport a patient from an emergency facility to another treatment 
center when the patient was initially transported to the emergency facility by a friend, 
relative, etc. and is violent. The doctor at the emergency facility will make this 
determination. 

4-8.1.3 HOSPITAL PROCEDURES 

OFFICERS 

	 Deliver the evaluee to the registration desk and advise the registrar of the need for an 
evaluation. 

	 Advise the registrar that Baltimore County will not be responsible for billing. 

	 Inform the registrar that if the evaluee is not violent, the officer will not remain unless 
requested by a physician. 

	 Advise their supervisor of their status after 15 minutes if the hospital does not relinquish 
their service or immediately if the request is made for the officer to remain. 

SUPERVISORS 

	 Respond to the hospital and assess the evaluee’s behavior, when the hospital does not 
relinquish an officer’s services. 

	 Confer with the physician when a physician requests that the officer remain. 

	 Assess the evaluee for violent behavior, keeping in mind that the mere fact that an 
individual has been involuntarily taken to a hospital for an Emergency Evaluation suggests 
the potential for violence. Consideration should be given to the evaluee’s past actions and 
propensity for violence, as well as the supervisor’s observations at the hospital. 

	 When a supervisor allows an officer to relinquish hospital duties, the report will reflect all 
factors that led to the decision. 

REFERENCES 

 Annotated Code of Maryland, Family Law Article. 

 Annotated Code of Maryland, Health - General Article. 

4-8.2 CIVIL PROTECTIVE ORDERS 

CIVIL PROTECTIVE ORDERS 

 Are entered into MILES/METERS.
 
 Should always be verified if a copy is not available for review at the scene.
 

4-8.2.1 INTERIM AND TEMPORARY PROTECTIVE ORDERS 

DEFINITIONS 

 Petitioner - the person requesting an order. 

 Respondent - the alleged abuser. 
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	 Cohabitant - an individual who has had sexual relations with the respondent at any time and 
has lived with the respondent for a total of at least 90 days within the past year. 
NOTE: The 90 days need not be consecutive. 

	 Interim Protective Order - an order of protection from abuse issued by a District Court 
commissioner which lasts no longer than the end of the second business day after it is 
issued. 

	 Temporary Protective Order - an order of protection from abuse issued by a judge and may 
last as long as six months. A Temporary Protective Order may be based on the petitioner’s 
application alone or, if the respondent appears at the Temporary Protective Order hearing, 
on testimony from both the petitioner and the respondent. 

PERSONS ELIGIBLE FOR RELIEF 

	 The current or former spouse of the respondent. 

	 A cohabitant of the respondent. 

	 An individual related to the respondent by blood, marriage, or adoption. 

	 A parent, step-parent, child, step-child of the respondent, or victim who lives or has lived 
with the respondent or victim for a total of at least 90 days within the past year (not required 
to be consecutive). 

	 A vulnerable adult. 

	 An individual who has a child with the respondent. 

	 An individual who has had a sexual relationship with the respondent within one year prior to 
the filing of the petition. 

ORDER RECEPTION 

	 Officers will be called to the District Court issuing an Interim or Temporary Protective Order 
to take possession of the order. 
EXCEPTION: Circuit Court Protective Orders which are served by the Baltimore County 
Sheriff’s Office. 

	 Officers who obtain the order from the District Court commissioner will indicate the date and 
time the order was received in the lower right corner of the order. 

	 The receiving officer will determine the affected precinct and notify, fax, or relay the Interim 
or Temporary Protective Order to that precinct. 

	 Once in the correct precinct, the Interim or Temporary Protective Order will be given to the 
desk officer. 

PRECINCT DESK OFFICER 

	 Logs all Interim and Temporary Protective Orders in the Civil Order Record Book. 

	 Performs record and firearm checks on both parties, to include any outstanding warrants 
and/or summonses. 

	 Faxes the Interim/Temporary Protective Order to the Information & Records Management 
Unit. 

	 Completes a Form 132, Control Sheet, and attaches it to the front of the Interim/Temporary 
Protective Order. 

	 Forwards the Interim/Temporary Protective Order to the supervisor for assignment. 

	 Verifies existing orders when a copy is not available at the scene for the investigating officer 
to review. 

INTERIM AND TEMPORARY PROTECTIVE ORDER SERVICE 

	 Interim and Temporary Protective Orders must be served as soon as practical. 

	 The assigned officer will make several attempts, if practical, to serve the order during his or 
her tour of duty. The officer will: 
1.	 Read the order to the respondent and have the respondent sign. 
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2.	 Note the date, time, and place of service in the “Result” block of the Form 132. 
3.	 Follow the instructions listed in the order. 

	 If the order requires the respondent to vacate the premises and/or surrender a firearm and 
he or she refuses, an immediate arrest will be made. 
NOTE: If the respondent refuses to surrender a firearm, the assigned officer will apply for a 
Search and Seizure Warrant per current Department policy, or obtain a valid consent to 
search if probable cause exists to believe the respondent possesses firearms. 

	 The serving officer will complete an Incident Report using the offense code “Protective 
Order Service.” 
NOTE: If weapons are surrendered during the service of a Temporary Protective Order the 
offense code “Weapon Other” will also be used. Surrendered firearms will be listed in the 
Property tab of the Incident Report, with “Safekeeping” selected in the Action Type field. 

	 The officer will include the following information in the Incident Report: 
1.	 Interim or Temporary Protective Order number. 
2.	 Date, time, and place of service. 
3.	 Respondent’s name and date of birth. 

NOTE: The respondent will be listed in the Other Person tab with the Involvement field 
marked “Served.” 

4.	 Location where the order was obtained. 
5.	 Name of the issuing judge/commissioner. 
6.	 Date and time of the Final Protective Order hearing. 
7.	 Court location where the completed Return of Service form was returned. 
8.	 Method of returning the Return of Service form to the court (i.e., via fax or hand 

delivered). 

 When firearms are surrendered, the investigating officer will: 
1.	 Provide a copy of a Form 15, Property Sheet, and a Firearms Surrender and Retake 

Instruction letter to the respondent. 
2.	 Ensure that a stolen property inquiry through NCIC is completed for all firearms and the 

subsequent result is documented in the report. 

 The departmental approved incident template for protective order service will be used for all 
incidents when a protective order is served. 

 The distribution of a served Interim or Temporary Protective Order is as follows: 
1. Original – forward to issuing court. 
2. First copy – to the respondent. 
3. Second copy – to victim (if present). 
4. Third copy – to the Information & Records Management Unit for scanning. 

	 The officer serving the order must complete the Return of Service form and ensure that it is 
returned to the issuing court. 
NOTE: This may be faxed or hand-carried (e.g., by the officer serving the order, by a 
cadet, by a prisoner transport officer, etc.) to the court 

	 The squad supervisor will ensure the order is logged out of the Civil Order Record Book 
and returned to the appropriate court. 

 The supervisor will sign/approve the Form 132, Control Sheet, and forward it to the 
Information & Records Management Unit. 

DOMESTIC VIOLENCE COORDINATOR (DVC) 

	 Completes required paperwork to release firearms from court-ordered surrenders as 
described in the Field Manual, Article 6. The Form 128, Disposition of Property/Evidence, 
will require the approval of a lieutenant or higher. 

UNSERVED INTERIM AND TEMPORARY PROTECTIVE ORDERS 

 Will be returned to the squad supervisor at the end of the shift. 
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	 The squad supervisor will give the order to the oncoming supervisor who will assign it for 
service. Having reached the hearing date, the order will be signed out of the Civil Order 
Record Book and returned to the court where issued. If an extension is granted and a new 
Protective Order is issued, it will be re-entered into the Civil Order Record Book. 

REFERENCES 

 Annotated Code of Maryland, Family Law Article. 

 Field Manual, Article 6 (Miscellaneous Property Issues). 

4-8.2.2 CIRCUIT COURT TEMPORARY PROTECTIVE ORDERS 

GENERAL 

	 Temporary Protective Orders originating in the Circuit Court for Baltimore County will be 
served by the Baltimore County Sheriff’s Office. 

	 Any subsequent calls for service relating to a Temporary Protective Order will be handled 
by this Department, regardless of who served the order. 
When the Court orders firearms to be surrendered in a Temporary Protective Order that is 
being served by the Baltimore County Sheriff’s Office, a Baltimore County Police Officer will 
be called to the scene to collect and package all firearms. 

	 The responding police officer will prepare an Incident Report using the offense codes 
“Protective Order Service” and “Weapon Other” and the Situation Found Code “B-20, 
Protective Order Service.” Surrendered firearms will be listed in the Narrative tab of the 
Incident Report. 

	 When firearms are surrendered, the Baltimore County Police Officer will: 
1.	 Provide a copy of a Form 15, Property Sheet, and a Firearms Surrender and Retake 

Instruction letter to the respondent. 
2.	 Ensure that a stolen property inquiry through NCIC is completed for all firearms and 

the subsequent result is documented in the report. 

UNSERVED TEMPORARY PROTECTIVE ORDERS 

	 Officers called to a location where a petitioner advises that an existing Circuit Court 
Temporary Protective Order has not yet been served by a deputy sheriff will: 
1.	 Contact the Sheriff’s Office or the Information & Records Management Unit to verify 

the existence of the Temporary Protective Order. 
2.	 If available, request a deputy sheriff to respond to the location to serve the order on the 

respondent. If a deputy sheriff can respond within a reasonable time, the officer will 
remain at the location until a deputy sheriff arrives. 

3.	 If the deputy sheriff cannot respond, have a copy of the order faxed to the closest 
precinct and relayed to the officer at the location where the officer will serve the copy 
on the respondent in accordance with this Article. 

4.	 Advise the petitioner to contact the Sheriff’s Office at a later time if it is closed and the 
order cannot be verified or a copy obtained to serve on the respondent. 

4-8.2.3 FINAL PROTECTIVE ORDERS 

FINAL PROTECTIVE ORDERS 

	 Are orders of protection from abuse issued by a judge and may remain in effect for as long 
as two years. 

	 May be issued by the Court at a hearing involving both parties. This hearing follows the 
service of the Temporary Protective Order and may extend and/or alter the temporary 
provisions. 
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	 Are served in open court or, if the respondent is not present at the hearing, by first class 
mail to the respondent’s last known address. 
NOTE: Service is complete upon mailing by the court on the day of the final hearing. 

	 May order the respondent to: 
1.	 Refrain from abusing, threatening, or contacting any person(s) eligible for relief. 
2.	 Refrain from entering the home and remain away from the place of employment of the 

person(s) eligible for relief. 
3. Vacate the home immediately. 

 May award temporary custody of children and use of jointly owned vehicles. 

 May authorize force for the removal of children (Refer to Operations Bureau SOP #08-3). 

 Will order the respondent to surrender firearms. 

 Are in effect for a period of time specified by the court. 

 Are kept on file and verified by the Information & Records Management Unit. 

INFORMATION & RECORDS MANAGEMENT UNIT 

	 Upon the receipt of the Final Protective Order from the District and Circuit Courts, will make 
a copy of the original order and distribute it to the respective assistant precinct commanders 
via departmental mail. 

ASSISTANT PRECINCT COMMANDERS 

	 Are responsible for receiving copies of Final Protective Orders from the Information & 
Records Management Unit. 

	 Will maintain a Final Protective Order Record Book to include, at a minimum, the following 
headings: 
1.	 Date and time received at precinct. 
2.	 Issuing court. 
3.	 Respondent name. 
4.	 Respondent address. 
5.	 Case number. 
6.	 Date forwarded to Domestic Violence Coordinator. 
7.	 Firearms surrendered (yes/no). 
8. Final disposition and date.
 
NOTE: The Final Protective Order Record Book is required to be a ledger.
 

	 Will log all Final Protective Orders in the Final Protective Order Record Book and then 
forward them to the precinct’s Domestic Violence Coordinator (DVC). 

DOMESTIC VIOLENCE COORDINATOR (DVC) 

	 Once the copy of the Final Protective Order is received from the precinct’s assistant 
precinct commander, an investigative file will be generated and retained for three years. 
The file will include criminal history and the Maryland Automated Firearm Service System 
(FS00) inquiries. 

	 Will contact the respondent of a Final Protective Order to arrange for the surrender of 
firearm(s) (e.g., telephone, home visit, etc.). 

	 Provides the respondent with the Final Protective Order to ensure that the respondent is 
aware that he/she must surrender all firearms. 

	 If the respondent fails to comply with the order to surrender all firearms, and there is 
probable cause to believe that the respondent possesses firearms, an arrest will be made. 
If an arrest is not physically possible because the respondent is not present, a 
warrant/summons will be sought. Failure to surrender the firearms is a criminal violation of 
the order, under the Annotated Code of Maryland, Family Law Article, Section 4-509 (a). 
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	 If the respondent refuses to surrender a firearm, the assigned officer will apply for a Search 
and Seizure Warrant per current Department policy or obtain a valid consent to search, if 
probable cause exists to believe the respondent possesses firearms. 

	 If an Incident Report was written, will complete an Incident Supplement to include all 
investigative actions taken and the final disposition of the Final Protective Order (e.g., 
warrant obtained, firearms collected, etc.). 

	 If an Incident Report was not written, must generate a new CC number and complete an 
Incident Report using the offense code “Protective Order Service” and the Situation Found 
Code “B-20 Protective Order Service.” 
NOTE: If weapons are surrendered the offense code “Weapon Other” will also be used. 

	 If unable to verify that the respondent owns or possesses firearms after checking with the 
respondent, victim, possible witnesses, and the Maryland Automated Firearm Service 
System (FS00), does not have to generate a new CC number or Incident Supplement. A 
Form 47, Confidential Report of Investigation, will be generated to document this 
information and the investigative actions taken. The Form 47 will be kept with the case file 
in lieu of an Incident Report. 

	 Advises the Assistant Precinct Commander of the final disposition of the order. 

	 Completes required paperwork to release firearms from court-ordered surrenders as 
described in the Field Manual, Article 6 (Miscellaneous Property Issues). The Form 128, 
Disposition of Property/Evidence, will require the approval of a lieutenant or higher. 

REFERENCE 

	 Field Manual, Article 6 (Miscellaneous Property Issues). 

4-8.2.4 VIOLATIONS OF INTERIM, TEMPORARY, OR FINAL PROTECTIVE ORDERS 

INVESTIGATING OFFICERS 

	 Review the Protective Order prior to formulating a response to the complainant and to 
determine if an arrest can be made. 

	 Contact the Information & Records Management Unit to verify the Protective Order if a copy 
is not available. 

	 If the Protective Order cannot be verified: 
1.	 Review safety planning with the victim. 
2.	 Complete an Incident Report using the offense code “Protective Order Violation” and 
the UCR disposition code of “Unfounded,” explaining all attempts to verify the order in 
the Narrative tab. 

3.	 Refer the complainant to the appropriate court. 

	 If the Protective Order has been verified as active and the respondent is at the location, the 
investigating officer will arrest for the following: 
1.	 Abusing or threatening the petitioner. 
2.	 Contacting or harassing the petitioner. 
3.	 Entering the petitioner’s residence. 
4.	 Refusing to vacate the residence (when required in the Protective Order). 
5.	 Failing to stay away from the petitioners’ or other family member’s place of
 

employment, school, or temporary residence.
 
6.	 Refusing to surrender firearms (when required in the order). 

NOTE: If the respondent violates any other provisions not listed above, they are civil 
infractions for which the investigating officer can take no enforcement action. In those 
instances, the officer will refer the petitioner back to the issuing court, whereby they 
may file a petition for contempt. 
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	 If the Protective Order has been verified as active and the respondent who violated the 
order is no longer at the location, the investigating officer will apply for a warrant/summons 
for the violation. 

	 Complete an Incident Report using the offense code “Protective Order Violation” as well as 
the appropriate codes for all additional related offenses. The CC number will be placed in 
the upper right corner of a copy of the Protective Order, and placed into the 
precinct/division files. The Protective Order case number, issuing court, issue date, and 
expiration date will be listed in the Narrative tab of the Incident Report. 

	 If making an arrest, complete a Statement of Charges for Violation of a Protective Order. 
NOTE: It is a Federal violation for a person subject to a Protective Order to ship, transport, 
receive, or possess firearms. 

PETITIONER NOTIFICATION 

	 The Maryland State Police (MSP) will notify the Department when the respondent of a 
Protective Order applies to purchase a regulated firearm. 

	 Any member receiving such notification from the MSP will immediately notify the Firearm 
Interdiction Team (FIT). 

	 FIT will be responsible for any necessary investigation. 

	 FIT will be responsible for contacting the Domestic Violence Coordinator (DVC) of the 
precinct in which the petitioner resides. 

	 The DVC will contact the petitioner for necessary notifications. 

REFERENCE 

	 Annotated Code of Maryland, Family Law Article. 

4-8.3 BODY ATTACHMENTS 

GENERAL 

	 Court orders entitled “Attachment for Contempt” are considered to be civil in nature. The 
person taken into custody on a body attachment will not be processed as if it were a 
criminal arrest. 

	 Officers receiving a body attachment will take the person named on the order into custody 
and complete a Form 166. A CC number will be required. 

	 If the subject resists being taken into custody, the officer involved will charge the subject 
with assault and not with resisting arrest. Discretion should be used on the part of the 
officer. 

	 An NCIC wanted check will be made on the subject. If the subject is wanted on criminal 
charges, normal arrest procedures will be followed. 

	 The subject will not be photographed/fingerprinted. Arrest and UID numbers will not be 
obtained, unless criminal charges are placed. 

	 Subjects detained on body attachments may be placed in precinct cellblocks prior to bail 
hearings and after bail hearings when the subject is being held in default of bail. 

CIVIL BODY ATTACHMENTS 

	 All civil body attachments are processed by the Baltimore County Sheriff’s Office. 

	 After disposing of all criminal charges, arresting officers will contact the Information & 
Records Management Unit. 

	 The Information & Records Management Unit will notify the on-duty sheriff’s deputy to 
respond and take custody of the prisoner. 
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CRIMINAL BODY ATTACHMENTS 

	 After disposing of criminal charges, the subject will be taken before the court issuing the 
attachment, if court is in session. 

	 If court is not in session, the subject will be taken before a court commissioner for a bail 
hearing. The bail hearing will be held as soon as possible and within 24 hours of taking the 
subject into custody. 

4-8.4 DETAINERS 

GENERAL 

	 All detainers against inmates of penal institutions (originating in the police precincts) will be 
referred directly to the Information & Records Management Unit. 

	 The United States Marshal’s Office has requested that whenever it is necessary to remove 
a federal prisoner from either the City or County Detention Center for an interview, court, 
etc., the writ will be served on the United States Marshal and not on the warden of the 
particular detention center. 

	 Detainers on federal prisoners will also be filed with the United States Marshal. 

4-8.4.1 HABEAS CORPUS WRITS 

WRIT PROCESS 

	 The correctional institution where the subject is detained will be contacted at least 24 hours 
in advance and given the date and time the transporting officer will arrive. 

	 The Baltimore County State’s Attorney’s Office will prepare the writ, which must be signed 
by a Circuit Court judge. 

	 If the prisoner is to be held in the Baltimore County Detention Center for more than one 
day, it must be stipulated on the writ and approved by the other jurisdiction’s correctional 
institution. 

	 The writ will be delivered to the correctional institution to take custody of the prisoner. 

	 The prisoner will be returned to the appropriate facility for processing. 

	 After processing, the prisoner must be taken before the Towson District Court 
commissioner for a bail hearing. 

	 A copy of the commitment papers will remain on file at the detention center. 

	 After processing at the detention center is completed, the prisoner will be returned to the 
correctional institution in the other jurisdiction. 

	 A copy of the Baltimore County Detention Center commitment papers will be left with the 
institution and a body receipt will be obtained from the desk officer, indicating return of the 
prisoner. 
NOTE: Personnel desiring to remove a prisoner from a correctional institution may 
contact the Fugitive Team for assistance. 

4-8.5 PETITION FOR CUSTODY, INTERROGATION, AND ARREST OF A JUVENILE 

GENERAL 

	 A Petition for Custody, Interrogation, and Arrest is used to bring a juvenile from another 
jurisdiction within the State into Department custody when a court order is required or to 
obtain custody of a juvenile who is being held at a detention facility. 

	 This petition is not a charging document and it should not be used to circumvent ordinary 
juvenile charging procedures. 

	 Service of the Petition requires completion of a Form 117. 
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FILING PROCESS 

	 Officers will submit a Form 12L to their shift/unit commander requesting permission to 
obtain the Petition. 

	 If the request is approved, the officer will arrange a meeting with a state’s attorney from the 
Juvenile Unit of the State’s Attorney’s Office. 

	 The Juvenile Unit of the State’s Attorney’s Office will prepare the petition and forward it to 
the officer for service. 

LIFE AND DISPOSITIONS OF PETITIONS 

	 The life of a Petition for Custody, Interrogation, and Arrest of a juvenile is infinite. However, 
there are no facilities for maintaining an active file of open petitions and they are not 
entered into the NCIC. 

	 If the juvenile named on the petition cannot be apprehended within 15 days from the date of 
issuance and the officer believes that it would be beneficial to hold the petition longer, the 
officer may make an extension request to the commander. 

	 Approving commanders will notify the Juvenile Unit of the State’s Attorney’s Office. 

	 At the end of the extension period, the petition will be returned to the Juvenile Unit of the 
State’s Attorney’s Office for destruction. 

	 The shift commander who initially approved the request will ensure that the petition is 
accounted for. 

	 The commander will retain the original Form 12L, noting any extensions, for one year. 

4-9.0 ARREST REPORTING 

4-9.1 GENERAL REPORTING 

GENERAL 

	 If the suspect is arrested, place the suspect’s full information in the Suspect tab of the 
Incident Report and check the Arrested checkbox. 

	 Enter the suspect’s UID number or JID number in the appropriate block on the Suspect tab 
of the Incident Report. 

	 An Incident Supplement will be used when additional suspects are identified and arrested 
and all relevant information will be placed in the Suspect tab. Trial and disposition will be 
recorded on an Incident Supplement at a later date. 

4-9.1.1 NARRATIVE SUBSTITUTION 

OFFICERS 

	 Will complete a narrative in the FBR system for all Incident Reports. Copies of Form 
DC/CR4A narratives may not be forwarded to the Information & Records Management Unit 
in lieu of a narrative in an Incident Report. 

	 May copy an Incident Report narrative and paste it into a DC/CR4A for submission to the 
court. 
NOTE: Officers copying text from outside FBR and pasting it into the Narrative tab must 
check all pasted text for correct formatting and line breaks, as incorrect formatting will 
carry over into InPursuit, altering the appearance of the official police report. 

	 Must be extremely sensitive to the information included in the Statement of Charges since 
a copy of this document will be retained by the defendant at the bail hearing. 

	 Ensure that confidential and sensitive information from the Incident Report is not included 
in the Statement of Charges, where applicable. 
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SQUAD SUPERVISORS 

	 Ensure the Statement of Charges does not contain information that would jeopardize the 
case or is sensitive to the victim, witnesses, etc. 

4-9.2 FORM 19, CRIMINAL DEBRIEFING GUIDE 

GENERAL 

	 A Form 19 will be completed whenever an individual is arrested and charged with an 
offense where a Form 166 or Form 117 is completed. 

	 The form may be completed by someone other than the arresting officer. 

	 The arrestee will not be intimidated or coerced into responding to the debriefing questions. 

DEPARTMENT MEMBERS 

	 Will attempt to gather information from the arrestee. 

	 Will pursue an expanded line of questioning when a positive response is given. 

	 Will notify a supervisor as soon as possible when a positive response is given for any of the 
questions. 

	 Will have the arrestee sign the Form 19 when no information was obtained. A signature is 
not required when a positive answer is given for any of the questions. 

	 If a debriefing could not be conducted or the arrestee refused to sign the form, explain on 
the reverse side of the form. 

	 Upon completion of the debriefing, fax or forward a copy of the Form 19 to the team/unit 
responsible for the follow-up. 

	 The original Form 19 will be forwarded to the Information & Records Management Unit and 
a copy will be placed in the precinct/division files. 

SUPERVISORS 

 Will review and sign the completed Form 19. 

 Will determine if the follow-up is the responsibility of: 
1.	 The officer completing the debriefing. 
2.	 Investigative Services Team. 
3.	 Criminal Investigations Bureau. 
4.	 Other appropriate team/unit. 

	 Will ensure that critical information gathered from the debriefing is forwarded to the 
necessary team/unit as soon as possible. 

INFORMATION & RECORDS MANAGEMENT UNIT 

	 Upon receipt of a Form 166 or Form 117 will: 
1.	 Ensures that a Form 19 was completed. 
2.	 Send a notice to the debriefing officer’s commander when a Form 19 is not 

received/incomplete. 
3.	 Forward the original Form 19 to the Intelligence Unit. 

INTELLIGENCE UNIT 

	 Upon receipt of the Form 19 will: 
1.	 Review for pertinent criminal intelligence information. 
2.	 Maintain a file of Forms 19 for auditing and statistical analysis for no less than 12 

months. 

CIB/IST/OTHER UNITS 

	 Upon receipt of the Form 19 will: 
1.	 Maintain a file of all Forms 19 forwarded to them for six months. 
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2.	 Advise the debriefing officer’s commander whenever information obtained from 
debriefing leads to case clearances and/or arrests. 

4-9.3 ELECTRONIC BOOKING (EBOOKING) ARREST RECORDS 

GENERAL 

	 Adults will be booked into the adult EBooking system, and juveniles will be booked into the 
juvenile EBooking system. 
EXCEPTION: Juveniles waived to adult status will be booked in the adult EBooking 
system. 

	 A separate arrest record will be made in the EBooking system for each individual arrested. 

	 One arrest/contact number will be issued for each arrested person, regardless of the 
number of charges placed against the person. 

	 If persons arrested are in police custody and it is determined they have committed other 
offenses, this does not constitute additional arrests if: 
1. Adults have not had a bail hearing. 
2. Juveniles have not been released as guided by Department policy. 

	 Persons being held in lieu of bail, either in the jail or in precinct lockups or released on bail, 
and juveniles released according to Department policy, are no longer in police custody and 
will require a new arrest record, arrest/contact number, and fingerprint cards if additional 
charges are to be placed. 

	 In non-criminal areas (i.e., arrests for other agencies or for traffic violations), the arrest 
record will be the only report completed. 

	 All arrest records will be completed by the arresting officer. 

	 The desk officer will assist in the completion of the arrest record, when necessary. 

	 The arrest record will be approved by the appropriate supervisor within the EBooking 
system. 

 The Form 166 and Form 117 are printed forms that are created from the EBooking system 
and do not display the entire arrest record. 

 In the event of a Countywide system failure, officers will follow the EBooking system 
contingency plan. 

 Officers will refer to Field Manual, Article 3 for juvenile EBooking arrest procedures. 

INCIDENTS REQUIRING THE CREATION OF AN ARREST RECORD 

	 Criminal arrests (e.g., warrant, Statement of Charges, etc.). 

	 Traffic arrests where a person is physically arrested and taken into custody. 

	 Service of body attachments. 

	 Juveniles requiring completion of a Form 117. 
NOTE: The record for juveniles waived to adult status will be created in the adult EBooking 
system. The subject’s JID number will be placed in the Arrest Narrative field of the arrest 
record for informational purposes. 

	 Prisoners arrested or held for another jurisdiction (e.g., Detention O.J., etc.). 

	 Any subject placed in a cellblock. 

	 Defendants found guilty of a charge lodged on a criminal summons, when the court orders 
processing. 

	 All subjects taken into custody and released without charge. 

ARREST RECORDS FOR OUTSIDE AGENCY DETENTIONS 

 The UID/JID field will be completed.
 
 A CC number will be obtained.
 
 A wanted check will be made by the Information & Records Management Unit.
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	 The name of the outside agency officer who had original custody of the prisoner will be 
added to the Custody tab, along with the officer’s identification number and agency name, if 
appropriate. 

	 Fields recording court information will not be completed. 

	 “Detention O.J.” will be selected in the Booking Type field. 

ARREST RECORDS FOR ARRESTEES RELEASED WITHOUT CHARGE 

 The UID/JID field will be completed.
 
 The prisoner’s Final Custody Status field will be marked “Released without Charge.”
	
 Reflect the charge, article/section number, or County Code Section number in the
 

Chrg/DNA tab. 

ARRESTEES TRANSFERRED 

	 When it becomes necessary to house a prisoner in a lockup in a precinct/division other than 
that in which the prisoner was arrested, a Form 166 or Form 117 will be printed, and will 
accompany the prisoner to the precinct/division where the prisoner will be housed (e.g., a 
person is arrested in Precinct 9 and housed in Precinct 7, a Form 166 will be printed and 
sent to Precinct 7 along with the prisoner, etc.). 

	 The precinct housing the arrestee will make required updates to the arrestee’s arrest record 
in the EBooking system. 

REFERENCE 

	 Field Manual, Article 3 (Juvenile Procedures). 

4-9.3.1 FORM 166 PREPARATION INSTRUCTIONS 

GENERAL 

	 If at any time a precinct prisoner processing system is unavailable, the Baltimore County 
Office of Information Technology (OIT) Help Desk will be contacted for further instructions. 

	 In the event of a system malfunction, outage, or maintenance, officers will utilize the 
EBooking contingency forms, or transport arrestees to an adjacent precinct, as directed by 
the Commander of the Technology & Communications Section (Refer to Article 4, Section 
9.4, EBooking Contingency Plan). 

EBOOKING TABS (Tabs not listed below are considered self-explanatory): 

QUICK BOOK 

	 Booking Type: Select the appropriate booking type from the dropdown menu. This will 
determine the mandatory fields throughout the booking record that are required to be filled 
out. The following are the Booking Types: 
1.	 Criminal Arrest (Police Default) - for a violation of criminal law. 
2.	 Arrest for Other Jurisdiction - an arrest is made for another jurisdiction. The O.J. will 

pick up the prisoner and conduct the bail hearing. 
3.	 Bail Revocation - when bail is revoked. 
4.	 Booking for Other Agency - another agency responds to a Baltimore County location 

for prisoner processing only. The other agency is responsible for prisoner 
transportation and bail hearing. 

5.	 Court-Ordered Fingerprinting - fingerprinting ordered by the court. 
6.	 Detention O.J. - Baltimore County housing a prisoner for another jurisdiction for a brief 

period of time (i.e., an O.J. fugitive squad traveling through Maryland). 
7.	 Investigative Incident - a subject detained during an incident for investigative purposes 

only. 
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8.	 Legacy - a record that has been imported into the EBooking system from the Bookem 
system. 
NOTE: No modifications can be made to this type of record. 

9.	 Released Without Charge - a subject was arrested for an offense, but then
 
subsequently released with no charges pending.
 

10. Sex Offender (Registration Only). 
11. Traffic Arrest - a subject arrested for a traffic offense. 

NOTE: When the initial arrest is for a traffic violation and a criminal charge is later 
added, the booking type should be “Criminal Arrest.” 

12. Warrant Service - a subject is arrested on a warrant only. 

 UID Number: The Information & Records Management Unit must always be contacted to 
verify the subject’s UID number. 

 Maiden Name: For a female arrestee only. When the marital status is: married, widowed, 
or divorced, the Maiden Name field becomes mandatory. 

	 Social Security and Driver’s License Numbers: When the information is available, complete 
the appropriate fields. When a driver’s license number is entered, the license state 
becomes mandatory. 

PHYSICAL 

	 All Scars, Marks, Tattoos (SMTs) will be recorded in the appropriate fields and 
photographed. 

ARREST 

	 Additional information that is not captured elsewhere in the booking record can be entered 
in the Arrest Narrative field. 

CHARGE/DNA 

 Enter all charges.
 
 The “Reason Charged/Fingerprinted” should correspond with the booking type. For
	

Criminal Justice Information Services (CJIS) charges, select the appropriate charge from 
the CJIS code or from the dropdown menu. For local charges, enter the appropriate charge 
in the Text field. 

 Arresting officers are responsible for entering charging information. 

 Desk officers are responsible for entering bail amounts. 

VEHICLE 

	 If the subject is not the registered owner of the vehicle, the owner’s name and address may 
be entered in the Vehicle Comment field. 

ACTION LOG 

	 All adult prisoner action records will be recorded within the Incarceration Log Book, in lieu 
of the Action Log tab. (Refer to Field Manual, Article 5). 

CUSTODY 

	 All of the final custody information will be completed by the releasing officer or the desk 
officer. If a bail hearing is conducted by a Prisoner Transport Officer (PTO), notation can 
be made in the Comments field. 

RECORDS MANAGEMENT 

	 When all mandatory fields are completed, the arresting officer is responsible for changing 
the Record Status field from “Open” to “Pending Approval.” This signifies that the arrest 
record is complete and ready for supervisory review. 
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	 Supervisor: Will review arrest records for accuracy, and will change the Record Status field 
from “Pending Approval” to “Approved.” Supervisors will notify arresting officers of records 
that need correction. 

4-9.4 EBOOKING CONTINGENCY PLAN 

GENERAL 

	 A manual (non-electronic) contingency plan has been established to facilitate a thorough, 
coordinated, and consistent arrest reporting process in the event that the EBooking system 
becomes unavailable. 

	 A member experiencing connectivity and/or technical problems with the EBooking system 
should contact the Baltimore County Office of Information Technology (OIT) Help Desk. 

CONTINGENCY REPORT FORMS 

 Form 331, EBooking Contingency Form (Adult).
 
 Form 331J, EBooking Contingency Form (Juvenile).
 
 Form 332, EBooking Contingency Form (Screening/Action Log).
 
 Form 15, Property Inventory.
 

TECHNOLOGY & COMMUNICATIONS SECTION COMMANDER 

	 Will be notified of all precinct cellblock EBooking terminal malfunctions, system-wide 
outages, and system-wide maintenance related to the EBooking system. 

	 Coordinates the Department’s response during periods of malfunctions, outages, and 
maintenance. 

	 Authorizes and implements the EBooking Contingency Plan after evaluating the 
outage/malfunction. 
NOTE: An isolated malfunction may not justify the use of the EBooking Contingency Plan. 
The decision to transport prisoners to an adjacent precinct, or utilize the Contingency Plan, 
will be evaluated on a case-by-case basis. 

	 Notifies commanders of terminal malfunctions, system-wide outages, and system-wide 
maintenance and provides instructions (e.g., use of contingency forms, fingerprinting 
procedure changes, etc.). 

	 Notifies affected members when the EBooking Contingency Plan is no longer in effect and 
that the recovery process may begin. 

MEMBERS 

	 Use contingency report forms that are approved by the Department (e.g., Forms 331, 
Forms 331J, Forms 332, etc.) only when authorized to do so by the Technology & 
Communications Section (TCS) Commander, or designee. 

	 Complete the following forms: 
1. Form 331, for each booking record requiring entry in the Adult EBooking system. 
2. Form 331J, for each booking record requiring entry in the Juvenile EBooking system. 
3. Form 332, for each booking record. 
4. Form 15, for documentation of all prisoner property. 

 Complete all applicable fields on the contingency reports to allow correct data entry into the 
EBooking system once it is restored. 

 Photograph subjects, using the photographing guidelines state below, when applicable. 

 Fingerprint subjects, using the LiveScan system, when applicable. 
NOTE: LiveScan data will be manually entered by the fingerprinting officer. 

	 Submit all contingency forms to their supervisor prior to the end of their tour of duty. 
EXCEPTION: Original Forms 332 will be maintained by the desk officer for each prisoner, 
and will be submitted to a supervisor once the prisoner is no longer held at the facility. 
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	 Place copies of contingency forms in prisoners’ arrest folders, per standard booking 
procedures. 

	 Retain original EBooking contingency report forms as part of their investigative notes after 
the data has been entered into the EBooking system. Copies of contingency reports will 
not be forwarded to the Information & Records Management Unit (IRMU). 
EXCEPTION: Signed Forms 15 will be submitted as part of the completed arrest packet. 

SUPERVISORS 

	 Review all contingency reports. 

	 Collect all contingency reports, regardless of if they are completed or approved, and submit 
them to the shift commander prior to the end of their tour of duty. 
EXCEPTION: Forms 332 for prisoners currently housed in the precinct cell block. 

SHIFT COMMANDERS 

	 Retain the contingency reports written by their shift/unit and store them in a safe location 
where they are accessible to other supervisors. 

PRECINCT/SECTION COMMANDERS 

 Ensure that the EBooking Contingency Plan is implemented correctly within their command. 

 Maintain an adequate supply of EBooking contingency forms within their command. 

 Are responsible for ensuring that the recovery process is implemented correctly within their 
command, including that data from all contingency report forms is entered into EBooking for 
all contingency reports generated by members of their command. 

ARRESTEE PHOTOGRAPHS 

	 Taken using a digital camera with a removable digital media card. 
NOTE: While the EBooking Contingency Plan is in effect, at least one digital camera will be 
dedicated solely for arrestee photographs at each precinct and will not be used for other 
purposes. 

	 Will be taken in sequential order as follows: 
1.	 A frontal photograph of the arrestee while holding an 8 ½” x 11” sheet of white paper just 

beneath their chin that contains their last name, first name, middle initial, UID number, 
and arrest date and time written legibly in black marker. 
NOTE: This photograph will identify the arrestee so that the photographs may be 
imported into the correct EBooking record upon malfunction recovery. The writing must 
be legible when viewing the photograph from the digital media card. 

2. A frontal photograph of the arrestee. 
3. A right profile of the arrestee. 
4. A left profile of the arrestee. 
5. Photographs of the arrestee’s scars, marks, and tattoos, if applicable. 

	 For multiple arrestees, will be stored on the same digital media card. 
NOTE: Once the digital media card has reached its capacity, it will be given to the Shift 
Commander for safekeeping until pickup by the IRMU. 

MALFUNCTION RECOVERY 

	 Upon notification from the TCS Commander that the system has been restored, shift/unit 
commanders will ensure the reporting officer, or a designee, enters the information from the 
contingency reports into the EBooking system as soon as possible, but no later than 72 
hours from the time of notification. 

	 Members will enter the data from the contingency reports into EBooking using the most 
appropriate options for all tabs and fields based on the information contained in the 
contingency forms. 
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	 Members entering information into EBooking who are different from the reporting officer will: 
1. Type the following in the Narrative field: 

a.	 Booking completed by (name and identification number of the reporting officer) – 
e.g., “Booking completed by Officer J. Doe #1234.” 

b.	 Booking data entered by (name and identification number of the member inputting 
the data into EBooking) – e.g., “Booking data entered by Officer B. Jones #1001.” 

2. Forward the contingency report forms to the arresting officer.
 
NOTE: The arresting officer, not the entering officer, is responsible for verifying the data 

entered into the EBooking system from a contingency report form. Discrepancies will be
 
corrected by contacting the IRMU.
 

	 Shift supervisors will approve EBooking records, once the information from all contingency 
forms for the arrestee have been entered. 

 The IRMU commander will appoint an IRMU member to: 
1. Report to each command and collect the digital media card(s) used for booking 

photographs, once the contingency plan is no longer in effect. 
NOTE: Media cards will not be sent from the precincts to the IRMU via departmental 
mail or other means. 

2. Import each booking photograph from the digital media cards into the corresponding 
approved EBooking records, after 72 hours has passed. 

4-10.0 SUMMONS PROCEDURES 

GENERAL 

	 Precinct commanders will ensure that a file is kept at the desk for summonses being held 
for return. 

DEPARTMENTAL MAIL COURIER 

	 Will pick up warrants, summonses, and other necessary court documents, as required, from 
the District Court commissioner’s office in the course of their daily mail route. 

	 Will place the warrants, summonses, and other court documents in an envelope and seal it 
in the presence of the on-duty District Court commissioner. 

	 Will place the name of the on-duty District Court commissioner witnessing the transaction 
on the outside of the envelope. 

	 Will transport the sealed envelope to Warrant Control. 

SHIFT COMMANDERS 

	 Having a District Court within their command will have the officer transporting mail respond 
to the District Court and follow the above listed procedures when the departmental mail 
courier is on leave. 

WARRANT CONTROL TEAM 

	 Attaches a Form 132, Control Sheet (original only), to each summons, filling out the 
defendant’s name, control and summons number, and precinct assigned. 

	 Forwards the summons for service to the precinct where the defendant lives. 

	 Forwards served summonses to the court. 

	 Forwards unserved summonses to the court, or appropriate agency. 

PRECINCT DESK OFFICERS 

	 Log all summonses in the Warrant/Summons Tracking System. 

	 Complete a Form 132 (original only) and attach it to the front of the summons, if one is not 
already attached. 

	 Assign the summons for service. 

BALTIMORE COUNTY POLICE DEPARTMENT Page 41 
FIELD MANUAL / ARTICLE 4 
GENERAL ORDER # 2016-01 

http://pdnet.bcnet/Resources/documents/eForms/e132.doc
http://pdnet.bcnet/Resources/documents/eForms/e132.doc


 

             
     

    

           
        

        
           

            

          
         

  
               

 
  

          

           
     

      
   
            

    
          

           

        
           

 
 

           

         
                

    

     
        
     
         

         
 

            
  

    
     
    
       

      

          
             

       

           
          

 
 
 
 
 

	 If a Form 132A, Summons Notification Letter, has been left and the subjects named in the 
summonses call, advise them of the summons location. If the summons: 
1.	 Is still at the precinct, it may be signed there. 
2.	 Has been returned to the court, advise the subject that the trial date is recorded on the 

Form 132A and that they may call the court for further information. 

	 On midnight shift will check the summons file daily to see if any summonses are due to be 
returned and, if so, return them to Warrant Control and log them out of the 
Warrant/Summons Tracking System. 
NOTE: All summonses will be returned at least 10 days prior to the trial date. 

SQUAD SUPERVISORS 

	 Ensure that several documented attempts to serve the summons are made. 

	 Authorize the issuance of the Form 132A (original only) to the assigned officer if the 
summons is not served after one attempt. 

	 At the end of each shift: 
1.	 Collect all summonses. 
2.	 Give the summonses to the desk officer for filing, pending return, if at least two 

unsuccessful service attempts have been made. 
3.	 Sign the Form 132 in the space provided and send the remaining copies of the 

summons and Form 132 to the desk officer if the summons has been served. 

	 Ensure that all summonses (with Forms 132 attached) are forwarded to Warrant Control on 
or before the indicated due date and at least 10 days prior to the trial date. 

OFFICERS 

	 Attempt to serve the assigned summons and note attempts on the Form 132. 

	 May interview neighbors to ascertain the whereabouts of the person named on the 
summons, if necessary, and note on the Form 132. If the person is still not located, other 
agencies may be contacted. 

	 Unable to serve the summons after one attempt: 
1.	 Obtain a Form 132A from the squad supervisor. 
2.	 Make a second attempt to serve the summons. 
3.	 If the second attempt is unsuccessful, complete the: 

a.	 Form 132A and leave it in a conspicuous location or with an individual at the 
residence. 

b.	 Applicable sections of Form 132 and return it, along with the summons, to the 
squad supervisor. 

 Serving the summons: 
1.	 Give the canary copies to the defendant. 
2.	 Complete the Form 132. 
3. Return all remaining copies to the squad supervisor. 

 Will not remove any labels from a summons. 

 Encountering subjects who refuse to sign their summonses, and willing to accept their 
copies, will document the refusal to sign on the summons. The officer will give the subject 
their copies and proceed as with all other served summonses. 

	 Encountering subjects refusing to sign their summonses, and unwilling to accept their 
copies, will mark the Form 132 “Refused to Accept” and proceed as with all other unserved 
summonses. 
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4-11.0 COURT 

4-11.1 DISTRICT COURT SCHEDULING 

FORMS 245A & 245B, COURT SCHEDULE 

	 Completed by supervisors for each member of their unit/shift to schedule court days. 

	 Prepared in duplicate (original and one copy) and forwarded to the court liaison officer 
(CLO) assigned to each location. 

	 Reviewed for completeness by the CLO. 

	 Forwarded to the CLO marked “Revision” when scheduling changes are necessary. 
NOTE: The word “Revision” should be placed on the top of the form above the member’s 
identification number. 

	 Originals are maintained by the CLO assigned to the location. 

	 Copies are maintained at each command. 

	 Forms 245A will be used to submit scheduled court dates covering January through 
September. 

	 Forms 245B will be used to submit scheduled court dates covering July through March. 

OFFICERS 

	 Notify their supervisors as soon as possible, but never less than 90 days, when requesting 
vacation or optional leave on a day which appears as a court day on their court schedule. 
Officers will also provide the original summons and a copy of the offense report, if a case 
has been set for that day. 
NOTE: The District Court has the final determination in postponing cases. 

	 Incurring a conflict by being scheduled in Circuit and/or District Courts on the same day will 
immediately notify the CLO. The officer will not contact the courts. 

SQUAD SUPERVISORS 

	 Prepare a Form 245A or 245B, for each unit/shift member including in the notes section any 
known dates for: day work (absent regular leave days), vacation leave, military leave, 
schools, training, or long-term absences. 

	 Submit members’ court dates on a Form 245A for the months January through September. 
NOTE: When completing Forms 245A, the first three months must have identical court 
dates for the corresponding months that appeared on the member’s prior Form 245B, if 
applicable. 

	 Submit members’ court dates on a Form 245B for the months July through March. 
NOTE: When completing Forms 245B, the first three months must have identical court 
dates for the corresponding months that appeared on the member’s prior Form 245A, if 
applicable. 

	 Indicate on the form if the officer is a transferred member and enter their previous 
assignment, if applicable. 

	 Schedule officers for a minimum of one traffic date and two criminal dates each month. 
Officers involved in traffic or criminal enforcement that produce a large number of citations 
or arrests will have a minimum of two traffic or criminal court dates each month. 
EXCEPTION: Members assigned to the midnight shift may be scheduled for fewer court 
dates when scheduling conflicts exist. 

	 Forward Forms 245A and 245B to the CLO. 

	 Ensure that all officers are aware of their court schedule and that desk officers have a copy 
of the Forms 245A and 245B for each command member. 

	 Immediately submit a Form 245A or 245B for new officers on their shift, if necessary. 
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	 Submit a revised Form 245A or 245B if a squad member needs to take optional or vacation 
leave on a day that appears as a court day on their court schedule. This must be submitted 
at least 90 days before the leave day requested. The original summons and a copy of the 
offense report will also be forwarded to the CLO, if a case has been scheduled for that day. 

	 Keep a balanced court schedule to avoid having too many officers in court at one time. 

	 Contact the CLO if an error in scheduling is discovered. 

PRECINCT/UNIT COMMANDERS 

	 Are notified by the court liaison supervisor (CLS) when Forms 245A or 245B are due. 

	 Prepare a Form 159, Order/Directive Verification Form, to verify that a Form 245A or 245B 
was submitted for each member of their command. 

UNITS WITH NO COURT LIAISON 

	 Unit commanders will ensure a Form 245A or 245B is completed for each of their members 
and forward them to the CLS. 

	 When members are transferred into one of these units, the commander will ensure a 
revised Form 245A or 245B is completed, including where the member was last assigned, 
and forward it to the CLS. 

4-11.2 COURT LIAISON PROGRAM 

GENERAL 

	 Allows the Department to assign members (sworn and non-sworn) to each precinct to 
coordinate the efforts of summonsed officers with court attendance. 

	 All requests for postponement or to be excused from court shall be submitted on a Form 3, 
Request for Excused Absence from Court. 
NOTE: A copy of the summons will be attached to the Form 3. 

COURT LIAISON OFFICERS (CLOs) 

	 Maintain records of summonsed officers for District Court criminal cases. 

	 Receive copies of all District Court criminal case summonses for officers within their area of 
responsibility. 

	 Contact the State’s Attorney’s Office if four or more officers are summonsed to a trial on the 
same case and ascertain which officers are required for prosecution. 

	 Obtain the required documentation from summonsed officers and maintain files on cases 
scheduled for trial. 

	 Process all Forms 3. 

SUMMONSED OFFICERS 

	 Furnish the CLO with case documentation within five days of receipt of a summons or as 
soon as possible if given less than five days notice before the trial. 

	 Submit an approved Form 3 to the CLO within five days of receiving a summons requiring 
“overtime” attendance. 

	 Submit an approved Form 3 to the CLO upon receiving a summons less than seven days 
from a court date. 

	 Be prepared to appear in court immediately when directed by the CLO or the State’s 
Attorney. 
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4-11.3 COURT WITNESSES 

DEPARTMENT MEMBERS 

	 When summonsed and requested to testify, or in any other way act on behalf of a criminal 
defendant, will: 
1.	 Immediately notify the appropriate prosecutor via a Form 12L. 
2.	 Advise their commander via a Form 12L and provide the name of the prosecuting 

attorney who was notified. 
3.	 If no summons is received, advise the person making the request that a summons or 

subpoena is necessary, unless acting voluntarily. 
4.	 Not make voluntary reference to their position or employment with the Baltimore 

County Police Department, if acting outside the line of duty. 

	 May not collect a court appearance fee when testifying in connection with Baltimore County 
business, either during normal working hours or while being paid overtime. 

STATE’S WITNESSES 

	 Department members who believe that a witness is unreliable or will fail to appear when 
summoned will notify the prosecutor via a Form 12L detailing the grounds for their 
suspicion. 

	 Members having probable cause to believe a witness is interfering in or impeding an 
investigation will proceed in accordance with established charging procedures. 

REFERENCES 

 Administrative Manual, Article 1 (Conduct). 

 Baltimore County Code. 

4-11.4 COURT SUMMONSES FOR DEPARTMENT MEMBERS 

PRECINCT/DIVISION COMMANDERS 

	 Ensure that a standard size ledger book is prepared for the logging of all Juvenile, Civil, and 
Circuit Court summonses received at the command. Each page will be divided into twelve 
columns with the following headings: 
1.	 Date summons received. 
2.	 Name of shift commander/traffic supervisor logging summonses. 
3.	 Name and identification number of summonsed member. 
4.	 Type of court. 
5.	 Trial date. 
6.	 Location of court. 
7.	 Defendant’s name. 
8.	 Charge (if known). 
9.	 Central Complaint (CC)/case number. 
10. Officer’s initials and date received by officer. 
11. Initials of shift commander/traffic supervisor who served the summons. 
12. Remarks. 

	 Maintain an up-to-date vacation, line of duty, and extended sick leave sheet to be included 
in the ledger book for reference. 

OFFICERS RECEIVING SUMMONSES 

 From the deputy sheriff, will sign and date the copies and immediately return them to the 
deputy sheriff. Originals will be given to the summonsed member’s shift commander. 

 For an officer who has left the Department, will forward the summons to the Court Liaison 
Officer (CLO). 
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	 For an officer who has been recently transferred, the summons will be forwarded to the 
officer’s shift/unit commander at the new duty assignment. 

	 Will record all forwarded summonses in the logbook with an appropriate entry made in the 
“Remarks” column. 

	 Requesting excusal from a District Court (i.e., criminal, serious traffic, or traffic court), 
Circuit, or Juvenile Court case, will submit a Form 3, Request for Excused Absence from 
Court, to the appropriate CLO within five days of receipt of a summons. 

SHIFT/UNIT COMMANDERS 

 Log Circuit, Juvenile, and Civil Court summonses in the logbook.
 
 Issue summonses to named officers.
 
 For an officer on vacation or leave who will:
 

1.	 Return prior to the trial date, will ensure the summons is delivered to the officer upon 
their return to duty. 

2.	 Not return until after the trial date, will note on the summons the officer’s status and 
when the officer will return. The summons will then be forwarded to the CLO. 

 Receiving a Traffic or District Court summons printout, will ensure that the named officers 
receive the originals and date and sign the printout copies. 

 File printout copies in a three ring, loose-leaf binder, kept with the logbook for court 
summonses. 

 Forward a copy of the summons to the appropriate CLO. 

 Remove and destroy the printout copies 30 days after the trial dates indicated. 

4-11.5 COURT AND HEARING ATTENDANCE 

OFFICERS 

	 Required to appear in court during their tour of duty: 
1.	 Will notify their immediate supervisor at roll call on the date of the court appearance. 
2. Will leave their assignment as notified by the Court Liaison Officer (CLO). 

 Unable to appear in court at the required time, will inform the CLO as soon as possible. 

 Arriving late will provide an explanation to the State’s Attorney. 

 Will not leave court until the conclusion of their cases, unless given permission by the 
State’s Attorney, the Court, or the CLO. 

 On callback status: 
1.	 Will contact their duty station at the conclusion of their court duties and inform the 

shift/unit commander of their status and time remaining on callback. 
2. Will either report for duty or be excused as instructed by the shift/unit commander. 

 Assigned to a uniformed section, will wear the uniform of the day to court regardless of their 
duty status and be properly equipped for duty. 

	 Assigned to a non-uniformed position, will wear professional business attire when attending 
court. The badge must be displayed on the outermost garment at all times when attending 
court in civilian clothes. 

	 Must conduct themselves in a dignified and respectful manner while in court or other judicial 
hearings. 

 Currently on suspension, will: 
1.	 Contact their supervisor upon receipt of a summons to determine if they should appear 

for trial. 
2.	 Not transport any evidence to the trial site. They should make arrangements with their 

supervisor to have the evidence delivered to the court if needed. 

OFFICERS TAKING UNSCHEDULED LEAVE 

	 Will notify their supervisor, if the squad/team is working. 
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	 Will notify the CLO, when their squad/team is not working. 

	 Will notify the on-duty supervisor, if the CLO is not available. 

	 Will contact the clerk of the appropriate court and document notification information as 
required below if neither the on-duty supervisor nor the CLO can be reached in a timely 
manner. Voice mail messages are not acceptable. Notification must be made to an 
individual. 

	 Upon returning to work, submit a Form 12L to the commander including: 
1.	 Date, time, and location of the trial. 
2.	 Type of case. 
3.	 Name(s) of defendant, if possible. 
4.	 Reason unable to appear. 
5.	 Name of the clerk contacted and date and time of notification, as provided by the 

supervisor. 

SUPERVISORS 

	 If an officer is unable to appear due to sickness, death in the family, etc., notify the CLO or, 
if the CLO cannot be reached in a timely manner, the clerk of the appropriate court. Voice 
mail messages are not permitted. Notification must be made to an individual. 

	 If a judge or a state’s attorney requests more information concerning a member’s absence 
from court, notify the member to contact the court personally. This information is to assist 
the judge in making an informed decision on the case. Only the court may excuse a 
member from court. 

	 Document the date, time, and name of the individual notified in the clerk’s office or the CLO 
and provide the information to the absent officer upon their return to duty. 

	 File a copy of the absence notification Form 12L in the officer’s precinct personnel file for 
reference should the officer’s absence be questioned. 

	 Of a suspended officer, will immediately: 
1.	 Determine all pending court cases involving the suspended officer. 
2.	 Contact the CLO with information regarding any routine traffic cases and/or for criminal 

or serious traffic cases. 
3.	 Inform the suspended officer if they are required to appear at trial as instructed by the 

Legal Section or the CLO. 
4.	 Make arrangements to have any evidence transported to and from court. The 

suspended officer will not transport evidence. 
5.	 Inform the CLO of the officer’s status, appearance instructions, and arrangements for 

transporting evidence. 

4-12.0 COURT-ORDERED FINGERPRINTING 

COURT COORDINATOR 

	 Picks up Forms CC-DC/CR19, Court-Ordered Fingerprinting, from the judge who ordered 
the fingerprinting each day court is in session. 

	 Gives the Forms CC-DC/CR 19 to the assistant precinct commander at the precinct where 
they are assigned. 

	 Ensures that forms are picked up in their absence. 

ASSISTANT PRECINCT COMMANDER 

	 Maintains a log of all forms received. 

	 Confirms fingerprinting of ordered defendants. 

	 Returns all Forms CC-DC/CR 19 to the District Court Traffic Criminal Administrator after the 
third business day. 

	 Ensures fingerprint cards and Forms 166 are submitted per current policy. 
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	 Immediately notifies the District Court Traffic Criminal Administrator by phone of subjects 
who are printed after the third business day. 

DESK OFFICERS 

	 When presented with a Form CC-DC/CR 19 by the defendant, check the form to make sure 
the defendant is at the ordered precinct. 

	 Direct the defendant to the precinct designated in the court order, if necessary. 

	 Confirm the individual’s identity. 

	 Conduct wanted checks on all subjects ordered to be fingerprinted. 

	 Photograph the defendant. 

	 Prepare a Form 166, obtaining an arrest number and UID number. The narrative will note 
that the defendant is being fingerprinted upon conviction of a summons/citation and include 
the name of the ordering judge. 

	 Draw a CC number for the charge on which the defendant was convicted, if no CC number 
is assigned to the charge. 

	 The arrest report will serve as the offense report. 

	 Fingerprint the defendant using the LiveScan system and: 
1.	 Enter the words “Court Ordered” in the OCA block. 
2. Enter the District Court tracking number. 

 Complete the return portion of the original court copy of the Form CC-DC/CR 19. 

 Have the individual date and sign the original Form CC-DC/CR 19. 

 Forward the completed Form CC-DC/CR 19, Form 166, and print cards to the assistant 
precinct commander. 

 Immediately release persons not sentenced to confinement upon completion of the 
fingerprinting and photographing. 

 If a defendant reports for fingerprinting after the three day limit, they will still be processed. 

4-13.0 CRIMINAL RECORD INQUIRIES 

NCIC/MILES WANTED CHECKS 

	 When an inquiry is made on limited data and a positive response is received, it is essential 
to match the remaining identifying data in the MILES or NCIC record with the information 
that the officer has on-hand before taking further action. 

	 Should any information be obtained as the result of an inquiry, the precinct/section 
instituting the request will be responsible for checking with the agency that entered the 
record in the file to ensure that no status change has occurred. 

	 Telephone inquiries will be made through the Information & Records Management Unit. 

	 Radio inquiries will be made through the dispatcher or mobile data computer. 

REFERENCE 

	 Field Manual, Article 1 (Investigations). 

4-13.1 DISSEMINATION OF CRIMINAL HISTORY 

GENERAL 

	 Criminal history information may be given to: 
1.	 Criminal justice agencies (e.g., police, courts, corrections, etc.). 
2.	 Agencies which are authorized by federal/state statutes or executive orders to conduct 

investigations for employment suitability or security clearances. 
NOTE: This includes InPursuit and any other records system that may contain criminal 
history information. 
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	 Individuals outside of the Department who are not members of the agencies listed above 
will be advised to contact the Criminal Records Repository of the State of Maryland. 

	 The Information & Records Management Unit will maintain a log of the names, identification 
numbers, etc., of members requesting criminal record checks. 

	 Telephone requests made by officers will be verified by the Information & Records 
Management Unit and the information requested will be given to the member in a return 
telephone call to the precinct/division. 

	 Criminal history information will not be given via the radio. 
NOTE: This does not include MILES/NCIC wanted checks. 

	 Department members will only obtain criminal record checks for purposes related to law 
enforcement. 

	 All criminal record information is considered confidential. 

	 It is a violation of the law for an officer to give a criminal record check to an individual not 
authorized to receive such information. 

4-13.2 EXPUNGEMENT OF ARREST AND CRIMINAL RECORDS 

ARREST/CUSTODY RECORDS 

	 Any adult or juvenile arrested on probable cause but then released without charge, prior to 
October 1, 2007, may request expungement of arrest records. 
NOTE: The Information & Records Management Unit began expunging arrest records on 
October 1, 2007, for subjects arrested and released without charge. 

	 A person requesting expungement or administrative removal will: 
1.	 Complete an Expungement of Records Form. 
2.	 If the arrest or detention occurred within three years of the request, also complete a 

General Waiver and Release Form. 

	 Requests for administrative removal of juvenile custody records will be reviewed by the 
Legal Section prior to removal. 

CRIMINAL RECORDS 

	 Department members encountering persons who desire to expunge criminal records in 
which actual charges have been placed, will advise those persons that application for 
expungement can only be made at the court where the person’s case was tried (i.e., Circuit 
Court or District Court in Towson), if the case disposition rendered was acquittal, charge 
dismissal, probation before verdict, nolle prosequi, or stet. 

	 Expungement applications will be made through the court clerk. 

	 Approval by the court will result in an expungement directive sent to the Information & 
Records Management Unit. 
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PRISONERS
 
Article 5 

5-1.0	 Prisoners [rev. 10/2014]
 

5-1.1 Prisoner Tracking [rev. 09/2016]
 

5-2.0	 Searches [rev. 04/2004]
 

5-2.1 Strip Searches [rev. 05/2014]
 

5-2.2 Body Cavities [rev. 09/2016]
 

5-3.0	 Prisoner Handling [rev. 06/1999]
 

5-3.1 Handcuffing of Prisoners [rev. 08/1998]
 

5-3.2 Transportation of Prisoners [rev. 09/2016]
 

5-3.2.1 Prisoner Transport Program [rev. prior to 2000]
 

5-4.0	 Prisoner Processing [rev. prior to 1994]
 

5-4.1	 Screening [n/a]
 

5-4.1.1 Suicide Screening [rev. 10/2014]
 

5-4.1.2 Health Screening [rev. 10/2014]
 

5-4.2 Prisoner Property [rev. 10/2014]
 

5-4.2.1 Property Release [rev. 12/2015]
 

5-4.3 Fingerprinting and Photographing [rev. 01/2014]
 

5-4.3.1 Fingerprint Card Completion [rev. 01/2014]
 

5-4.4 Bail Hearings [rev. 10/2014]
 

5-5.0	 Housing Prisoners [n/a]
 

5-5.1 Safety/Security [rev. 05/2011]
 

5-5.2 Prisoner Action Records [rev. 09/2016]
 

5-5.2.1 Incarceration Log Book [rev. 09/2016]
 

5-5.3 Detention [rev. 09/2016]
 

5-5.4 Segregating Prisoners [rev. 10/2014]
 

5-5.5 Prisoner Meals [rev. 09/2016]
 

5-5.6 Prisoner Visitation [rev. 10/2014]
 

5-5.7 Guarding Prisoners Requiring Hospitalization [rev. 10/2003]
 

5-5.7.1 Prisoner Visitation at Medical Facilities [rev. 12/2008]
 

5-5.8 Closure of Precinct Cellblocks [rev. 10/2014]
 

5-6.0	 Medical Issues [rev. 10/2014]
 

5-6.1 Pepper Aerosol Restraint Spray (ARS) [rev. prior to 2000]
 

5-6.2 Seriously Injured/Ill Prisoners [rev. 07/2003]
 

5-6.3 Prisoners Requiring Medication [rev. 10/2014]
 

5-6.4 Narcotic Addicts [rev. prior to 1994]
 

5-6.5 Communicable Diseases [rev. prior to 1994]
 

5-7.0	 Unusual Occurrences [rev. 10/2014]
 

5-7.1 Escape from Department Custody [rev. prior to 1994]
 

5-8.0	 Removal of Detention Center Prisoners [rev. prior to 1994]
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PRISONERS
 

5-1.0 PRISONERS 

DEFINITION 

	 Prisoner - includes arrestees both pre- and post-bail hearing. Unless otherwise noted, it 
also includes persons held for other jurisdictions (e.g., Detention O.J., extradition, etc.) and 
juveniles. 

ABBREVIATIONS 

 JID - Juvenile Identification. 

 UID - Unique Identifier. 

FORMS 

 Incident Report.
 
 Incident Supplement.
 
 Form 117 - Juvenile Referral/Custody Report.
 
 Form 166 - Arrest Report.
 
 Form 166B - Arrestee Screening Form.
 

DEPARTMENT MEMBERS 

	 Are responsible for the custody and safety of prisoners and management and security of 
the facility under their control. 

	 Will not recommend any person, firm, or corporation as attorney, counsel, or bondsperson 
to a prisoner. 

	 Will not be directly or indirectly involved with making arrangements, agreements, or 
compromises between a criminal and victim for the purpose of allowing the criminal to 
escape punishment provided by law. 

5-1.1 PRISONER TRACKING 

GENERAL 

	 All prisoners are tracked utilizing the EBooking system. 

	 Arresting officers and desk officers will enter arrest data into EBooking for adult prisoners, 
juveniles, and persons arrested by other units/divisions who are brought into a precinct for 
processing and detention. 

	 After release from police custody, prisoner disposition will be entered into the EBooking 
system. 

	 When precinct computers are out-of-service for extended periods, adjacent precincts with 
an operational system will be utilized to update information. 

SHIFT COMMANDERS 

	 Conduct a face to face check of the actual prisoner population against the EBooking system 
at least once per shift to ensure: 
1.	 The safety and welfare of the prisoners, and
 
2. EBooking entries are updated and accurate.
 
NOTE: This is recommended to be completed at the beginning or end of each shift.
 

	 Sign the Form 91, Daily Summary Report, indicating that the face to face prisoner check and 
EBooking system verification were completed. 
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5-2.0 SEARCHES 

DEPARTMENT MEMBERS 

	 Responsible for searching prisoners will be held accountable for a proper and thorough 
search. 

 Immediately search a prisoner upon apprehension, unless exigent circumstances exist. 

 Make an initial search of outer garments and handbags when searching a prisoner of the 
opposite gender. 

 Make a full body pat down, preferably in the presence of another officer, when it is believed 
a prisoner of the opposite sex is in possession of a weapon. 

 Use care when conducting searches in areas where there may be sharp objects. 

 Never place a prisoner into a cell without a thorough search. 

5-2.1 STRIP SEARCHES 

STRIP SEARCHES 

	 May be conducted when specific factors are present which establish a reasonable, 
articulable suspicion that the search will recover items seizable by law. 
NOTE: A prisoner’s previous criminal history or InPursuit record alone does not provide 
sufficient criteria. 

	 Must be approved by the shift commander; however, when exigent circumstances exist and 
the shift commander is not readily available, a supervisor or acting supervisor may 
authorize the search. The supervisor must: 
1.	 Ensure strip search requirements are met and in accordance with departmental rules 

and regulations. 
2.	 Notify the shift commander as soon as possible and submit a supplement to the 

incident report detailing the exigent circumstances. 

 Conducted by an officer along with a witnessing officer, both being the same gender as the 
prisoner. 

 Conducted in departmental facilities, when possible. 

 Conducted in secure areas away from the view of others. 
NOTE: The prisoner will not remain unclothed any longer than is absolutely necessary. 

 Noted in the narrative portion of the Form 166 or Form 117 and will contain the: 
1.	 Reason the search was made. 

NOTE: A specific reason must be given; statements such as “Search Incident to 
Arrest” or “See prisoner’s criminal history/InPursuit record” are not sufficient. 

2.	 Name of the shift commander/supervisor approving the search. 
3.	 Name of the officer conducting the search and witnessing officer. 
4.	 Date, time, and place the search was made. 
5.	 Result of the search. 

5-2.2 BODY CAVITIES 

GENERAL 

	 The mouth is the only body cavity that may be searched without a warrant. In this instance 
there must be probable cause to believe the prisoner is concealing something. 
NOTE: Reasonable force may be used to prevent swallowing the object. 

	 Search of body cavities other than the mouth require a search warrant. In this instance: 
1.	 There must be a clear indication that the person has within their body evidence or 

contraband, which must be removed. 
2.	 The shift commander or squad supervisor may give the authority to apply for a search 

warrant. 
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3.	 The search must be done by a licensed physician. 
4.	 Force may be used to the extent necessary to effect submission to the body cavity 

search. 

MEMBERS 

	 Contact a Vice/Narcotics Section supervisor prior to applying for a warrant to conduct a 
body cavity search. 

EMERGENCY SEARCHES 

	 Police personnel may direct an authorized physician to conduct a search of body cavities 
without a warrant in an emergency when time is of the essence, after permission has been 
given by the shift commander or squad supervisor. 

	 The highest-ranking officer involved in authorizing the search must file a detailed report 
explaining the emergency conditions. 

REFERENCES 

 Field Manual, Article 1 (Investigations). 

 Field Manual, Article 7 (Evidence). 

5-3.0 PRISONER HANDLING 

OFFICERS 

	 Making an arrest or at any time having prisoners in their custody who are not confined to a 
cell, will guard their prisoners closely, using the utmost caution to prevent them from 
escaping or injuring anyone in such manner. 

5-3.1 HANDCUFFING OF PRISONERS 

DEPARTMENT MEMBERS 

 Will refer to Field Manual, Article 12 (Use of Force/Weapon Systems), regarding proper 
handcuffing procedures. 

 Should obtain the judge’s permission to keep restraining equipment on high-risk prisoners 
during court proceedings. 

5-3.2 TRANSPORTATION OF PRISONERS 

SAFETY/SECURITY FACTORS 

	 Include the: 
1.	 Prisoner’s demeanor and physical condition. 
2.	 Seriousness of pending charges. 
3.	 Previous escape risk (when known). 
4.	 Type of security at destination. 
5. Previous use of pepper aerosol restraint spray (ARS). 

 Determine the: 
1.	 Mode of transportation used. 
2.	 Number and type of personnel necessary to safely transport/guard the prisoner. 
3.	 Additional safety measures required (e.g., seclusion from public, medical needs, etc.). 
4.	 Special needs of the prisoner (e.g., wheelchair, crutches, etc.). 

PRISONERS 

	 Will be seat belted in police vehicles, if practical and safe to do so. 
EXCEPTION: Prisoner transport wagons. 
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	 Will not be secured by any means to fixtures within police vehicles. 

	 May be transported in vehicles with screens, without another officer’s assistance, but must 
be seated in the right rear passenger seat. If multiple prisoners are to be transported, 
another police car will be requested to respond if the prisoner transport wagon is not 
available. 

	 Transported in vehicles without screens, will be seated in the right rear passenger seat and 
an assisting officer, if available, will ride along in the left rear passenger seat. When 
transporting two prisoners, an assisting officer will ride in the left rear passenger seat with 
the prisoners seated in the center and right rear passenger seats. 

	 Of opposite sexes, are not to be transported together unless exigent circumstances exist. 
EXCEPTION: Prisoner transport wagons with separate areas for segregation of prisoners. 

	 Will not be placed face down in a prisoner transport wagon if ARS was used. 

	 Who are juveniles, will not be transported with adult offenders unless juvenile jurisdiction 
has been waived or exigent circumstances exist. 

	 Will not be allowed to communicate with anyone while in transport. 

PRISONER TRANSPORT WAGONS 

	 Used for prisoner transportation, when available. 

	 Must be used when transporting three or more prisoners. 

	 Used to transport prisoners recovering from the effects of ARS whenever possible. 

	 Will not be used to transport non-violent, “constant watch” prisoners. 

	 Should not be used for more than eight prisoners at one time unless exigent circumstances 
exist. Accompanying officers will be assigned to the prisoners at the discretion of the shift 
commander. 

PRISONER TRANSPORT OFFICERS (PTO) 

	 May be sworn members or provided by a contracted vendor. 

	 Transport prisoners to/from precincts, courts, commissioner’s offices, medical facilities, and 
detention centers. 

	 Review all paperwork related to prisoners in their custody to ensure that all warrants, 
detention, and removal orders are completed prior to releasing the prisoner. 

	 Search prisoners/arrestees and transport vehicles before and after transport. 

	 Immediately report any personal property or contraband discovered for an appropriate 
investigation and/or reporting. 

	 Observe prisoners in their control for visible signs of physical injuries, abnormal behavior or 
potential suicidal behavior, and make note of statements made by the prisoner regarding it. 

	 Notify dispatch: 
1.	 To request assistance and/or additional equipment necessary when transporting 

mentally or physically handicapped persons, their equipment, or medication. 
NOTE: Assistance may be requested from the Baltimore County Fire, Health, or Social 
Services Departments. 

2.	 Of the starting location, destination, and vehicle mileage at the beginning and end of 
the trip, when transporting prisoners of the opposite sex. 
EXCEPTION: Fugitive transports when out of radio range. 

	 Will not stop during prisoner transport to respond to the need for police services except 
under the following circumstances and only when there is minimal risk to the prisoner: 
1.	 During on-view life or death situations. 
2. When services can be offered via radio without exiting the vehicle. 

 Report any unusual incident to the shift commander immediately. 
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	 Stand by until desk officers complete screening evaluations. If an emergency evaluation is 
necessary, a sworn transport officer will take the person for evaluation. Other jurisdictions 
housing prisoners in Baltimore County will also follow this procedure. 
EXCEPTION: Department plain-clothes personnel and members of covert units (e.g., Vice, 
Intelligence, Narcotics, etc.). 

 Secure personal property belonging to transported individuals. 

 May release a prisoner’s property upon the prisoner’s release from custody. Excessive 
amounts of personal property will be forwarded to the Evidence Management Unit. 

	 Are responsible for the proper sign off and disposition of all reports and documentation 
relating to a prisoner. Vendor PTOs will stand by until desk officers review all reports 
related to the prisoner for completeness and accuracy. 

	 Return to their assigned precinct duties when not engaged in transporting prisoners. 

	 May be utilized to assist desk officers in the event of unplanned personnel shortages. Shift 
commanders should contact the PTO supervisor for such requests. Desk duties will not 
interfere with prisoner transport. 

	 Employed by a vendor, will defer to the authority and responsibility of a Department 
member if questions arise regarding specific prisoner transport situations. 

DESK OFFICERS 

	 Notify the PTO of and note any pertinent information (e.g., medical conditions, escape risks, 
detainers, additional warrants, etc.) on the Form 166. 

SUPERVISORS 

	 Monitor multiple prisoner transports to ensure adequate resources and safety measures are 
employed. 

TRANSPORT BETWEEN FACILITIES 

	 The PTO will notify the appropriate judge or other court officials when a prisoner presents a 
security hazard prior to transport to court. 

	 Prior to transporting a prisoner from a temporary police holding facility to the Detention 
Center or the Department of Corrections, the PTO will obtain the necessary paperwork from 
the desk officer. Upon arrival the PTO will: 
1.	 Surrender any weapon to the duty officer. 
2.	 Remove restraining devices within a secure area as directed by detention facility 

personnel. 
3.	 Deliver necessary documentation, including a copy of the arrest report, to the detention 

facility officer. 
4.	 Obtain the name of the officer receiving the prisoner and the time of release, and 

provide it to the desk officer upon return of the paperwork to the precinct. 
5.	 Obtain the signature of the officer receiving any prisoner property on the copy of the 

Form 15, Property Inventory. 

5-3.2.1 PRISONER TRANSPORT PROGRAM 

GENERAL 

	 The Prisoner Transport Program will be guided by the current vendor contract as 
negotiated. 

OPERATIONS BUREAU COMMANDER 

 Or his designee, oversees the Prisoner Transport Program. 

 Designates a Program Administrator to act as a liaison with the prisoner transport 
contractor. 
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PROGRAM ADMINISTRATOR 

	 Monitors the program to ensure contract compliance. 

	 Ensures that Prisoner Transport Officers (PTOs) are trained regarding proper procedures. 

	 Mediates conflicts arising from transport assignments. 

	 Reviews and maintains appropriate records. 

	 Advises the Bureau Commander of any unusual occurrences related to prisoner transport. 
NOTE: Investigative responsibility for the unusual occurrence lies with the precinct where 
the prisoner originated. 

5-4.0 PRISONER PROCESSING 

GENERAL 

 Prisoners will be processed as soon as possible.
 
 Prisoners will be positively identified prior to being released or transported.
 

5-4.1 SCREENING 

5-4.1.1 SUICIDE SCREENING 

FORM 166B, ARRESTEE SCREENING FORM 

	 Completed in the EBooking system prior to placing any individual into the cellblock or 
holding cell, including individuals placed in secured detention. 

	 Two copies will be printed and placed with the arrestee’s arrest documents. 
NOTE: An additional copy will accompany the prisoner if transferred or released to a 
detention facility. 

SCREENING MEMBERS 

	 Will be alert for potential signs of suicidal behavior, which include: 
1.	 Evidence of prior suicide attempts. 
2.	 Talk of suicide, including jokes. 
3.	 Alcohol or drug intoxication. 
4.	 Unrealistic attitude or a lack of a sense of the future. 
5.	 Excessive shame or guilt. 
6.	 Severe mood changes. 
7.	 Known mental illnesses. 
8. Behavior of a provoking manner. 

 Check InPursuit and other available databases for prior suicide attempts and emergency 
commitments. 

	 Document observations on the Form 166B. 

	 Immediately notify the shift commander of potential suicidal behavior. 

	 Complete a Form 166B prior to placing the prisoner in the cellblock or holding cell. If the 
prisoner is violent and cannot be interviewed: 
1.	 Place the prisoner into cellblock or holding cell area and institute
 

observation/supervision checks at intervals no longer than 15 minutes.
 
2.	 Immediately notify the shift commander. 
3.	 Complete the Form 166B when behavior permits. 

SHIFT COMMANDERS 

	 Personally interview and observe the prisoner to determine or verify their condition and 
decide if an emergency evaluation is necessary upon notification of a prisoner’s violent 
behavior, or an automatic notification resulting from the completion of the Form 166B. 
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	 Establish appropriate observation/supervision of the prisoner: 
1.	 Routine checks - no longer than 30 minute intervals. 
2.	 Active checks - no longer than 15 minute intervals. 
3.	 Constant checks - uninterrupted personal visual observations that may include using a 

holding cell apart from the main cellblock. 

 Arrange to house the prisoner at another precinct or the Detention Center if a holding cell 
apart from the main cellblock is not available. 

	 Initiate an emergency evaluation when appropriate. 

	 Note any actions/observations made, and type of checks to be conducted, on the Form 
166B. 

PRISONERS 

	 Who are not committed to a treatment facility after an emergency evaluation, will be 
returned to the precinct in which the suicide screening took place. The precinct will take 
responsibility for the prisoner, subsequent treatment, or transportation. 
EXCEPTION: Prisoners housed for other agencies that require transportation, treatment, 
or evaluation will be the responsibility of the other agency, unless an emergency exists. 

	 Held for other agencies who cannot be placed in a precinct cellblock (e.g., suicide watch, 
etc.) will be guarded by personnel from the other agency. 

5-4.1.2 HEALTH SCREENING 

DESK OFFICERS 

	 Screen the prisoner to determine: 
1.	 The current health of the person. 
2.	 The importance and location of medications currently being taken by the prisoner. 
3.	 The prisoner’s behavior, state of consciousness, and mental status. 
4.	 If there are any body deformities, traumatic markings, bruises, jaundice, or other 

injuries or illnesses. 

	 Enter any and all observations in the EBooking record. 

	 Promptly notify the shift commander if medical attention is required or if medical treatment 
is specifically requested. 

 Notify the oncoming desk officers, and/or the prisoner transport officer (PTO), of any 
prisoner(s) having a serious medical/mental condition. 

SHIFT COMMANDERS 

	 Ensure the prisoner receives medical attention and is transported immediately to a medical 
facility if an emergency exists. 

	 Follow procedures regarding medical issues. 

5-4.2 PRISONER PROPERTY 

GENERAL 

	 Desk officers will provide safekeeping for the personal property of prisoners. 

	 Prisoners will only be able to keep their immediate clothing, except belts and shoes. If 
other clothing is deemed dangerous to life or would aid escape, the shift commander will 
make a decision as to whether or not the prisoner may keep the clothing. 

PROCESSING OFFICERS 

 Record prisoner property in the EBooking system.
 
 Print two copies of the Form 15, Property Inventory, when completed.
 
 Have the prisoner sign the completed Forms 15.
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	 Place the prisoner’s property in one large manila envelope. 
NOTE: The Baltimore County Detention Center will not accept any quantity of prisoner 
property larger than one envelope. 

	 Forward any additional prisoner property to the Evidence Management Unit (EMU) in the 
event that the property is not immediately released to a designated person by the prisoner. 
NOTE: Large brown paper bags are supplied by the Materials & Facilities Management 
Unit for large quantities of prisoner property. 

	 Will not package cigarette lighters and tobacco products with prisoner property. They will 
be released immediately to a person designated by the prisoner, or will be packaged and 
forwarded to the EMU. 

	 Count all money in the presence of another officer and the prisoner. 

	 Seal money in a smaller envelope and place the prisoner’s signature and the officer’s 
initials across the seal. 

	 Place properly packaged envelopes containing money inside the prisoner’s manila 
envelope. 

	 Ensure the large manila property envelope is sealed with tape and sufficiently marked to 
identify its ownership. 

	 Staple the Forms 15 to the outside of the prisoner’s manila envelope. 

PROPERTY STORAGE 

 All prisoner property will be secured in an individual locker. 

 Desk officers will: 
1.	 Place their initials, date, and time received across the flap of the sealed prisoner 

property envelope. 
2. Place the sealed property envelope in a locker and secure with a keyed lock. 

 Prisoner property will not be removed from the envelope unless an emergency exists. In 
this instance, a supervisor will make the decision to open the envelope. 

 If an envelope is opened due to an emergency, the member will: 
1.	 Note the reason for opening on the rear of the old envelope and in the Comments field 

of the Form 166. 
2.	 Place the old envelope into a new one. 
3.	 Seal the new envelope per standard procedures. 
4.	 Secure the property in a locker. 

	 Property lockers for all prisoner property will be inspected by the on-coming desk officer to 
ensure that they are properly secured. The inspection will be documented in the 
Prisoner/Property block of the Form 91, Daily Summary Report. 
NOTE: Desk officers going off duty will be held accountable for improperly secured lockers. 

5-4.2.1 PROPERTY RELEASE 

GENERAL 

	 Property not stolen or held as evidence will be turned over to prisoners upon release. The 
releasing officer: 
1.	 And the prisoner must sign the Form 15, Property Inventory. 
2.	 Will note refusal by the prisoner to sign the Form 15. 
3. Submits the completed Forms 15 to their supervisor. 

 When prisoners are taken to another institution: 
1.	 Their property will be turned over to the receiving authority. 
2.	 The receiving authority will sign the Form 15. 
3.	 The Form 15 will be returned to the respective precinct/division for distribution. 
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	 When it is expected that prisoner property will not be accepted by the receiving authority 
(e.g., pocket knife, cigarette lighter, tobacco products, more property than will fit in a large 
manila envelope, etc.), the arresting officer will: 
1.	 Properly package the item(s). 
2.	 Complete and sign a Form 128A, Disposition of Prisoner Property (original and one 

copy), ensuring that the prisoner: 
a.	 Understands that property not claimed within 45 days will be considered 

unclaimed property and will be disposed of in accordance with the Baltimore 
County Code. 

b.	 Signs the form. 
NOTE: Refusal of the prisoner to sign will be noted on the Form 128A by the 
arresting officer, and a witnessing officer’s signature must also be obtained. 

3.	 Forward the property to the Evidence Management Unit (EMU) within 48 hours with the 
Form 15 (original and one copy), a Form 128, Disposition of Property/Evidence, and 
the original Form 128A. 
NOTE: The copy of the Form 128A is the prisoner’s copy and will accompany the 
prisoner until they are released. 

	 Property designated for pickup by another person must be picked up before the arresting 
officer goes back in service. 
NOTE: The arresting officer must package the property and forward it to the EMU if not 
picked up prior to the officer going back into service. 

 Every effort will be made by the precinct/division involved to return the property to its owner. 

 A supervisor will approve and distribute the Form 15 after the prisoner property has been 
released as follows: 
1.	 Original - to the Information & Records Management Unit. 
2.	 Copy - placed into precinct/division files. 

EVIDENCE MANAGEMENT UNIT 

	 Monitors Forms 128A to determine those that remain on file longer than 45 days. 

	 Verifies whether property owners are currently incarcerated in the Baltimore County 
Detention Center (BCDC), upon receipt of property marked to be released. 

	 Notifies property owners by mail that: 
1.	 Unclaimed property will be disposed of at the conclusion of the 45 days. 
2.	 Property may be designated for pickup by a third party within the 45 day period, upon 

completion and return of the notification letter to the EMU, authorizing a designee. 
NOTE: Incarcerated property owners will be notified via mail sent to the detention center. 

 Sends notification letters to persons listed as authorized designees, indicating that property 
may be claimed at the authorization of the property owner. 

	 Disposes of unclaimed property after 45 days, in accordance with the Baltimore County 
Code. 

PROPERTY ACCEPTED BY DETENTION CENTER 

	 Officers transporting a prisoner from a detention or correctional facility outside of Baltimore 
County will inform the releasing jurisdiction that the Department cannot accept responsibility 
for items other than those deemed acceptable by the Detention Center. The following is 
considered acceptable property: 
1.	 All monies (U.S. currency only). 
2.	 All legal papers and related materials. 
3.	 Personal photographs (no Polaroids). 
4.	 Stationery (blank envelopes and paper) and stamps. 
5. Only that personal clothing worn by the prisoner.
 
NOTE: Prior to accepting a prisoner, officers will search the prisoner’s property for
 
contraband, unacceptable property, etc.
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REFERENCES 

 Baltimore County Code.
 
 Field Manual, Article 6 (Miscellaneous Property Issues).
 

5-4.3 FINGERPRINTING AND PHOTOGRAPHING 

GENERAL 

	 The LiveScan System is a machine used for fingerprint identification using electronic/digital 
recording technology. 

	 Fingerprint processing will be done electronically. 

	 All arrested subjects 18 years of age or older, and juveniles meeting the fingerprinting 
criteria will be LiveScan fingerprinted and photographed. 
EXCEPTION: Persons who are mentally disturbed or released without charge. 

	 The LiveScan system may be used for identification purposes. The fingerprints are sent 
electronically. No fingerprint cards are needed for identification. 

	 Lethal weapons will not be worn by Department members during prisoner processing. 

	 Personnel utilizing the LiveScan system need to be approved by the LiveScan 
Administrator. 

	 Attempts will be made to process persons with deteriorated fingerprints. In the event that 
an individual cannot be processed with the LiveScan system due to a deteriorated 
fingerprint or physical deformity, processing officers may complete one inked Baltimore 
County fingerprint card. 
NOTE: A Forensic Services Section technician may be contacted for assistance in 
obtaining inked fingerprints from an individual with a physical deformity. 

	 In the event that the LiveScan System is not operational, members will transport prisoners 
to an adjacent precinct for processing. 

	 Cards will be printed out at the precinct and forwarded to the Fingerprint Identification Unit. 

	 Desk officers will be responsible for the quality of fingerprints and the entering of prisoners’ 
information. 

	 The Department of Public Safety and Correctional Services (DPSCS) website will be 
accessed for each card approximately 15 to 20 minutes after the prints have been sent. 
This website will provide an e-mail containing the State Identification (SID) number returned 
for each subject by CJIS. During peak periods, it may take up to two hours for the DPSCS 
to process the fingerprints. If the information is not available after two hours, contact the 
DPSCS Help Line. 
NOTE: If an immediate response is needed from the DPSCS, the on-duty supervisor can 
be contacted. 

JUVENILE PROCESSING 

	 Juvenile offenders cannot see or communicate with adult offenders while being processed. 

	 Juveniles 14 years of age or older must be LiveScan fingerprinted and photographed when 
arrested, and transported to a departmental facility, for any of the following offenses: 
1.	 Any felony. 
2.	 All burglaries. 
3.	 Unauthorized use of a motor vehicle. 
4.	 All sex offenses. 
5.	 Trespassing (Peeping Tom). 
6.	 Indecent exposure. 
7.	 Prostitution. 
8.	 Handgun violations. 
9.	 Second Degree Assault. 
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10. Destruction of Property-Graffiti. 
11. All gang-related offenses. 
12. Any other charge, with permission of the shift commander or higher. 

	 Juveniles under the age of 14 will only be photographed and LiveScan fingerprinted with 
the permission of a shift commander or higher. Justification for this decision must be noted 
in the Incident Report. 

	 Procedures for LiveScan fingerprinting juveniles: 
1. With the LiveScan software opened, select the “New” button from the toolbar. 
2.	 Select booking type “Juvenile Arrest.” The record will appear similar to an adult criminal 

arrest. 
3. Enter charges into the EBooking system only; do not enter them into the LiveScan 

system. 
4. Enter all required fields in both the EBooking and LiveScan systems. 

NOTE: There is no data transfer available in the juvenile section of the EBooking 
system. 

5. Place the JID number under the Transaction tab (Originating Agency Case #). The 
Central Complaint (CC) number will be placed under the Arrest Information tab into the 
identification comments field. 

6. LiveScan fingerprint the juvenile. 	Once completed, lock the record, transmit the data, 
and print the cards. 

7. Write the charges onto the Maryland fingerprint card.
 
NOTE: DPSCS does not return responses on juvenile arrests.
 

REFUSAL TO SUBMIT TO PROCESSING 

	 If a prisoner refuses to be processed, he/she will be taken for a bail hearing and the 
commissioner will be informed of the refusal, along with the fact that the subject might be 
wanted or could possibly be using false identification. 

	 If the court commissioner refuses to conduct a bail hearing until the prisoner is identified, 
document that fact, and hold the prisoner at the precinct until the next sitting of the Court. 

	 Contact the Administrative Judge to request the matter be put on the docket and request 
that a court order be imposed for the prisoner to submit to fingerprinting, processing, etc. 
NOTE: The Legal Section may be contacted for further instructions, if necessary. 

PHOTOGRAPHING 

	 All prisoners receiving a UID number must be photographed, utilizing the EBooking system. 

	 The EBooking Form 15, Property Inventory, which contains the prisoner’s photograph, will 
be kept with personal property and readily available to identify the prisoner. 

	 A copy of the Form 166 will be given to the private security agency contracted to transport 
prisoners to a detention facility. 

5-4.3.1 FINGERPRINT CARD COMPLETION 

GENERAL 

	 The processing officer will sign their name and departmentally assigned identification 
number on the LiveScan fingerprint card. 

	 The prisoner will be requested to sign their name on the LiveScan fingerprint card. 

INKED BALTIMORE COUNTY FINGERPRINT CARDS 

	 Prisoners will only be fingerprinted using ink and a Baltimore County card in situations 
where persons have deteriorated fingerprints or a physical deformity which does not allow 
for the LiveScan system to be used. 

	 Write “Juvenile Waived” on the card if the juvenile is processed as an adult. 
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	 Enter all pertinent information on the fingerprint card, including the title of all the charges in 
the appropriate blocks. 

	 Place palm prints on the back of the card. 

	 Forward the card to the Fingerprint Identification Unit for processing. 

PALM PRINTS NOT ACCEPTED BY LIVESCAN 

	 Print out the palm cards displaying the prisoner’s information. 
	 Place the palms on the correct cards. The right palm and the writer’s palm will be placed on 

the palm card that has the circled right hand, the left palm and writer’s palm will be placed on 
the palm card with the circled left hand. The palm print cards will be stapled to the related 
LiveScan card. 

	 Compare the State Identification (SID) number indicated on the DPSCS website to the RAP 
sheet previously printed for the individual, if available. 

	 If the SID number matches the number on the RAP sheet, write it on the LiveScan card and 
the entry on the DPSCS website will be deleted. 

DESK OFFICERS 

 Submit completed LiveScan fingerprint cards to a supervisor for approval.
 
 Inform the on-coming desk officer of any pending identifications or unresolved issues.
 

SUPERVISORS 

	 Inspect LiveScan fingerprint cards for accuracy in charging information, SID numbers, UID 
numbers, etc. 

	 Place LiveScan fingerprint cards in an envelope and forward them to the Fingerprint 
Identification Unit via intra-departmental mail. 

5-4.4 BAIL HEARINGS 

BAIL HEARINGS 

	 Precincts/sections will be responsible for transporting their prisoners to bail hearings, 
including those arrested by the Fugitive Team and the Vice/Narcotics Section (when 
requested). 
EXCEPTION: When previous arrangements have been made with another 
precinct/section, or with the contracted vendor. 

	 Other police agencies will be responsible for transporting their prisoners to bail hearings. 

5-5.0 HOUSING PRISONERS 

5-5.1 SAFETY/SECURITY 

COMMANDERS 

	 Maintain and post emergency evacuation plans for prisoners. 

KEYS 

	 Two sets of keys will be made available for each lock within the lockup and controlled by 
desk members. The first set will be used in the course of normal duty, while the second set 
will be kept within the lockup control area (desk) for emergency use. 

	 Desk members will not carry related keys into the cellblock area. 

WEAPONS 

	 Firearms will not be permitted within the secured lockup areas. 
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	 Firearms will be placed in firearms lockers where available or locked within a cabinet 
behind the control area. 

	 Other Department-issued weapons can be carried within the secured lockup area for self-
defense or to defend another from physical harm. 

	 Non-departmental equipment which could be used as a weapon or restraining device will 
not be allowed within the secured lockup area except upon the authority of the shift 
commander or higher. 

MAINTENANCE TOOLS 

	 Are only allowed in the lockup area for maintenance purposes and only when no prisoners 
are being held in the lockup area. 

	 Carried into cellblocks will be properly accounted for by desk personnel upon completion of 
repairs. 

CELLBLOCK SECURITY 

	 A documented weekly inspection of the cellblocks will be completed to locate weapons and 
contraband and identify signs of operational wear or detainee tampering. Deficiencies will 
be reported to a supervisor immediately. 

	 Cellblocks will be checked prior to placing prisoners in the cellblock and immediately after 
their removal. 

	 Ingress and egress doors to the cell or detention area will be secured and locked at all 
times when occupied by a prisoner. 

	 Access to prisoners and cellblocks is restricted to essential personnel. 

	 Under no circumstance will a member enter an occupied cellblock without another member 
present. 
NOTE: Another member with direct visual contact, including those monitoring an operable 
electronic surveillance system, will suffice as the member’s presence. 

	 Some conditions necessitating members to enter an occupied cellblock are: sickness, 
injury, fight, feeding, inspection, etc. 

	 A prisoner will never be delegated the authority to manage, supervise, or control other 
prisoners. 

	 Electronic surveillance systems in precinct cellblocks are only for security and safety. 

	 Audio receiving equipment in the cellblock area is to be used in situations deemed to be an 
emergency or when officer or prisoner safety is involved. Audio equipment is never to be 
used to violate privacy or in investigations. 

5-5.2 PRISONER ACTION RECORDS 

GENERAL 

	 Prisoner action records must be maintained for all adult and juvenile prisoners in police 
custody. The following prisoner actions require documentation: 
1.	 All required checks (i.e., routine, active, or constant). 
2.	 Prisoner movements (e.g., arrival at facility, placed in or removed from cell, leaving or 

returning from a hospital or a bail hearing, etc.). 
3.	 Feeding. 
4.	 Processing. 

	 Juvenile prisoner action records will be maintained in the EBooking system within the 
Action Log tab for each individual arrestee. 
NOTE: Supervisors reviewing juvenile EBooking records must ensure each prisoner’s 
Action Log tab is complete, prior to approving the record. 

	 Adult prisoner action records will be maintained in an Incarceration Log Book containing the 
records for all adult prisoners entering the facility. 
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5-5.2.1 INCARCERATION LOG BOOK 

GENERAL 

	 Is a record ledger which is divided, left to right, containing at a minimum, the following 
columns: 
1.	 Date of action. 
2.	 Time of action. 
3.	 Officer’s signature. 
4.	 Officer’s identification number. 
5.	 Number of prisoners in the facility. 
6.	 Type of action (e.g., entered facility, processed, fed, transported to hospital or bail 

hearing, required check, etc.). 
NOTE: Individual prisoners’ names must be listed in the remarks column for all actions 
not applicable to all prisoners currently in the facility. 

7.	 Remarks. 

	 Is to be retained for five years past the last entry date and then discarded. 
EXCEPTION: Original incarceration logs for unusual occurrences will be kept with the 
administrative investigation reports. 

5-5.3 DETENTION 

GENERAL 

	 Desk officers are responsible for a thorough search of same gender prisoners prior to 
placement in cellblocks. 

	 When the desk officer is of the opposite gender, an officer of the same gender will 
thoroughly search the prisoner prior to placement in a cellblock. 
NOTE: If an officer of the same gender is unavailable, another precinct will be contacted to 
supply the officer required to conduct the search. 

 At no time will prisoners of the opposite gender occupy the same cellblock. 

 Proper housing of prisoners is the responsibility of the shift commander of the 
precinct/division where detained. 

	 Prisoners are to be made as comfortable as practicable and given opportunity and access 
to a telephone for the purpose of family notification, and/or contacting counsel or 
bondsmen. 
EXCEPTION: When the use of a telephone would impede an investigation. 

	 Prisoners will have access to toilet paper and paper towels at all times. 

	 Prisoners will be physically observed at least once every 30 minutes at staggered intervals 
to ascertain their condition. This must be recorded in accordance with Department 
procedures (Refer to Section 5.2, Prisoner Action Records). 

 Prisoners will have access to paper cups and water or a water fountain. 

 Prisoners will not be allowed to leave a precinct lockup for any reason other than: 
1.	 To be taken to a detention facility. 
2.	 Sickness. 
3.	 Court. 
4.	 Interviews. 
5.	 Authorized release from custody. 

	 When a prisoner is allowed to leave the precinct lockup for special situations, the shift 
commander will prescribe transportation/security procedures (e.g., use of additional 
officers, special restraining devices, etc.) based on the circumstances, keeping in mind the 
extraordinary opportunity for the prisoner to escape or inflict injury on themselves or others. 
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PRISONER STATUS 

	 Prisoners not released on their own recognizance, or unable to post bail, will be transported 
to the Detention Center with all the required paperwork. 

	 Wanted checks via Maryland Electronic Telecommunications Enforcement Resource 
(METERS), Baltimore County, and the District Court Information System will be conducted 
on prisoners before taking custody from another jurisdiction and: 
1.	 Open warrants will be served by the original arresting agency. 

EXCEPTION: A warrant that states it must be served in the originating jurisdiction. 
2.	 Baltimore County warrants will be served by Department members. 

ADULT PRISONERS 

	 Are to be separated by sight and sound from juvenile prisoners and from prisoners of the 
opposite gender. 
NOTE: The term “sight and sound” refers to general contact and normal conversation. 

	 The Operations Bureau Commander, or his/her designee, will designate precincts 
responsible for the temporary housing of female prisoners. Female prisoners will be 
housed at the designated precincts in the following instances: 
1.	 If it is estimated that processing, etc., will take longer than four hours. 
2.	 If a bail hearing cannot be arranged within four hours. 

	 Designated precincts will be contacted prior to transporting female prisoners to their 
location for availability and personnel requirements. 
NOTE: It will be the responsibility of the arresting precinct to supply a female officer if 
requested by the designated precinct shift commander. 

	 The arresting officer will complete all arrest related paperwork and stay with the prisoner 
unless the designated precinct shift commander advises he/she is not required. 

	 Members should not enter cells where prisoners of the opposite gender are confined unless 
accompanied by another Department member. 
EXCEPTION: When exigent circumstances exist. 

JUVENILES 

	 Not waived as adults must be handled in accordance with Field Manual, Article 3 (Juvenile 
Procedures). 

REFERENCES 

 Field Manual, Article 4 (Arrest, Custody, and Court). 

 Field Manual, Article 3 (Juvenile Procedures). 

5-5.4 SEGREGATING PRISONERS 

GENERAL 

	 Prisoners will be separated from others upon notification and approval of the shift 
commander when: 
1.	 There exists a potential for bodily harm or property damage due to their behavior or 

physical condition. 
2. Persons are violent, or under the influence of alcohol/narcotics. 

 Shift commanders will review the circumstances and Form 166B prior to placing a prisoner 
in segregation. 

 When segregation is necessary, the prisoner will be: 
1.	 Denied access to clothing or articles having potential to cause harm. 
2.	 Checked more frequently than the standard 30-minute intervals. 
3.	 Afforded the same living conditions and privileges extended to the general prisoner 

population. 
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	 When a prisoner is segregated, the Action Log tab of the EBooking system and the Form 
166B will contain: 
1.	 Circumstances/reason for segregation. 
2.	 Mental and physical condition of the prisoner. 
3.	 Date, time, and location of housing. 
4.	 Special needs of the prisoner. 

	 Segregation of prisoners is to be terminated when the reasons for segregation no longer 
exist. The date and time the prisoner is returned to the general population will be recorded 
on the Action Log tab of the EBooking record and the Form 166B. 

5-5.5 PRISONER MEALS 

MEALS 

	 Are individual, pre-packaged food for lunch and dinner, and are marked with an expiration 
date. 

	 Consisting of special diets are allowed for medical conditions if prescribed by a licensed 
physician or to permit a prisoner to abide by religious or cultural dietary rules. These meals 
must be approved by the shift commander and paid for by the prisoner. 
NOTE: If the prisoner does not have money, petty cash may be used to meet the 
immediate needs until other arrangements can be made (e.g., contacting the family, 
admission to the Detention Center, etc.). 

	 Are furnished to prisoners at least once every eight hours. 

	 Are distributed one per prisoner, using the oldest stock first. 

	 Containers will have no utensils, and will be collected and accounted for at the end of the 
meal, and disposed of outside of the lockup area. 

	 Will not be provided in the lockup area between standard mealtimes. 

	 Are obtained only from businesses under contract with Baltimore County. 

	 Are delivered to the precinct in the requested numbers on days agreed upon with the 
vendor. 

	 Are stocked according to a pre-determined inventory number. 

STOCKING PROCESS 

	 Discard meals that have reached the expiration date, and record the new total in the meal 
inventory ledger. 

	 Order the appropriate number of meals when vendors call. 

	 Complete a voucher, forwarding the original copy to the Budget Management Section. 

	 When the meals are delivered, verify the number, date, and sign the invoice. 

	 Store the meals at 38F in the commercial grade refrigerator supplied to each precinct. 
NOTE: In the event of a shortage of meals prior to the next delivery date, call the vendor to 
order additional meals for delivery. 

	 In the event of a shortage prior to the next delivery date, meals may be obtained from an 
adjacent precinct with an adequate supply. 

MEAL INVENTORY LEDGER 

	 Used to account for meals and includes the following information: 
1.	 Date and Time. 
2.	 Officer’s Name. 
3.	 Meals Delivered - lunch and dinner. 
4.	 Meals Disbursed - lunch and dinner. 
5.	 Meals Disposed of - lunch and dinner. 
6.	 Remaining Meals - lunch and dinner. 
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	 Inspected monthly by a designee of the precinct commander. Shortages will be reported 
immediately. 

5-5.6 PRISONER VISITATION 

GENERAL 

	 Visitors will be allowed during those times established by the precinct commander. 

	 No person will be permitted to visit, or otherwise communicate with the prisoner, without 
permission from the shift commander. 

	 Members of the Bar Association will be given full opportunity to confer confidentially with 
prisoners provided they are retained as counsel and the prisoner desires to see such 
counsel. 

	 Visitor names will be recorded on the prisoner’s Action Log tab of the EBooking record. 

	 No person will be allowed to have direct contact with a prisoner. Desk officers will instruct 
visitors on this matter. 

	 No visitor will be allowed to keep items brought into the facility in their possession during 
the visit. 

5-5.7 GUARDING PRISONERS REQUIRING HOSPITALIZATION 

GENERAL 

	 If a prisoner held for another agency requires hospitalization, that agency will be 
responsible for the hospital detail. 

SHIFT COMMANDERS 

	 Assign same gender officers to guard prisoners held at the precinct and requiring 
hospitalization. 

	 Assign an officer to assist in transporting prisoners to the hospital when a prisoner is held at 
the precinct. The hospital guard duty will be the responsibility of that precinct and the 
officer will be of the same gender. 

	 The Precinct 6 Shift Commander will assign an officer for transporting post-trial prisoners 
held at the Detention Center to the hospital. In these instances, the hospital guard duty will 
be the responsibility of the Detention Center. 

	 May amend, as needed, any portion of the hospitalization procedures providing it does not 
conflict with hospital policy. 
EXCEPTION: Guarding officer must be of the same gender as the prisoner. 

SUPERVISORS 

	 Check on their personnel periodically and provide relief as necessary. 

OFFICERS 

	 Keep their loaded service weapons with them at all times. Shotguns will not be permitted in 
hospitals for the purpose of guarding prisoners. 

	 Use a restraint where possible, unless the attending physician advises it may cause harm 
or injury. Officers will notify the shift commander of the circumstances if restraints cannot 
be used. 

	 Ensure the hospital registrar and security personnel are aware of any unusual 
circumstances requiring special security and that a same gender police escort will 
accompany the prisoner at all times. 

	 Request hospital security to: 
1.	 Provide one of their portable radios in case assistance is needed. 
2.	 Keep a close check on them, stopping in at least once an hour. 
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3.	 Provide security assistance whenever the prisoner is moved. 
4.	 Accompany oncoming head nurses on their first visit. 
5.	 Provide keys (if available) to all appropriate door locks in the event a prisoner is placed 

in a room capable of being locked from the inside (i.e., bathrooms). 

 Avoid public and patient areas. Officers will not have prisoners ride in an elevator with 
persons other than hospital staff when escorting them. 

 Stay inside the prisoner’s room at all times. Officers may be stationed outside the door if 
the prisoner has a highly infectious disease. 

 Lock the room door from the inside to prevent anyone from walking in without notice. Only 
the hospital staff and head nurse should have a key to the room. 

	 Should attempt to observe anyone desiring entrance prior to opening the door. 

	 Require persons desiring entrance to the room to identify themselves. 

	 Request that a phone be provided in the room for police use only and the bill be forwarded 
to the Department. The hospital switchboard will be informed that the prisoner is not 
allowed incoming calls. 

	 Allow prisoners to call their attorneys. Calls to friends or relatives are not permitted. 

	 Will not do anything that may distract their attention from the prisoner. 

	 Contact their supervisors when relief is required. 

	 Search rooms thoroughly when coming on duty in the presence of the off-going officer, 
taking into consideration the prisoner’s condition. 

	 Check all trays and containers brought into the room and ensure that they have the same 
items when taken out. 

	 Will be served meals in the prisoner’s room when the prisoner is served in the hospital. 
Meals will not be served between 2300 and 0700 hours. 
NOTE: The meal expense will be paid by the County. 

	 Notify the Medical Examiner if a prisoner dies in a Baltimore County hospital before, during, 
or after treatment. The Medical Examiner will be informed of the known facts concerning 
time, place, manner, and circumstances of death. In this instance, follow Department 
procedures for unusual occurrences. 

	 Must immediately notify the shift commander and hospital security should it become 
necessary to deviate from any rules concerning guarding prisoners in hospitals. 

REFERENCE 

 Administrative Manual, Article 3 (Administrative Investigations and Reports). 

5-5.7.1 PRISONER VISITATION AT MEDICAL FACILITIES 

GENERAL 

	 Only the prisoner’s spouse, parents, or attorney may visit the prisoner in the hospital. 

	 Visitors must first appear in person at the precinct to obtain permission from the precinct 
commander. 

	 If approved, the commander will set the date and time of each visit and will call the hospital 
room and inform the officer. 

APPROVED VISITORS 

	 Will sign in and out of the logbook kept in the prisoner’s room. The logbook will contain the 
date/time of visit and the name/address of visitor. 

	 Will be searched prior to entering the prisoner’s room. When the visitor is a member of the 
opposite sex: 
1.	 An officer of the same gender as the visitor will be requested to perform the search. 
2. The searching officer will stay until the visit is over. 

 Refusing to be searched will be denied visitation privileges. 
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	 Will not be permitted to: 
1.	 Touch a prisoner for any reason. 
2.	 Be within arm’s reach of the prisoner. 
3.	 Bring food or drink for themselves or the prisoner. 
4.	 Use the sanitary facilities in the room under any circumstances. They will be directed 

to use the hospital’s facilities and that once they leave the room the visit will be 
terminated. 

5.	 Bring into the room items in which something can be concealed or could be used as a 
weapon. Visitors will be told to leave such items in their vehicle, with a friend or 
relative or as a last resort, with hospital security. 

	 May bring the prisoner magazines, newspapers, paperback books, gum, and other safe 
items. In this instance, the officer will thoroughly inspect the items and will hand them to 
the prisoner. 
NOTE: Under no circumstances will a visitor be allowed to hand anything to the prisoner. 

5-5.8 CLOSURE OF PRECINCT CELLBLOCKS 

GENERAL 

	 A sanitation inspection of cellblocks will be completed and documented at least weekly. 

	 When a precinct cellblock must be closed, the shift commander will notify the 9-1-1 Police 
Liaison of the number of prisoners held and the reason for the closure. 

	 The shift commander of the closed precinct will notify the appropriate neighboring shift 
commanders. 

	 The shift commander will arrange for the holding of any current prisoners, and make 
arrangements for the processing of future prisoners. 

	 If a prisoner from a closed precinct is housed at a neighboring precinct, the closed precinct 
will transport and guard prisoners for: 
1.	 Treatment at medical facilities, including hospital details. 
2.	 Transfer to the Detention Center. 
3.	 Bail hearings/reviews. 

	 A telex message will be sent by the desk officer to all commands advising of the closure or 
reopening of a precinct’s cellblock. 

INFESTATION 

	 If a precinct cellblock area is contaminated with insect or pest infestation the: 
1.	 Cellblock will be closed. 
2.	 Shift commander will contact the 9-1-1 Police Liaison, who will contact the Safety 

Officer. 
3.	 Desk officer will send a telex to all personnel advising of the closure and the reopening. 
4.	 Procedures in the Infestation Manual will be followed. 

REFERENCE 

	 Infestation Manual. 

5-6.0 MEDICAL ISSUES 

MEDICAL TREATMENT 

 Performed as approved by a licensed physician or trained persons. 

 Documented in the Action Log tab of the EBooking record. 

 Performed at an area hospital, except for first aid. 
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FIRST AID KITS 

 Available at the desk/control center.
 
 Used for first aid treatment of prisoners by desk personnel.
 
 Contains items approved by the Safety Officer.
 
 Inspected and replenished weekly.
 

SHIFT COMMANDERS 

	 Ensure that a Form 273, Sick or Injured Person Medical Report, (original and one copy) is 
completed when a person in police custody is transported to a medical facility for treatment. 
The Form 273 should be completed by the end of the shift. 

	 Document any refusal for medical care in the “Remarks” section on the Form 273 and the 
Action Log tab within the EBooking record. The prisoner refusing medical care must sign 
the Form 273. Failure to sign the Form 273 will also be noted in the “Remarks” section. 

	 Determine the proper billing instructions for the medical facility. The person in custody will 
be billed for all payments resulting from: 
1.	 Any illness prior, during, or after custody. 
2.	 Any injury occurring prior to being taken into custody.
 
3.	 Injury occurring because of resisting arrest or attempting to avoid arrest.
 
4. Self-inflicted injuries.
 
NOTE: Baltimore County will only be billed for payment if the prisoner was injured while in
 
police custody and the person did not contribute to the cause of injury.
 

	 Forward the Form 273 to the precinct commander for approval and distribution to the 
Information & Records Management Unit. A copy will be placed in the precinct/division files. 

INFORMATION & RECORDS MANAGEMENT UNIT 

	 Scans Forms 273 for inclusion in the Records Management System and forwards the 
original forms to the Budget Management Section. 

5-6.1 PEPPER AEROSOL RESTRAINT SPRAY (ARS) 

GENERAL 

	 Prisoner transport wagons will be equipped with spray water bottles and clean paper towels 
to help overcome the effects of Pepper Aerosol Restraint Spray (ARS). 

	 When a prisoner is recovering from the effects of ARS: 
1.	 Advise the prisoner that air and water are the only treatment for ARS. 
2.	 Offer the prisoner a container of water and towels as soon as possible. 
3.	 Verbally assure the prisoners of the temporary nature of their discomfort. 
4.	 Monitor and remain with the prisoner continuously until the effects subside. 

	 If the prisoner displays an unexpected reaction to ARS, summon medical assistance 
immediately. 

REFERENCE 

	 Field Manual, Article 4 (Arrest, Custody, and Court). 

5-6.2 SERIOUSLY INJURED/ILL PRISONERS 

GENERAL 

	 When prisoners are seriously injured or ill, they will immediately be taken to a hospital by 
ambulance or other suitable conveyance and accompanied by an officer of either gender. If 
this occurs prior to processing, the accompanying officer will: 
1.	 Make an immediate search for contraband and weapons. 
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2.	 In the presence of a nurse or doctor: 
a.	 Search for further identification. 
b.	 Record the name of the doctor/nurse witness on the report concerning the search. 
c.	 Safeguard personal property. 
d.	 Prevent loss or destruction of evidence. 
e.	 Obtain a signed release from the hospital or doctor stating whether the prisoner is 

well enough to be kept in a lockup. 
NOTE: The guarding officer must be of the same gender as the prisoner. 

	 A cleric of the prisoner’s religion will be called promptly if a prisoner appears to be in danger 
of dying while in police custody if: 
1.	 Requested by the prisoner. 
2.	 The accompanying officer has reason to believe the prisoner is of a particular faith and 

cannot express their desire for a clergyman. 

	 Under no circumstances will an unconscious prisoner be placed or allowed to remain in a 
cell without medical treatment, even though the prisoner’s condition may appear to have 
been caused by intoxication. 

5-6.3 PRISONERS REQUIRING MEDICATION 

GENERAL 

	 Members will not give medication to any prisoner, arrestee, or other person in police 
custody. 

	 Prisoners, arrestees, and other persons in police custody who require medication will be 
transported to the nearest medical facility for treatment. 

	 In an emergency, activate the Emergency Medical Services (EMS) system. 

DESK OFFICERS 

	 Advise the shift commander immediately whenever a prisoner, arrestee, or other person in 
police custody requires medication. 

	 Ensure that information on prisoners who are taking, and/or are prescribed medication, is 
entered into the Form 166B, Arrestee Screening Form, during the booking process. 

	 Document in the Action Log tab of the EBooking system, prisoners that are transferred to a 
hospital for medication. 

SHIFT/UNIT COMMANDERS 

	 Arrange for arrestees to have a bail hearing as soon as practicable. 

	 Ensure that arrestees remaining in custody after bail hearings are transferred to the 
Detention Center as soon as practicable. 

PRISONER TRANSPORT OFFICERS 

	 Transporting a medical priority prisoner to the Detention Center will provide the Detention 
Center with the following: 
1.	 The original commitment for the prisoner. 
2.	 Any detainer for the prisoner. 
3.	 All hospital discharge documents. 
4.	 All prescriptions given the prisoner while in custody. 
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5-6.4 NARCOTIC ADDICTS 

GENERAL 

	 Prisoners reported as narcotic-addicted or identifying themselves as narcotic addicts who 
show any signs and symptoms of progressing to severe withdrawal will be transferred to the 
Detention Center for detoxification treatment. Prior to transfer, the officer-in-charge must 
notify the Detention Center by telephone. 

	 Prisoners on an authorized methadone treatment program will be transported for treatment 
either to a treatment center in Baltimore County or to an approved medical facility. 

5-6.5 COMMUNICABLE DISEASES 

GENERAL 

	 Information or records regarding prisoners with communicable diseases are confidential. 
Access is limited to those with a legal need to know. 

	 Prisoners with or claiming to have a communicable disease but who do not appear to need 
emergency care will be handled and transported according to standard procedures, but 
may be segregated from other prisoners. 

	 A person who dies while in custody will be examined by the Medical Examiner for infectious 
disease if any of the following exist: 
1.	 A Department member was exposed to body fluids.
 
2.	 Information indicates the person was a carrier.
 
3. The prisoner was an intravenous drug user.
 
NOTE: Shift commanders are responsible for making the request for an infectious disease 

examination.
 

	 Cellblock areas and vehicles contaminated by blood or body fluids will be cleaned upon the 
person’s release and prior to confining anyone else. 

REFERENCE 

	 Administrative Manual, Article 8 (Departmental Property). 

5-7.0 UNUSUAL OCCURRENCES 

DEPARTMENT MEMBERS 

	 Immediately notify the shift commander and initiate an Incident Report using the 
appropriate offense code(s) if a prisoner or a person in their custody dies, attempts suicide, 
seriously assaults anyone, escapes, or attempts escape. 

SHIFT COMMANDERS 

 Initiate an administrative investigation as outlined in the Administrative Manual, Article 3 
(Administrative Investigations and Reports). 

 Document each prisoner within the cellblock and print a Form 166 for each individual 
arrestee. 

 Print a screen shot of all arrestees currently listed in the EBooking records for the facility. 

 Print a screen shot of each arrestee’s Action Log tab that details all of the notations made 
by the desk officers. 

REFERENCE 

	 Administrative Manual, Article 3 (Administrative Investigations and Reports). 
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5-7.1 ESCAPE FROM DEPARTMENT CUSTODY 

DEPARTMENT MEMBERS 

	 Will not, without proper authority, release any prisoner in their charge or, through neglect or 
design, allow any prisoner in their charge to escape. Escape due to a member’s 
negligence or carelessness may be deemed neglect of duty. 

	 Who make an arrest or have personal custody of prisoners not confined to a cell will guard 
them closely, using utmost caution to prevent escape or injury in such attempt. 

	 Responsible for the control of a prisoner who escapes from a police vehicle or facility will: 
1.	 Immediately broadcast a description and direction of travel for the escapee. 
2.	 Notify the shift commander and initiate an incident report. 
3.	 Obtain a warrant charging the person with escape if the individual is not apprehended 

within one hour. 

9-1-1 POLICE LIAISON 

 Notifies the Fugitive Team, unless the escapee is immediately arrested after the escape.
 
 Provides adequate personnel to assist the precinct in a search.
 
 Coordinates the search with the shift commander.
 

SHIFT COMMANDERS 

	 Ensure the immediate notification of the precinct/section commander. 

	 Initiate and direct the search. 

	 Institute a Phase I or II, if necessary. 

	 Terminate the search effort when it is determined the escapee has eluded police and is no 
longer in the area. 

	 Ensure an Executive Summary telex has been sent. 

	 Conduct a preliminary administrative investigation, referring to the Administrative Manual, 
Article 3, for related procedures. 

	 Initiate a Form 258, Statement of Incident, if negligence or dereliction of duty is suspected 
or present. 

	 Complete a cost analysis for the operation. 

FUGITIVE TEAM 

	 Assigns necessary personnel to assist the precinct when the suspect is not immediately 
arrested. 

	 Ensures that the escape warrant is entered into METERS/NCIC. 

REFERENCES 

 Administrative Manual, Article 3 (Administrative Investigations and Reports). 

 Field Manual, Article 11 (Critical Incidents). 

5-8.0 REMOVAL OF DETENTION CENTER PRISONERS 

DEPARTMENT MEMBERS 

	 Requesting temporary removal of a Detention Center prisoner for investigative purposes 
without court documents must notify: 
1.	 Their immediate supervisor of the request. 
2.	 Their shift commander for final approval. 
3.	 The duty officer at the Detention Center via telephone for approval prior to removal. 
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	 Must complete the Authorization for Temporary Removal of Prisoner from Detention Center 
Form prior to removing the prisoner from the Center. The form will be signed by the 
Detention Center Officer at the time of release and return. A copy will be placed in the 
investigating officer’s case file. 

	 In non-uniform capacity temporarily removing prisoners from the Detention Center must be 
accompanied by a uniformed officer or have an on-duty supervisor at the police facility 
verify the officer’s identity, if questioned by the Detention Center. 
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MISCELLANEOUS PROPERTY ISSUES
 
Article 6 

6-1.0 Abandoned, Found, Safekeeping Property [rev. 09/2016] 

6-2.0 Disposition of Property [n/a] 

6-2.1 Removal of Property from the Evidence Management Unit [rev. prior to 1994] 

6-2.2 Form 128, Disposition of Property/Evidence [rev. 10/2011] 

6-2.3 Release of Property [rev. 12/2008] 

6-2.3.1 Firearm Release [rev. 10/2014] 

6-3.0 Motor Vehicles Coming Into Police Custody [n/a] 

6-3.1 Storing of Motor Vehicles [rev. 07/2013] 

6-3.1.1 Vehicle Property Inventory [rev. 01/2001] 

6-3.2 Stolen Motor Vehicles [rev. prior to 1994] 

6-3.3 Unusual Motorized Vehicles [rev. prior to 1994] 

6-4.0 Evictions [rev. prior to 1994] 

6-5.0 Pawn Shop and Secondhand Precious-Metal Dealers [rev. 10/2011] 

6-6.0 Removal of Deceased Person’s Property [rev. prior to 1994] 
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MISCELLANEOUS PROPERTY ISSUES
 

6-1.0 ABANDONED, FOUND, SAFEKEEPING PROPERTY 

MEMBERS RECOVERING PROPERTY 

 In Baltimore County, on or off duty, have no right to claim such property. 

 Prepare a Form 15, Property Inventory Form, and: 
1.	 Indicate if the citizen finder wishes to claim the property after 30 days.
 
2. Obtain the finder’s signature if claiming property.
 
EXCEPTION: Found guns are not permitted to be claimed by citizen finders and will be
 
packaged as evidence.
 

	 Deliver property to the precinct/division to which the member is assigned. 

	 Prepare a miscellaneous property tag and attach it to the article. 
EXCEPTION: For evidence and CDS refer to Field Manual, Article 7 (Evidence). All 
firearms, including relinquished or found firearms, will have a Firearms Evidence tag wired 
securely to the trigger guard or grip area to the rear of the trigger. 

	 Make a reasonable effort to determine the owner of abandoned/found property (e.g., found 
bicycles, found firearms, etc.), prior to authorizing its disposition. 

	 Complete a Form 128, Disposition of Property/Evidence, and forward it to the Evidence 
Management Unit (EMU) along with the Form 15 and property. 
NOTE: All Forms 128 require a shift/unit commander’s signature prior to submission. 

	 Process property per Evidence Manual procedures and store it in a secure limited access 
area prior to the end of their tour-of-duty. 

FORM 15, PROPERTY INVENTORY 

	 Completed for property, including evidence. 

	 Completed in an original and one copy. 
EXCEPTION: Controlled dangerous substances (CDS) and firearms require an original 
and two copies. 

 Notes whether or not the finder wishes to claim the property in the “Remarks” section. The 
claimant will sign next to the notation. 

 Distributed as follows: 
1.	 Original - to the Evidence Management Unit (EMU). 
2.	 First Copy - Forwarded to the Information & Records Management Unit (IRMU) for 

scanning into the Records Management System (RMS). 

SUPERVISORS 

 Ensure all property is properly tagged, labeled, marked, or packaged in accordance with 
this article and the Evidence Manual procedures. 

 Ensure that required property forms/reports are complete and accurate prior to approval. 

PROPERTY STORAGE 

	 Property, required as evidence pending a hearing or for investigative purposes, may be 
held in excess of 72 hours with command authorization. 
NOTE: The authorization and the reason for the hold will be noted by the shift/unit 
commander in the remarks column of the Property/Evidence Log Book. 

	 Property will be placed in a property/evidence locker and locked. Property from different 
incidents may be placed in a single storage space, provided the items are locked in the 
locker at the same time. 
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	 Bicycles must be stored in a secure limited access area, or may be chained or cable locked 
together with key access controlled by the precinct commander per policy. 

	 Precincts will designate a secure limited access area for storing large bulk items (e.g., 
televisions, appliances, etc.) not fitting in the property/evidence lockers, with key access 
controlled by the precinct commander per policy. 

	 Property and required forms will be transported to the EMU within 72 hours by a courier 
designated by the EMU. 
EXCEPTION: Property placed in property/evidence lockers on holidays that fall on a 
Monday or Friday will be transported to the EMU on the next regular business day. 

	 Property forms returned for correction must be revised and returned to the EMU within 72 
hours. 
NOTE: If the officer is unavailable to make the correction within the specified time, the 
officer’s supervisor will ensure that the correction is made and the forms returned to the 
EMU. 

REPORTING 

	 The appropriate Incident Report will be completed, documenting recovered property in the 
Property tab. 

 The report will indicate whether or not the finder intends to claim the property. 

 For found and abandoned property, the victim will be the owner of the property. 

 Property reported stolen and subsequently recovered, will be noted in the Property tab of 
an Incident Supplement, using the Search Associated Property function to update the 
recovery status in InPursuit. Additional information regarding the circumstances of the 
recovery will be listed in the Narrative tab. 

COMMANDERS 

 Ensure that designated members maintain accurate records and handle property according 
to procedure. 

 Ensure that individually secured lockers, capable of being locked, are provided for storage 
of property. 

	 Will be the only person having a key to the property/evidence lockers. Duplicate keys will 
be maintained by the EMU. 
NOTE: On-duty shift commanders will control the property/evidence locker key in the 
absence of the commander. 

	 Ensure a Property/Evidence Log Book is maintained (Refer to Article 7-1.0). 

SPECIAL PROPERTY 

	 Property requiring analysis or examination will be sent to the EMU, accompanied by a 
request form (original and two copies). The EMU will distribute the request form to the 
FSS, who will complete required examinations and tests of property. 

	 Contaminated property or that suspected of contamination by body fluids will be labeled 
distinctly with the word “Biohazard.” 

	 Perishable property will be promptly refrigerated or otherwise cared for and reported to the 
shift commander. 
NOTE: The EMU does not accept perishable items. 

	 For large amounts of cash, CDS, valuables, or volatile items (e.g., PCP, fuel, etc.), officers 
will contact the EMU through the 9-1-1 Communications Center for further direction when 
the EMU is closed. 

	 When trucks carrying valuable cargo are involved in accidents, the trucking and insurance 
companies will be contacted as soon as possible. 
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	 Property such as animals, animal drawn vehicles, pushcarts, or cumbersome items will be 
driven or transported to the station or safe place as directed by the officer in charge. If 
unable to locate the lawful owner within a reasonable time, the matter will be referred to the 
commander. 

	 Property having a serial number which has been removed, defaced, or obliterated will be 
sent to the EMU. The EMU will mark such property with the central complaint (CC) number 
and “Baltimore County” so as not to diminish the value of the property. 

	 Alcoholic beverage containers recovered as found property will be disposed of at the 
precinct/unit provided that: 
1.	 Contents are emptied into an appropriate drain and containers are discarded into a 

trash receptacle. 
2.	 Investigating officers document the manner of disposal in the incident report and notify 

their supervisor of the actions taken. 

REFERENCES 

 Evidence Manual.
 
 Field Manual, Article 7 (Evidence).
 
 Field Manual, Article 8 (Report Writing).
 

6-2.0 DISPOSITION OF PROPERTY 

6-2.1 REMOVAL OF PROPERTY FROM THE EVIDENCE MANAGEMENT UNIT 

GENERAL 

	 Members removing property from, or returning property to, the Evidence Management Unit 
(EMU) will sign the chain of custody on the Form 15, Property Inventory. 

	 The EMU maintains a separate file of all property signed out. 

	 When property has not been returned within one week, the EMU will send a notice to the 
commander of the officer who signed it out. Notices will be sent each week until the 
property is returned. If the property has not been returned or accounted for after three 
notices, a fourth will be sent to the division commander for action. 

	 Members receiving notification of unreturned property will complete the response section 
and return the notice to the EMU within three days. 

6-2.2 FORM 128, DISPOSITION OF PROPERTY/EVIDENCE 

DISPOSITION OF PROPERTY/EVIDENCE FORM 128 

	 Required by the Evidence Management Unit (EMU) when: 
1.	 Evidence is to be released to the claimant or disposed of by the Department. 
2.	 In response to a list of cases on Delinquent Property Reports issued by the EMU. 
3.	 A case has been disposed of by the courts. 
4.	 Property is sent to the EMU for safekeeping. 
5.	 Owners of property verified as being stolen have moved from their last known address 

and the property is forwarded to the EMU for disposal. In this instance the: 
a.	 Form 15, Property Inventory, will note the property as evidence. 
b.	 Form 128 will note that the item may be disposed of. 
c.	 EMU will attempt to contact the owner. If unable to locate the owner in the time 

prescribed by law, the property will be declared abandoned and disposed of. 
6. Disposing of found narcotics and firearms. 

 Required for found and/or abandoned property. 
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	 Completed in original only. 
EXCEPTION: Narcotic paraphernalia, narcotics, and firearms require an original and one 
copy. 

	 Attached to the Form 15 and taken to the EMU when submitted with the property. 

	 Forwarded to the EMU when submitted later, separate from the property. 

COMMANDERS 

	 Ensure that Forms 128 are completed and forwarded for cases identified by the Delinquent 
Property Report. 

6-2.3 RELEASE OF PROPERTY 

GENERAL 

	 Contraband will not be released. 

	 Property not subject to forfeiture may be returned to the claimant as soon as possible. 

	 Property in dispute will not be given to any claimant unless the other claimants renounce all 
claims in writing or upon order by the Chief of Police. 

	 Claimants will not be referred to the Evidence Management Unit (EMU) for property unless 
a Form 128, Disposition of Property/Evidence, has been completed. 

	 When firearms are found which are not evidence or contraband and the owner is unknown, 
they will be disposed. They may not be claimed. 

	 Unclaimed property may be released under the guidelines of the Baltimore County Code. 

EVIDENCE MANAGEMENT UNIT (EMU) 

	 May release property to the lawful owner (or representative) after positive identification of 
both the property and owner is made. 

	 May release property, if the property owner is deceased, to the personal representative for 
the estate. Personal representatives must present “Letters of Administration” from the 
Orphans Court prior to the release of property. 

	 Records the property’s final disposition on the original Form 15, Property Inventory. When 
all items have been disposed of, the Form 15 will be forwarded to the Information & 
Records Management Unit. 

INVESTIGATING OFFICERS 

	 Will make every effort to identify the lawful owner of the property. 

	 May release personal effects, not required as evidence, to properly identified next-of-kin in 
fatal traffic accidents and in other cases of sudden death. 

	 May release property held at a precinct/section to its lawful owner provided the property is 
not required as evidence and ownership is not disputed. The Form 15 will then be signed 
by the claimant and distributed as follows: 
1.	 Original – to the Information & Records Management Unit. 
2. Copy – placed into the precinct/division file. 

 If the property owner is incarcerated, will note it on the Form 128, along with the place of 
incarceration, if known. 

 If the property owner’s whereabouts are unknown, request that notification be made to the 
owner’s attorney, if known. 

	 If correspondence is received from the property owner’s attorney requesting release of the 
property, request that notification be made to both the property owner and the requesting 
attorney. Officers will forward the following with the Form 128: 
1.	 The attorney’s correspondence, if the request was written. 
2.	 A Form 82, Transmittal Memo, with the appropriate information if the request is oral. 
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	 Determine if the requirements for the release of firearms have been met. 

6-2.3.1 FIREARM RELEASE 

INVESTIGATING OFFICERS 

	 Conduct an investigation to determine a claimant’s eligibility, prior to the release or disposal 
of any firearm. 
NOTE: Required record checks must be conducted for each individual claimant and each 
individual firearm. 

	 Complete an Incident Supplement, containing all required report information, using the 
Department approved template for the disposition of firearms. 
NOTE: The Confidential checkbox must be selected. 

	 Complete a Form 128, Disposition of Property/Evidence, stating whether the firearm(s) is to 
be released or destroyed. 
NOTE: The make, model, caliber, and serial number of each firearm must be listed. 

	 Submit printed copies of record check information to their supervisor for review/verification. 

REQUIRED REPORT INFORMATION 

 Full name, sex, race, date of birth, address, and phone number of the claimant. 

 Make, model, caliber, and serial number of each individual firearm, indicating whether it is 
to be: 
1. Released, or 
2. Destroyed. 

 List of databases checked. 

 List of factors disqualifying a claimant from receiving any/all firearms. 

 Whether the claimant is qualified (i.e., firearm(s) may be released), or disqualified (i.e., 
firearm(s) may not be released), due to prohibition under state and/or federal law. 

 Explanation for release or denial of release. 

 Whether a Form 128 was completed for the firearm(s). 

SUPERVISORS 

	 Review printed copies of record check information and the Incident Supplement for 
completeness and to ensure that the claimant’s eligibility for the release of each individual 
firearm has been accurately determined, prior to report approval. 

 Approve and forward the original Form 128 and printed copies of record check information 
to the shift/unit commander. 

SHIFT/UNIT COMMANDERS 

	 Review printed copies of record check information and the Incident Supplement for 
completeness and to ensure that the claimant’s eligibility for the release of each individual 
firearm has been accurately determined prior to report approval. 

 Approve and forward the original Form 128 to the Evidence Management Unit (EMU). 

 Destroy printed copies of record check information after they have been reviewed. 

EVIDENCE MANAGEMENT UNIT 

	 Reviews the Form 128 and the Incident Supplement. 
NOTE: The EMU cannot process any firearm release or destruction until a Form 128 has 
been submitted. 
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	 Notifies the claimant or their attorney of their right to petition the court of Maryland within 30 
days of receiving notification, if the firearm is to be destroyed. 
NOTE: The EMU will notify the claimant, by mail, to pick up the firearm(s) should the court 
rule in favor of the claimant. 

	 Disposes of the firearm(s), per departmental policy and as prescribed by law if: 
1.	 No claim is made within 30 days. 
2.	 No request for review is submitted (or the court is not petitioned) within a specified 

time. 
3. The court rejects the claim or orders forfeiture of the firearm(s). 

 Forwards a copy of the Form 128 to the Firearm Interdiction Team (FIT) for final release 
approval, if the firearm is to be released. 

 Notifies the claimant, by mail, to pick up their firearm(s) upon release approval by the FIT. 

FIREARM INTERDICTION TEAM (FIT) 

	 Ensures that the Department approved template for the disposition of firearms is up-to-date 
with current firearms laws and contains a list of: 
1.	 Databases to be checked. 
2.	 Factors disqualifying a claimant from receiving a firearm. 

	 Reviews the Incident Supplement and the Form 128 for adequate release justification and 
completes: 
1.	 Necessary record checks on the claimant who is requesting possession of the firearm. 
2.	 A Form 128 for the final disposition of the firearm(s). 

LEGAL SECTION 

 Represents the Department on any firearm appeal made to the District Court. 

 May be consulted for interpretation of release requirements. 

6-3.0 MOTOR VEHICLES COMING INTO POLICE CUSTODY 

6-3.1 STORING OF MOTOR VEHICLES 

GENERAL 

 Stored motor vehicles will not be held at the precinct parking lots without permission of the 
precinct commander. 

 Department vehicles will not be used to transport any motorcycle, motor scooter, motorbike, 
or moped. 

OFFICERS TAKING CUSTODY OF VEHICLES 

	 Will complete an Incident Report using the appropriate offense code(s) and document the 
vehicle and tow information in the Vehicle tab. If the owner is not known at the time, the 
case status will remain “open” until the owner is identified and notified of the recovery. 

	 Will notify the owner. 

	 Will complete a motor vehicle inventory. 

ARRESTED VEHICLE OPERATORS 

	 May secure the vehicle and allow it to remain parked legally, provided: 
1.	 The vehicle is not required for evidence or other purposes. 
2.	 They are aware of their actions and agree to assume full responsibility for the vehicle, 

accessories, and contents. 
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3.	 They can make arrangements to have the vehicle taken care of by the owner or 
owner’s agent within a reasonable time period. 
NOTE: Officers should note this arrangement in the Narrative tab of the Incident 
Report. 

REFERENCES 

 Automated Dispatch System (ADS) BCOPD Desk Officer Guide. 

 Field Manual, Article 1 (Investigations). 

6-3.1.1 VEHICLE PROPERTY INVENTORY 

GENERAL 

	 A motor vehicle inventory is an administrative measure designed to protect motor vehicles 
and their contents while not in the owner’s possession; to protect the Department against 
claims of lost, stolen, or damaged property; and to protect Department personnel and the 
public against injury or damaged property due to hazardous materials or substances that 
may be in the vehicle. 

VEHICLES TO BE INVENTORIED 

	 All vehicles that come into Department custody (stored/impounded vehicles, etc.) shall be 
subject to a routine custodial inventory. 
EXCEPTION: Vehicles involved in accidents shall not be subject to routine inventory for 
safety reasons (e.g., biohazards, wreckage, etc.). 

SCOPE OF INVENTORY 

	 The inventory should be conducted in a systematic order, starting at the front of the vehicle 
and working towards the rear of the vehicle. 

	 A motor vehicle inventory may extend to all areas of the vehicle in which personal property 
or hazardous materials may reasonably be found including, but not limited to, the 
passenger compartment, trunk, and glove compartments. 

	 All closed containers found in the vehicle shall be opened for purposes of inventory. 

	 Locked containers shall not be forced open; if a key or lock combination is available, locked 
containers will be opened and inventoried. 

OFFICERS TAKING INVENTORY 

	 If no property is taken into police custody, in general terms, note the type of property 
remaining in the vehicle in the narrative of the Incident Report. 

	 Complete a Form 15, Property Inventory, for property taken into custody. 

	 Will only take into custody property of significant value or hazardous material. 

	 Should only list personal items (e.g., loose change, clothing, magazines, etc.) in general 
terms and not inventory any permanently attached accessories. 

	 Contraband or evidence discovered during an inventory may be seized and used to charge 
a suspect(s). The burden is on the officer, however, to show that the inventory was 
pursuant to Department policy. 

6-3.2 STOLEN MOTOR VEHICLES 

GENERAL 

	 When the owner of a recovered stolen vehicle responds to take possession, the vehicle will 
not be taken into police custody. 

	 When a stolen vehicle used for business purposes is recovered, the recovering officer will 
attempt to return the vehicle to its owner immediately. 
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OFFICERS RECOVERING STOLEN VEHICLES
 
 Remove and inventory license plates as evidence if they belong to other vehicles. 

 Check the vehicles for property. Such property will be held and processed. 

AUTO THEFT TEAM 

	 Initiates action to have a recovered stolen vehicle disposed of if all means to identify the 
vehicle’s owner have been exhausted, upon: 
1.	 Approval of the Auto Theft Team Supervisor. 
2.	 Notification of the Evidence Management Unit (EMU) Commander of the need to 

dispose of the vehicle. 

6-3.3 UNUSUAL MOTORIZED VEHICLES 

INVESTIGATING OFFICERS 

	 Complete a Form 15, Property Inventory (original and two copies). Distribution: 
1.	 Original - to the Information and Records Management Unit. 
2.	 First copy - to precinct/division files. 
3.	 Second copy - to Vehicle Operations & Maintenance Shop tow truck operator upon 

arrival. 

REFERENCE 

	 Field Manual, Article 2 (Traffic Procedures). 

6-4.0 EVICTIONS 

GENERAL 

	 The Department neither assumes responsibility for loss of nor guards evicted property. 

INVESTIGATING OFFICERS 

	 Only respond to evictions as requested by constables or sheriffs to: 
1.	 Ensure their safety and prevent resistance to official acts when there is a clear threat. 
2.	 Take into custody if the owner cannot be located or refuses to take responsibility for: 

a.	 Small loose valuables (e.g., cash, negotiable papers, credit cards, jewelry, etc.). 
b.	 Dangerous items (e.g., guns, explosives, ammunition, etc.). 
c.	 Contraband, drugs, and alcohol. 
d.	 Medicines and poisons. 
e.	 Any items that may be hazardous. 

	 Complete a Form 15, Property Inventory, and an Incident Report using the appropriate 
offense codes(s) when taking property into custody. 

6-5.0 PAWN SHOP AND SECONDHAND PRECIOUS-METAL DEALERS 

INVESTIGATING OFFICERS 

	 Who locate stolen items at a pawnshop/precious-metal dealer will in: 
1.	 Baltimore County, respond along with the owner/victim to view the item(s). The Pawn 

Team will be contacted for assistance if a positive identification is made. 
2.	 Another jurisdiction, contact the Pawn Team for assistance. 

	 Respond and take appropriate action upon learning that a person is attempting to sell 
stolen property. 
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PRECINCT COMMANDERS 

	 Send information to the Pawn Team Supervisor on a Form 47, Confidential Report of 
Investigation. 

PAWN TEAM 

 Maintains files on dealers and transactions.
 
 Inspects licenses, inventories, and premises of dealers.
 
 Ensures that pawnshops and secondhand precious-metal dealers are in compliance with 


current laws. 

 Investigates and reports on complaints concerning pawnshops and secondhand precious-
metal dealers. 

 Maintains a database of all precious metal items reported. 

 Investigates persons dealing in precious metals in Baltimore County without a license. 

 Writes administrative violations and sends to the Department of Labor, Licensing, and 
Regulation (DLLR). 

 Completes criminal charges when appropriate. 

6-6.0 REMOVAL OF DECEASED PERSON’S PROPERTY 

INVESTIGATING OFFICERS 

	 Take possession of property found on the deceased prior to removal of the body and in the 
presence of another member or witness. 

 Inventory and record property in accordance with this article. 

 May later release property not required as evidence to the next-of-kin entitled to its 
possession or custody.
 
EXCEPTION: Evidence will be the responsibility of Forensic Services Section personnel
 
when they are called to process the scene.
 

REFERENCE 

	 Field Manual, Article 7 (Evidence). 
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EVIDENCE
 
Article 7 

7-1.0	 Handling Physical Evidence [rev. 09/2016] 

7-1.1 Evidence/Property Recovery By Other Jurisdictions [rev. 05/2014] 

7-1.2 Trial and Final Disposition of Evidence [rev. 05/2014] 

7-2.0	 Forensic Services Section [rev. prior to 1994] 

7-2.1 Laboratory Examinations [rev. 10/2011] 

7-3.0	 Firearms Evidence [rev. prior to 1994] 

7-3.1 Disarming Firearms [rev. prior to 1994] 

7-3.2 Packaging Firearms [rev. 08/1998] 

7-4.0	 Controlled Dangerous Substance (CDS) Evidence [rev. prior to 1994] 

7-4.1	 Processing CDS Evidence [rev. 07/2013] 

7-4.1.1 CDS on School Property during School Hours [rev. prior to 1994] 

7-4.1.2 Opening of CDS Evidence Packages [rev. prior to 1994] 

7-5.0	 Vehicles Held As Evidence [rev. prior to 1994] 

7-6.0	 Handling and Packaging Special Evidence [rev. prior to 1994] 

7-6.1 Blood and Body Fluids [rev. prior to 1994] 

7-6.1.1 Hypodermic Syringes and Needles [rev. 04/2007] 

7-6.2 Bloodstained Evidence [rev. 04/2006] 

7-6.3 Clean-Up and Decontamination [rev. prior to 1994] 

7-7.0	 Documentary Evidence [rev. prior to 1994] 

7-7.1 Submitting Documentary Evidence [rev. prior to 1994] 

7-7.2 Questioned Document Examination [rev. prior to 1994] 

7-7.3 Collection of Handwriting Samples [rev. prior to 1994] 

7-7.4 Obtaining Typewriting Samples [rev. prior to 1994] 

7-7.5 Special Packaging Procedures [rev. prior to 1994] 

7-8.0	 Statements and Confessions [rev. 01/2014] 

7-8.1 Juvenile Statements and Confessions [rev. 04/2005] 

7-8.2 Dying Declarations [rev. prior to 1994] 

7-9.0	 Visual Investigative Aids [rev. 11/2010] 

7-9.1 Line-ups [rev. 11/2010] 

7-9.2 Photograph Identification [rev. 10/2014] 

7-9.3 Show-Ups [rev. 10/2014] 

7-9.4 Forensic Artist Composites [rev. 11/2010] 

7-9.5 Sketches [rev. prior to 1994] 

7-10.0	 Polygraph Examinations [rev. 02/2010] 

7-10.1 Juvenile Polygraph Examinations [rev. prior to 1994] 

7-11.0	 Wire or Oral Interceptions [rev. prior to 1994] 

7-11.1 Consensual Interception [rev. prior to 1994] 

7-11.2 Court Ordered Interception [rev. prior to 1994] 
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7-12.0 Latent Fingerprint Evidence [n/a] 

7-12.1 Latent Print Processing [rev. prior to 1994] 

7-12.1.1 Recovered Stolen Automobiles [rev. prior to 1994] 

7-12.2 Latent Print Comparison [rev. 07/2013] 

7-12.3 Maryland Automated Fingerprint Identification System (MAFIS) [rev. 01/2001] 

7-12.4 Form 136, Latent Print Report Follow-Up [rev. 01/2001] 

7-13.0 Photographs [rev. 10/2014] 

7-13.1 Requests for Photographic Services [rev. 10/2014] 

7-14.0 Search and Seizure Warrants [rev. 09/2016] 

7-14.1 Sealing of Affidavits [rev. 11/2010] 

7-15.0 Juvenile Investigation [rev. prior to 1994] 
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EVIDENCE
 

7-1.0 HANDLING PHYSICAL EVIDENCE 

GENERAL 

	 All physical evidence will be preserved at the crime scene by the principal investigating 
officer. The collection of evidence is the responsibility of that officer, unless Criminal 
Investigations Bureau (CIB) or Forensic Services Section (FSS) personnel respond and 
assume responsibility. 

	 The FSS may be contacted for assistance, if there is a question as to how a piece of 
evidence should be handled. 

	 If the FSS is needed at the crime scene, they will be requested within one hour after 
initiating the investigation, and the crime scene will be secured. 

	 Many procedures for the handling of evidence are the same as for non-evidentiary property. 

MEMBERS RECOVERING EVIDENCE 

	 Determine the exact location of the recovery, along with the discoverer’s identity (e.g., 
private citizen, another officer, through own investigation, etc.) and the date, time, and 
circumstances of the discovery. 
NOTE: This information will be included in the Incident Report or Incident Supplement. 

	 Promptly take recovered evidence to the precinct/section for processing and storage. 

MEMBERS SUBMITTING EVIDENCE 

	 Forward an original and one copy of the Form 15, Property Inventory with all evidence to 
the EMU. 
NOTE: Controlled dangerous substances (CDS) and firearms require an original and two 
copies. 

	 Inventory physical evidence separately from other property (found or personal) and: 
1.	 Place the collecting officer’s identification (ID) number in the Collector ID column of the 

Form 15 for each item collected. 
NOTE: The Collector ID will be identical for each item listed on a Form 15. Items 
packaged by a second collecting officer will be submitted on a separate Form 15, 
listing the second collecting officer’s identification number in the Collector ID column. 

2.	 Assign each item a sequential item number. 
EXAMPLE: On the day of a crime three pieces of physical evidence are collected by 
an officer with the ID #1234. These will be inventoried as items #1, #2, and #3, under 
Collector ID 1234. If, at a later time, two more pieces of evidence are recovered under 
the same CC number by the same collecting officer, another Form 15 will be 
completed, showing the additional items as #4 and #5. Items collected by a second 
officer, with the ID #2345, will be packaged on a separate Form 15 as items #1, #2, 
and #3, under Collector ID 2345. 

3.	 Include the make, model, and serial number in the description of the property, if 
available. 

	 Log evidence into the Property/Evidence Log Book. 

	 Place packaged evidence and related approved forms in a secured property/evidence 
locker.
 
EXCEPTION: Evidence that is too large for a secured property/evidence locker will be
 
stored in a secured location designated by the precinct/unit commander.
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SUPERVISORS 

	 Ensure all evidence is properly tagged, labeled, marked, or packaged in accordance with 
this article and the Evidence Manual. 

	 Ensure required evidence forms and reports are complete and accurate prior to approval. 

MIDNIGHT SHIFT COMMANDER 

	 Or individual designated by the precinct/section commander, will inspect property/evidence 
lockers daily to ensure that property/evidence is: 
1.	 Accurately and completely listed in the Property/Evidence Log Book. 
2.	 Accounted for. 
3.	 Packaged properly and is accompanied by the appropriate approved forms. 
4.	 Not held in excess of the 72 hour limit, without proper authorization. 
5.	 Promptly addressed by the submitting officer, if a Form 73, Evidence Correction Form, 

has been issued by the EMU. 

 Documents his/her inspection in the Property/Evidence Log Book in the following manner: 
1.	 Locates the next available entry line. 
2.	 Leaves the columns on the left page of the ledger blank. 
3.	 Completes the columns on the right page of the ledger as follows: 

a.	 “Inspection” will be placed in the Reason for opening locker column. 
b.	 The date and time of the inspection will be placed in the Date locker opened and 

Time locker opened columns. 
c.	 The signature and identification number of the inspecting member will be placed in 

the Signature and identification number of individual opening locker column. 
d.	 The numbers of all lockers inspected will be placed in the Remarks column. 

NOTE: Individual locker numbers will be documented. Use of the word “All” is 
prohibited. 

e. “N/A” will be placed in the Final property disposition column of the entry. 

EVIDENCE MANAGEMENT UNIT COURIERS 

	 Ensure evidence is properly packaged and is accompanied by the appropriate approval 
forms. 

	 Initiate a Form 73 for any property/evidence containing deficiencies (e.g., incorrect form, 
incorrect packaging, etc.), indicating the items requiring correction and: 
1.	 Provide the lower portion of the form to the on-duty shift commander for dissemination 

to the appropriate shift supervisor for correction. 
2.	 Place the upper portion of the form in the property/evidence locker. 

NOTE: The Form 73 will remain with the property/evidence until it is transported to the 
EMU. 

	 Document his/her opening of the evidence lockers in the Property/Evidence Log Book in the 
following manner: 
1.	 Locate the next available entry line. 
2.	 Leave the columns on the left page of the ledger blank. 
3.	 Complete the columns on the right page of the ledger as follows: 

a.	 “EMU Courier” will be placed in the Reason for opening locker column. 
b.	 The date and time will be placed in the Date locker opened and Time locker 

opened columns. 
c.	 The signature and identification number of the courier will be placed in the 

Signature and identification number of individual opening locker column. 
d.	 The numbers of all lockers opened will be placed in the Remarks column. 

NOTE: Individual locker numbers will be documented. Use of the word “All” is 
prohibited. 

e.	 “N/A” will be placed in the Final property disposition column for this entry. 
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 Indicate in the Final property disposition column of the submitting officer’s original entry that 
the property was transported to the EMU, upon transport of each item. 

 Transport all property/evidence to the EMU. 

CHAIN OF CUSTODY 

	 Chain of custody must be maintained in all cases involving physical evidence. 

	 The Disposition of Property portion of the Form 15 must be completed for each piece of 
evidence, upon removal from and/or return to the EMU and reflect a complete chain of 
custody, including a written record of the: 
1.	 Name of the person removing/returning the property, 
2.	 Date and time removed/returned, and 
3.	 Item number of evidence removed/returned. 

	 The Accreditation & Inspections Team will conduct inspections of the chain of custody 
process to ensure adherence to policy. 

EVIDENCE RETENTION 

	 Evidence may be held in property/evidence lockers, pending a hearing or for purposes of 
an investigation, for periods exceeding 72 hours, with approval from the shift/unit 
commander. The commander must note authorization and the reason for the hold in the 
remarks column of the Property/Evidence Log Book. 
EXCEPTION: Holidays which fall on a Monday or Friday. 

	 When the hearing or investigation is complete, the property must be promptly forwarded to 
the EMU. 

PROPERTY/EVIDENCE LOG BOOK 

 Maintained at each precinct/command that has property/evidence lockers. 

 Is a standard, hard bound record ledger which is divided into two sections: 
1.	 Property/Evidence Submission - left page of the ledger, left to right, containing, at a 

minimum, the following labeled columns: 
a.	 Central Complaint number. 
b.	 Item number. 
c.	 Locker number. 
d.	 Date placed in locker. 
e.	 Time placed in locker. 
f.	 Submitting officer’s signature and identification number. 

2.	 Property/Evidence Removal/Inspection - right page of the ledger left to right, containing 
at a minimum, the following labeled columns: 
a.	 Reason for opening locker. 
b.	 Date locker opened. 
c.	 Time locker opened. 
d.	 Signature and identification number of individual opening locker. 
e.	 Remarks. 
f. Final property disposition (e.g., transported to EMU, released to owner, etc.). 

 Entries will be made when: 
1.	 Property/evidence is first placed in the locker. 
2.	 Locker is opened for any reason (e.g., inspection, corrections, etc.). 
3. Property/evidence is removed from the locker. 

 Retained for five years past the last entry date. 

REPLACING EVIDENCE WITH PHOTOGRAPHS 

 If the investigating officer does not indicate on the Form 15 that the evidence must be 
retained for court presentation, the EMU may have the evidence photographed by the FSS. 
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	 After receiving the photographs from the FSS, the EMU will notify the property owner to 
respond. Property owners will initial the photographs, identifying them as photographs of 
their property. The property will then be released to the owner and the photographs held as 
evidence. A Form 128, Disposition of Property/Evidence, need not be submitted. 

	 Alcoholic beverage containers will be disposed of at the precinct/unit unless the actual 
item(s) must be retained as evidence. Containers that are disposed of will be: 
1.	 Photographed prior to disposal. 
2.	 Emptied of contents into an appropriate drain and then discarded into a trash 


receptacle.
 
3.	 Documented on a Form 15 listing the photograph(s). Forward the complete form and 

the photograph(s), with an attached property/evidence tag, to the EMU. 

 When alcoholic beverage containers are disposed of, investigating officers will: 
1.	 Document the manner of disposal and clearly articulate in the incident report the basis 

for their belief that the containers do, in fact, contain alcoholic beverages. 
2.	 Notify their supervisor of the actions taken. 

REFERENCES 

 Evidence Manual.
 
 Field Manual, Article 6 (Miscellaneous Property Issues).
 

7-1.1 EVIDENCE/PROPERTY RECOVERY BY OTHER JURISDICTIONS 

GENERAL 

	 Upon notification from another jurisdiction regarding the recovery of property related to a 
Baltimore County incident, the Telecommunications/Inquiry Desk will be notified. 
EXCEPTION: Motor vehicles. 

TELECOMMUNICATIONS/INQUIRY DESK 

	 Checks the National Crime Information Center (NCIC), the Maryland Electronic 
Telecommunications Enforcement Resource System (METERS), the police report, and/or 
teletype to verify that the recovered property is in fact property taken in a Baltimore County 
incident. 

	 Upon verification, notifies the precinct commander where the incident originated. 

	 If it is determined that the property is not from a Baltimore County incident, notifies the 
requesting agency of the findings. 

PRECINCT COMMANDER 

	 Requests the Investigative Services Team (IST) to conduct a review of the Department’s 
investigation when evidence/property is recovered by another jurisdiction. 

	 Ensures that the property is deleted from NCIC/METERS upon verification. 

	 Assigns the case for additional investigation based upon the case review and 
recommendation provided by IST. 

	 Ensures that the property recovery is documented in an Incident Supplement Report. 

INVESTIGATIVE SERVICES TEAM (IST) 

	 Conducts a review of the Department’s investigation when evidence/property is recovered 
by another jurisdiction upon the request of the precinct commander. 

	 Provides the precinct commander with the updated case information, and a 
recommendation of what unit, team, or member should conduct the follow-up investigation. 
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UNITS/TEAMS/MEMBERS ASSIGNED TO CONDUCT FOLLOW-UP INVESTIGATION
 
	 Obtains and reviews all recovery information from the other jurisdiction (e.g., circumstances 

surrounding the recovery, suspect(s) identified or charged, etc.). 

	 Determines the potential for prosecution of any identified suspects not already charged with 
the offense. 

	 Consults with the State’s Attorney’s Office if necessary. 

	 Determines the need to retain the recovered property as evidence. 

	 Sends a letter to the other jurisdiction, if applicable, advising that the property is not needed 
and may be released to the rightful owner. 
NOTE: A copy of this letter should also be sent to the property owner listed in the police 
report. 

	 Contacts the other jurisdiction, if applicable, and makes arrangements to have the 
evidence/property returned to Baltimore County. 
NOTE: The evidence/property may be shipped to the Department using a package 
handling service with which the Department has an established account, if authorized by 
the member’s shift/unit commander. 

	 Upon receipt of the evidence/property package, submits the evidence/property to the 
Evidence Management Unit utilizing established procedures. 

	 Completes an Incident Supplement to document any activities conducted. 

7-1.2 TRIAL AND FINAL DISPOSITION OF EVIDENCE 

INVESTIGATING OFFICERS 

	 Notified of a trial date where physical evidence is to be presented in the case, will obtain the 
evidence from the Evidence Management Unit (EMU) on the date of trial and deliver it to 
court. 

	 Contacts Forensic Services Section (FSS) when the court summons is received to assure 
that any requested examinations will be finished to meet prosecution discovery deadlines. 

	 Notified of a trial date for a case in which a firearm was used, will notify the FSS and supply 
the date of the trial, the type of offense, and the central complaint (CC) number. 

FORMER MEMBERS 

	 When the only witness summonsed for trial is a former officer of the Department, to obtain 
physical evidence the: 
1.	 Witnesses will contact a supervisor of the precinct/division where they were assigned 

during investigation of the case, advising them of the pending trial to allow sufficient 
time for case preparation. 

2.	 Supervisor will assign an officer to assist the witness in obtaining the reports and 
evidence needed for the trial. 

3.	 Officer assigned to assist the witness will maintain the chain of custody on all
 
evidence.
 

RELEASING EVIDENCE 

	 Property held as evidence will not be disposed of or released unless: 
1.	 The case has been disposed of by the courts and the release is authorized by the 

respective commander. 
2.	 The evidence is too large or dangerous to be stored and is photographed prior to 

disposal. 
3.	 It is authorized by the investigator in charge of a major criminal investigation. 

	 Perishable evidence or that which is urgently needed by its owner may be released by 
authorization of the commander of the precinct/division concerned, after it is photographed 
by the FSS prior to release. 
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	 When evidence is released by the precinct/division involved or by the EMU, the person 
releasing the property will forward the original of the Form 15, Property Inventory, to the 
Information & Records Management Unit. 

	 When evidence is held at the EMU that no longer needs to be retained, the collector will 
submit a Form 128, Disposition of Property/Evidence, to the EMU. 

	 If the defendant is incarcerated when the Form 128 is completed, this will be noted on the 
form, including the place of incarceration, if known. 

	 If the defendant’s whereabouts are unknown when the Form 128 is completed, the 
investigating officer will request that notification be made to the defendant’s attorney, if 
known. 

	 If correspondence is received from the defendant’s attorney requesting release of property, 
the investigating officer will request that notification be made to both the defendant and the 
requesting attorney. Along with the Form 128, the officer will forward the attorney’s 
correspondence, if the request was written, or a Form 82, Transmittal Memo, with the 
appropriate information, if the request is oral. 

NARCOTICS EVIDENCE 

	 Controlled dangerous substances (CDS) evidence will be obtained from the EMU and taken 
to trial when felony charges are involved. Evidence will not be needed in misdemeanor 
cases and Juvenile Court cases, unless it has been requested by the State’s Attorney. 
NOTE: All CDS evidence will be returned to the EMU or precinct/division evidence locker 
after each court session. 

TRIAL DISPOSITIONS 

	 In cases where there is a postponement or trial is continued the following day, evidence not 
admitted into trial must be returned to the EMU by the officer and withdrawn the next day of 
trial. In the event the EMU is closed, evidence will be returned to the precinct/division 
evidence locker. 

	 If evidence is being retained during the trial and the officer is no longer needed in court, the 
officer responsible for that evidence will obtain an Evidence Retention Receipt from the 
court or State’s Attorney to ensure that the chain of custody is preserved. 

	 At the conclusion of any trial, the officer will be responsible for returning all physical 
evidence to the EMU. 

	 If the evidence is no longer needed at the end of the trial (e.g., due to probation before 
judgment, dismissal of charges, etc.), the officer may have the owner sign a Form 59, 
Evidence Release. The officer will then turn the property over to the owner and deliver the 
Form 59 to the EMU. 

REFERENCE 

	 Field Manual, Article 6 (Miscellaneous Property Issues). 

7-2.0 FORENSIC SERVICES SECTION 

FORENSIC SERVICES SECTION (FSS) 

	 Is responsible for physical evidence for: 
1.	 All homicides, suspected homicides, suicides, or suspicious deaths. 
2.	 Any case in which the Criminal Investigations Bureau (CIB) Commander determines 

that FSS personnel would be beneficial. 
3.	 Any time that a special technique or knowledge is required. 
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RESTRICTED RESPONSE 

	 Emergency conditions, as determined by the on-duty FSS supervisor, may require the FSS 
to enter a Restricted Response Mode, in which a Crime Scene Team will only respond to: 
1.	 Homicides or suspicious deaths. 
2.	 Fatal Fires. 
3.	 Rape/Sex Offenses. 
4.	 Kidnappings. 
5.	 Shootings, including those by Department members. 
6.	 Felonies wherein a deadly weapon was used. 

7-2.1 LABORATORY EXAMINATIONS 

AVAILABLE LABORATORY EXAMS 

 Suspected Controlled Dangerous Substances (CDS).
 
 Biology/DNA.
 
 Trace Evidence.
 
 Hairs.
 
 Fibers.
 
 Latent print processing and comparison.
 
 Number restoration.
 
 Firearms comparison.
 
 Gunshot residue and/or distance determination.
 
 Tool mark comparison.
 
 Questioned documents.
 
 Inhalants.
 
 Soil, paint, glass, arson/explosives, and toxicology.
 

FORENSIC SERVICES SECTION (FSS) 

	 In consultation with the requesting officer, determines the most appropriate type of 
examination for items submitted and, if necessary, causes such exam(s) to be conducted 
by the agency of its choice. 

	 Will consult with the supervisor approving the laboratory examination request in 
circumstances where the requested examination cannot be performed. 

	 Will notify the Evidence Management Unit (EMU) not to dispose of any evidence in 
reference to an investigation that has a DNA profile entered into the Combined DNA Index 
System (CODIS). 

	 Submits an Incident Supplement regarding: 
1.	 Evidence sent outside the Department for examination, to whom sent, and type of 

exam requested. 
2.	 The result of all submitted exams and the date the evidence was returned to the EMU. 

INVESTIGATING OFFICERS 

	 Will submit a Form 88, Request for Laboratory Examination, (original and two copies), 
signed by the member’s supervisor, to the FSS. 
NOTE: Forward only the original Form 88 to FSS for evidence containing biological fluids. 

	 Will submit a separate Form 88 for each type of examination. Multiple items may be listed 
for the same type of examination per central complaint (CC) number. 

	 Will submit a Form 98, Request for CDS Analysis (original only) for suspected CDS 
evidence. 

	 Submitting items for comparison, a known source is required. 
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	 When notified of a positive laboratory examination, are responsible for the investigative 
follow-up. A CODIS investigation will require the officer to contact CIB for 
direction/assistance. 

COMMANDERS 

	 When receiving a laboratory examination requiring additional investigation, will forward the 
examination’s results to the submitting officer for investigative follow-up. 

	 Will ensure all CODIS Hit notifications are entered into the precinct CODIS Log Book. 

CODIS LOG BOOK 

 Will be completed by precinct personnel designated by the commander. 

 Is required to be completed for all CODIS Hit notifications. 

 Will contain at a minimum, the following information: 
1.	 Date laboratory examination results received. 
2.	 Date results forwarded to investigating officers. 
3.	 Investigating officer’s name. 
4. Date follow-up investigation completed.
 
NOTE: Log book does not need to be a ledger book.
 

7-3.0 FIREARMS EVIDENCE 

GENERAL 

	 Render firearms safe by completely unloading them, prior to packaging. 

	 Handle evidentiary firearms as little as possible. 

	 Consult Firearms Identification or a Crime Scene Team if any questions regarding firearms 
exist. 

7-3.1 DISARMING FIREARMS 

GENERAL 

	 Never submit a loaded weapon. If unsure how to make the weapon safe, contact Firearms 
Identification or a Forensic Services Section (FSS) Crime Scene Team. 

	 Always point the firearm in a safe direction prior to disarming. 

	 Some firearms require manual cycling to remove ammunition by virtue of extractors and 
ejectors. Extreme caution should be adhered to in these instances. 

	 Pay special attention to automatic weapons. After the magazine has been removed, the 
chamber must also be cleared. 
NOTE: The disarming instructions given are not all inclusive for every style of weapon, 
however, the greater percentage encountered by police officers are covered. 

SEMI-AUTOMATIC PISTOLS 

	 Remove magazine (usually found in butt) by depressing magazine release (usually found 
on frame in back of trigger or on bottom of grip). 

	 Pull back breechblock slide to check for a chambered live round. Any round should be 
ejected. 

	 Clear the chamber and lock open by means of the slide lock. If there is no slide lock, allow 
slide to return to its normal position and apply safety. 

REVOLVERS 

	 Locate cylinder release and open (on top break revolvers release is usually on top strap at 
rear). 

	 Carefully open and note position of each cartridge, if any. 
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 Remove any and all live and spent ammunition. 

 Leave firearm in open condition. 

MAGAZINE FED BOLT ACTION RIFLES 

 Open bolt and leave open. Remove cartridge from chamber. 

 Magazines: 
1.	 Box magazines - locate magazine floor plate release button on bottom of magazine 

(usually located at rear of plate just forward of trigger guard). Open plate, remove any 
live ammunition, and reinstall floor plate. 

2.	 Tube magazines - open magazine by removing forward end (usually a knurled plug) 
and remove ammunition. 

 Re-inspect weapon to ensure that weapon is clear. 

MAGAZINE FED LEVER ACTION RIFLES 

 Lower lever to gain access to breech and check for live ammunition. 

 Remove any live rounds from chamber and magazine tube. 

 Re-inspect weapon to ensure that weapon is clear. 

PUMP SHOTGUNS 

 Locate safety and apply.
 
 Pull slide to rear to expose chamber and magazine. Remove chambered round.
 
 Remove live ammunition from magazine tube by carefully cycling firearm manually.
 
 Re-inspect weapon to ensure that weapon is clear.
 

SEMI-AUTOMATIC SHOTGUNS 

	 Engage the firearm’s safety mechanism. 

	 Remove all ammunition from the magazine first. 

	 Grip operating handle on side of breechblock, pull to rear, and remove any live round in 
chamber. 

	 Slowly and carefully operate breechblock utilizing operating handle to manually remove any 
remaining ammunition from magazine. 

BLACK POWDER FIREARMS 

	 Do not attempt to unload these weapons. 

	 On percussion style firearms, very carefully remove percussion caps from nipples. 

	 Very slowly and carefully lower hammer from cocked position. 

	 These firearms should be taken directly to the Forensic Services Section Firearms and 
Toolmark Examiner as soon as possible. 

	 Do not smoke or create sparks in close proximity to this type firearm. 

7-3.2 PACKAGING FIREARMS 

GENERAL 

	 Firearms and their serial numbers, whether evidence or not, will be listed on a Form 15, 
Property Inventory. 

	 Firearms and related evidence will be listed on a separate Form 15 from other property or 
evidence. 

	 An original and three copies of the Form 15 will be forwarded with the property. 
NOTE: When a firearm is seized as a result of a narcotics investigation, “Narcotics Related 
case” will be written in the remarks section of the Form 15 by the officer. 
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	 Any additional forensic examinations needed (i.e., latent fingerprints) will be noted in the 
“Remarks” section of Form 15 and a Form 88, Request for Laboratory Exam, must be 
submitted to the Forensic Services Section (FSS). 

	 Multiple firearms and/or firearms related evidence (e.g., bullets, cartridge cases, 
magazines, clips, ammunition, extra barrels, separate firearms parts, etc.) collected for a 
case will be included on the same Form 15. 

PACKAGING 

	 Do not use tape of any kind on firearms, ammunition, clips, or magazines. 

	 All firearms will have a yellow Firearms Evidence tag wired securely to the trigger guard or 
grip area to the rear of the trigger. 

	 Only one Firearms Evidence tag and item number is required for a firearm and any 
ammunition, clip, or magazine contained in the firearm. 

	 Do not insert any object into the barrels, cylinder, chambers, or magazine housing of the 
firearm. The firearm needs to be unloaded. 

LOOSE AMMUNITION 

	 Bag loose ammunition in a small paper bag. 
NOTE: The ammunition must not be damp. 

	 Bag any clip or magazine in a separate paper bag and then place them in a larger paper 
bag with the firearm and tie off the bag. 

FIRED BULLETS 

	 Handle bullets as little as possible to prevent damage to identification characteristics in the 
rifling markings and loss of materials adhering to the bullet. 

	 Place no markings on the bullet. 

	 Wrap recovered bullets in soft paper and place individually in sealed and labeled 
envelopes. Date and sign the sealed area. 

	 Submit all bullets recovered as evidence at a crime scene or removed from bodies at the 
morgue or hospital. 
NOTE: Fired shotshell components, such as wadding, slugs, sabots, and shot will be 
handled and packaged in the same manner as fired bullets. 

FIRED CARTRIDGE CASES AND SHOTSHELLS 

	 Place no markings on the cartridge case or shotshell. 

	 Wrap each cartridge case or shotshell separately in soft paper and place in individual 
sealed and labeled envelopes. Date and sign the sealed area. 
NOTE: Fired cartridge cases and/or shotshells and other firearms related evidence will be 
listed on a separate Form 15 from other property or evidence. 

TRANSPORTING FIREARMS 

	 All firearms will be delivered to the Evidence Management Unit. The name of the deliverer 
must appear on the Property Evidence Tag. 

 The Information & Records Management Unit will forward to the Forensic Services Section 
a copy of any Form 15 that identifies recovered firearms. 

7-4.0 CONTROLLED DANGEROUS SUBSTANCE (CDS) EVIDENCE 

DEPARTMENT MEMBERS 

	 Never sniff or taste suspected CDS. 

	 When handling CDS, will wear rubber gloves, if possible. Hands will be washed 
immediately following the handling of CDS. 
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	 Will not acknowledge receipt of any CDS evidence that is improperly packaged or 
unaccompanied by properly completed forms. 

7-4.1 PROCESSING CDS EVIDENCE 

INVESTIGATING OFFICERS 

	 Package hypodermic syringes with needles in a puncture resistant container. Do not bend 
or break the needle. All hypodermic syringes will be handled as “biohazard” contaminated. 

	 Mark CDS evidence for identification by writing or scratching their initials and an item 
number on the container in which the CDS is contained. If the container is unsuitable for 
such marking, it will be placed in a clear plastic KAPAK evidence bag which will be labeled 
and marked (using a permanent marker) with the officer’s initials and an item number. 

	 Place all evidence from a single case in a single KAPAK evidence bag. An evidence seal 
will be completed with the officer initialing the seal and entering the date, time, and central 
complaint (CC) number. The evidence seal will be heat-sealed into the bag. When heat 
sealing, use a KAPAK evidence bag large enough to leave sufficient room for the bag to be 
opened and resealed. 
NOTE: Large amounts of evidence may be split between two or more large KAPAK 
evidence bags that will be labeled and heat-sealed. 

	 Package CDS evidence separately from other evidence, even if related to the same case. 
KAPAK evidence bags are to be used for CDS evidence and US currency only. 

	 When packaging evidence such as pills or other quantities of CDS, document the amount of 
the item(s) to be confiscated/processed (e.g., number of pills, etc.). 

	 Complete and affix an evidence label on the front of the KAPAK evidence bag. 

	 Complete a Form 15, Property Inventory (original and copies) and a Form 98, Request for 
CDS Analysis (original only) and submit them with the evidence. Regardless of the number 
of KAPAK evidence bags used, only one Form 15 and 98 are needed for each case. 

	 Handle found CDS, suspected CDS, and paraphernalia, which are non-evidentiary, in the 
same manner outlined for CDS evidence. Forms will be completed as for other abandoned 
or found property. The CDS will be forwarded to the Evidence Management Unit (EMU) 
with a Form 128 attached to authorize disposal of the items. Form 98 is not required in 
these instances. 

	 Store CDS at the facility evidence locker until it can be delivered to the EMU the next 
normal business day. 

BULK EVIDENCE 

	 If the original container is too large for packaging, the officer will remove the contents and 
place them in KAPAK evidence bags. The container will be marked with the officer’s 
initials. If the container does not need laboratory analysis, it will be listed on a separate 
Form 15 and forwarded to the EMU. 

	 If evidence is seized that is too large for packaging, contact the squad supervisor who will 
contact the Forensic Service Section (FSS) for assistance, if necessary. 

	 Loose/damaged evidence must be placed in a separate plastic bag before being placed 
with other evidence in the KAPAK evidence bag. 

	 Leaking evidence must be packaged in a paint can. 

	 Plant-like suspected CDS that is damp or contains moisture due to its freshness will be 
packaged in a paper bag. The chain of custody will be maintained with a standard 
evidence label. A Form 128, Disposition of Property/Evidence, will be attached to authorize 
disposal of the items. 
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SUSPECTED LIQUID PCP 

	 Do not open, move, or otherwise disturb the container or its contents. In emergency 
situations requiring it be moved, rubber gloves will be worn. 

	 Avoid direct skin contact with the substance. In the event contact is made, immediately 
wash the affected area with soap and water. If an open cut is exposed to liquid PCP, the 
member will seek immediate medical attention and a Form 222, Supervisor’s Preliminary 
First Report of Injury, will be completed. The member involved will report to the County’s 
Designated Health Care Provider (DHCP). 

	 Secure the area and do not cause any combustion to take place near the area of the 
substance (e.g., lighting a cigarette, etc.). 

	 Contact the Vice/Narcotics Section for the removal of the container. After hours, the 9-1-1 
Police Liaison will contact the on-call Vice/Narcotics detective. 

7-4.1.1 CDS ON SCHOOL PROPERTY DURING SCHOOL HOURS 

INVESTIGATING OFFICERS 

	 Follow the above procedures regarding processing of CDS evidence. 

	 Provide the school’s principal with the central complaint (CC) number and a copy of the 
Form 15, Property Inventory, listing the confiscated suspect CDS. 

	 Print “SCHOOL CASE” in red ink in the “Remarks” section of the Form 15. 

	 Check the block indicating a school case in red ink on the Form 98, Request for CDS 
Analysis. 

	 Package the evidence immediately so it may be transported to the Evidence Management 
Unit (EMU) no later than the next normal business day. 

7-4.1.2 OPENING OF CDS EVIDENCE PACKAGES 

GENERAL 

	 Controlled Dangerous Substance (CDS) evidence packages will be opened only by 
Department members having control of it and with just cause (e.g., request of the court, 
etc.). 

KAPAK RESEALING PROCESS 

	 If the KAPAK can be resealed: 
1.	 Open the KAPAK just above the signature seal. 
2.	 Place cut signature seal in the KAPAK. 
3.	 Reseal the KAPAK prior to submission to the facility evidence locker or the Evidence 

Management Unit (EMU). 
4.	 Complete a new CDS Evidence Form 98 and enter in the “Description” section, in red 
ink, “KAPAK OPENED - RESUBMIT FOR ANALYSIS.” 

 If the KAPAK cannot be resealed: 
1.	 Prepare another KAPAK, including a new chain of custody sticker. 
2.	 Place all evidence, cut signature seals, and original KAPAK into the new KAPAK, 

placing same in such a manner that the original chain of custody sticker is visible. 
3.	 Reseal the KAPAK according to above procedures. 

NON-KAPAK PACKAGES 

	 When opened, will be resealed in a manner similar to that for the keeping in mind the need 
for the security and integrity of the package. 
NOTE: A new Form 98, Request for CDS Analysis, must be completed as stated above. 
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7-5.0 VEHICLES HELD AS EVIDENCE 

OFFICERS HOLDING VEHICLES 

	 Have the vehicles towed by the Vehicle Operations & Maintenance Shop. If the shop is 
closed, the 9-1-1 Police Liaison will contact the on-call shop member. If the shop member 
is unable to respond, the closest licensed tow company will be contacted to respond. 

REQUIRED FORMS 

 Form 15, Property Inventory.
 
 Evidence tag, to be attached to the vehicle where it can easily be seen.
 
 Form 128, Disposition of Property/Evidence.
 

NOTE: The Forms 15, 128, and Evidence Tag must be completed prior to acceptance by 
the Forensic Services Section. 

VEHICLE CLAIMANTS 

 May not receive their vehicles without approval from the investigating officer.
 
 Provide proper identification.
 
 Pay tow charges if required.
 
 Sign the Form 15 prior to the release of the vehicle.
 

7-6.0 HANDLING AND PACKAGING SPECIAL EVIDENCE 

TOOL MARKS 

	 Evidence includes abrasions or impressions left by tools on objects at the scene and 
various tools found in the possession of the suspects. 

 When submitting evidence for examination, wrap working surfaces of tools in heavy paper. 

 Evidence which cannot be readily removed (e.g., door, window, etc.) can be photographed 
using an inch scale card. 

GLASS 

 Keep as much of the glass intact as possible. Mark inside and outside.
 
 If possible, place between two pieces of cardboard and tape securely.
 
 Place clothing containing suspected glass fragments in a bag and tie securely.
 
 If a possible physical match is going to be requested, obtain as much of the known glass
 

samples as possible (e.g., glass from suspect headlight, etc.). 

PAINT 

	 Place sample in an evidence fold, seal in an envelope, and mark for identification by officer 
(e.g., location recovered from, etc.). 

SOIL 

	 Package in pillboxes or cardboard containers and seal securely. 
NOTE: Allow to air-dry before sealing. 

INHALANTS 

 Evidence includes cloth, paper bags, plastic bags and the like, which the defendant may 
use to inhale vapors. 

 Place evidence suspected of containing an inhalant in a clean, unlined paint can, and seal 
tightly. 

 Place separate items in different cans. 

 Mark each can by item number, including the officer’s initials. 

 Attach a completed evidence tag to the can. 
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	 In case of spray cans or tubes containing glue, the use of the unlined paint can is not 
necessary, provided the original containers are tightly capped. They may be placed in a 
plastic bag and the evidence tag attached. In cases where there are no covers or caps 
available, place the items inside an unlined paint can and seal securely. 
NOTE: The unlined paint cans and lids are available from the Materials & Facilities 
Management Unit in gallon, quart, and pint sizes. 

ARSON 

	 Use a clean unlined paint can to hold arson debris or any other arson evidence submitted 
for analysis. 

	 Mark the investigator’s initials, date, and item number on the can. 

	 Attach a completed evidence tag to the can along with the required forms. 

	 If there are several items in a case, place them in separate cans and label properly. 

7-6.1 BLOOD AND BODY FLUIDS 

GENERAL 

	 All blood and body fluids and all items contaminated by blood and body fluids should be 
treated as infectious for communicable diseases and will be handled with disposable 
gloves. 

	 Packages containing contaminated items or items suspected of being contaminated will be 
clearly labeled with a property evidence tag. The warning “BIOHAZARD” will be 
prominently written on the outside of the packaging materials in such a fashion that anyone 
coming in contact with the item will be aware of the risk. 

	 Packages which must be marked “BIOHAZARD” include both individual (pure) body fluid 
samples and items contaminated with blood or body fluids. 

	 Blood and body fluids include blood, blood by-products, semen, vaginal secretions 
(including vaginal swabs), urine, feces, birth fluids, breast milk, mucous membrane 
secretions, saliva, fluids from open/weeping sores and infections, whether wet or dry. 

	 Packages containing evidence found during searches of body cavities (e.g., narcotics, etc.) 
will display on the outside of the package a note describing the location where the evidence 
was found. 

7-6.1.1 HYPODERMIC SYRINGES AND NEEDLES 

GENERAL 

	 Hypodermic syringes and needles: 
1.	 Are assumed to contain infectious microorganisms. 
2.	 Will be handled with care and diligence using the Occupational Safety and Health 

Administrations prescribed standard precautions as listed below. 
3.	 Being disposed of will immediately be placed in the clear plastic puncture-resistant 
sharps tube labeled “BIOHAZARD” kept at each precinct/facility. 

SEIZING HYPODERMIC SYRINGES/NEEDLES 

	 When handling hypodermic syringes or needles: 
1.	 Wear latex gloves with heavy-duty neoprene gloves.
 

NOTE: No glove will provide total protection against needle sticks.
 
2.	 Do not bend, break, recap, or manipulate the needle by hand. 
3.	 Do not snip the needle with any cutting device (infectious liquid/material may aspirate 

into the air). 
4.	 Do not recap or uncap a recovered needle. 
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5.	 Do not push the plunger back into the syringe if it is retracted. Insert hypodermic 
syringes and needles into a clear plastic puncture-resistant sharps tube labeled 
“BIOHAZARD.” 

NON-EVIDENTIARY HYPODERMIC SYRINGES/NEEDLES 

	 Which do not offer proof of any crime or are determined not crucial as evidence will not be 
submitted to the Evidence Management Unit. The investigating officer will: 
1.	 Immediately place the hypodermic syringe or needle in a clear plastic puncture-

resistant sharps tube labeled “BIOHAZARD.” 
2.	 Obtain verbal permission from a supervisor to dispose of the hypodermic syringe or 

needle. 
3.	 Record the name of the authorizing supervisor, a description of the item, the reason for 

disposal, and the date and time it was placed in the biohazard sharps container in the 
Incident Report. 
NOTE: Property sheets are not needed for hypodermic syringes or needles disposed 
of at the precinct. 

	 Non-evidentiary syringes/needles taken from prisoners will: 
1.	 Be immediately placed in a biohazard sharps tube. 
2.	 Be recorded on the Form 15, Property Inventory, with the rest of the prisoner’s 

property. 
3.	 Have a notation placed on the back of the Form 15 indicating: 

a.	 The item was disposed of at the precinct, if approved, and the reason for disposal. 
b.	 The name of the supervisor authorizing disposal and the date and time the item 

was placed in the biohazard sharps tube. 
EXCEPTION: Hypodermic syringes/needles for medical reasons (e.g., insulin, 
allergies, etc.) and the accompanying medical kit remain with the prisoner’s property. 

BIOHAZARD SHARPS CONTAINER 

	 Is kept in a temporary evidence/property holding area or similar location accessible to all 
employees, with a conspicuously labeled “BIOHAZARD” sign. 

	 Biohazard sharps container bags will be removed by the contracted waste removal 
company when full. 

FACILITY COORDINATOR/DESIGNEE 

	 Will contact the contracted waste removal company for the removal of all authorized 
biohazard waste container bags when full. 

EVIDENTIARY HYPODERMIC SYRINGES/NEEDLES 

 Will be placed into a clear plastic puncture-resistant sharps tube labeled with the needle 
pointing down toward the solid capped end. 

 Will be heat-sealed with the needle tube placed in a labeled, clear plastic KAPAK evidence 
bag, and forwarded to the Evidence Management Unit. 

 Taken from prisoners, require the name of the investigating officer and the officer’s 
signature on the back of the Form 15. 

 Will not be submitted for analysis. 

 Containing a substance or residue will only be analyzed when it is absolutely critical in the 
prosecution of a major case and at the request of the State’s Attorney’s Office. 
NOTE: Mere possession of a hypodermic syringe or needle in itself does not constitute a 
crime. There must be other factors relating its possession to illegal use or distribution of 
drugs (e.g., admission by the defendant, lack of a prescription, needle in close proximity to 
drugs, paraphernalia, etc.). 
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REQUESTS FOR ANALYSIS OF HYPODERMIC SYRINGES/NEEDLES 

	 Will be made via a properly authorized/endorsed written correspondence from a member of 
the State’s Attorney’s Office to the Chemistry Unit Supervisor stating: 
1.	 The central complaint (CC) number. 
2.	 The name(s) of the defendant(s). 
3.	 The officer’s name. 
4.	 Date of arrest. 
5.	 That the facts and circumstances have been reviewed and the analysis is critical to the 

case. 

REFERENCES 

 Annotated Code of Maryland.
 
 Baltimore County Police Department Exposure Control Plan.
 

7-6.2 BLOODSTAINED EVIDENCE 

GENERAL 

	 All items contaminated by blood or body fluids should be treated as infectious for 
communicable diseases and will be handled with disposable gloves. 

	 When processing evidence contaminated with blood or body fluids, members should wear a 
mask, disposable gloves, and protective goggles. Gloves must be changed prior to 
handling the next item of evidence. 

	 Garments and fabrics include: clothes, underwear, bed sheets, pillowcases, curtains, throw 
covers, etc. 

	 The investigator’s identifying marks should be put directly on the fabric in ink, preferably on 
the manufacturer’s label and away from the stained areas, if possible. 

	 Each item should be wrapped separately using paper bags or brown wrapping paper. 
Never use plastic bags. 

	 Wet (moist) stains must be dried out before wrapping or putrefaction of blood will occur. 
Drying should be done by exposure to the atmosphere in a secure, well-ventilated room not 
exposed to sunlight or heat. 

	 On surfaces such as walls, floors, automobiles, glass, and large metallic objects (e.g., car 
bumper, pipes, etc.), the blood can be swabbed using sterile distilled water and sterile 
cotton swabs or applicators. The swabs/applicators should be air dried away from sunlight 
and heat before packaging in an evidence envelope. 

	 In dirt or sand (if the blood is encrusted on the surface), place the crusts into an evidence 
fold and seal with a piece of cellophane tape before placing inside an evidence envelope. 

7-6.3 CLEAN-UP AND DECONTAMINATION 

CLEAN-UP 

	 When packaging of evidence involving blood or body fluids is completed: 
1.	 Discard the rubber gloves in the facility BIOHAZARD container. 
2.	 Wash immediately and thoroughly with hot soapy water. Isopropyl alcohol can be 

applied to the hands prior to washing with soap and hot water if an additional measure 
of protection is necessary. 

3.	 Uniforms or other soiled clothing should be laundered as follows: 
a.	 Launder washable fabrics in a bleach solution if the fabric is compatible with 

bleach. 
b.	 Body fluid stains in fabrics requiring dry cleaning should be diluted in cold water 

and placed in a plastic bag prior to cleaning. 
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CONTAMINATED ITEMS 

	 Use disposable rubber gloves during any decontamination procedure. 

	 Wash the item with hot soapy water and rinse thoroughly. 

	 Soak the item in a solution of water and household bleach for 10 to 15 minutes. Use a 
concentration of about one and one-half cups of bleach for each gallon of water. Rinse with 
water and air dry. 

	 For large areas, disinfect with the bleach and water solution and clean with soap or 
detergent. 

	 Package non-evidentiary, contaminated items in two plastic bags (double bagging), seal 
with tape, and label with the “BIOHAZARD” warning. Deposit these items in facility 
BIOHAZARD containers. 

	 Contaminated materials will be collected periodically by a departmental courier and 
transported for incineration. 

7-7.0 DOCUMENTARY EVIDENCE 

AVAILABLE DOCUMENTARY EVIDENCE EXAMS 

 Handwriting (script).
 
 Hand printing and hand lettering.
 
 Imitation signatures (traced or freehand).
 
 Spurious signatures (false).
 
 Typewriting and typewriter ribbons.
 
 Inks and papers.
 
 Check writers and other mechanical impressions.
 
 Indented writing.
 
 Obliterated or eradicated writing.
 
 Used carbon paper.
 
 Burned or charred paper.
 
 Fracture line comparison (e.g., torn paper, etc.).
 
 Photocopies.
 

7-7.1 SUBMITTING DOCUMENTARY EVIDENCE 

GENERAL 

	 The original documentary evidence should be submitted for examination. Photocopies will 
be accepted if they are of excellent quality and the original has been destroyed or is 
unavailable. The officer will note this fact on the Form 88, Request for Laboratory Exam, in 
the following manner: “Copy Only - Original Destroyed.” 

	 Original documentary evidence is needed for: 
1.	 Most types of signature, handwriting, or hand printing examinations. 
2.	 The comparison of certain types of typewriting. 
3.	 The comparison of check writer impressions and notary seals. 
4.	 Making court exhibits. 

INVESTIGATING OFFICERS 

	 Avoid writing on the document, except to place initials, date, and time. The officer will place 
this information in a noncritical area of the document and will do so in a manner to prevent 
contaminating the document. 

	 Do not fold, staple, or mark the questioned documents. 

	 Place each suspect document into an envelope. 

	 Attach property evidence tags to each bag or envelope and inventory all evidence on a 
Form 15, Property Inventory. 
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	 Include on the Form 88: 
1.	 A list of all evidence, clearly distinguishing the questioned document from any other 

documents or sample writings. 
2.	 What examinations are desired. 
3.	 Whether or not the submitted material is to be examined for fingerprints. 
4.	 The manner in which the officer obtained any samples which are to be compared with 

the questioned document. 
5.	 The physical and mental state of the suspect at the time the sample comparison 

writings were made and if the suspect was cooperative. 

7-7.2 QUESTIONED DOCUMENT EXAMINATION 

EXAMINATION REQUIREMENTS 

	 Questioned and known writing must be comparable. 

	 Approximation of questioned writing conditions should be similar (e.g., wording, spaces on 
paper available for writing, writing instrument, etc.). 

	 Genuine victim’s writing must be comparable to the text in question. 

	 The best evidence must be used. If originals are not possible, a clear machine copy or 
photograph will be accepted. 

EXAMINATION REQUESTS 

	 Will include the following information: 
1.	 A list of evidence clearly distinguishing between the questioned and known. 
2.	 What is to be compared. 
3.	 A brief explanation of the crime as it pertains to the handwriting examination (e.g., 

relationship to victim, suspect’s access to victim’s writing, physical and mental 
condition of suspect, etc.). 

7-7.3 COLLECTION OF HANDWRITING SAMPLES 

GENERAL 

	 All forms and handwriting samples must be submitted to the Evidence Management Unit. 

VICTIM EXEMPLARS 

	 Submit samples of the victim’s signature when: 
1.	 A document’s signature is in question. 
2.	 There has been an attempt to imitate the signature of another person. It is imperative 

that a copy of the victim’s signature is submitted. The copy obtained should be on a 
document similar to the one forged. The victim’s signature should have been written 
on the document submitted, prior to the date of the offense. 

	 When the signature appears to have been traced, the member should attempt to locate the 
master signature used. If that signature cannot be obtained, genuine signatures from the 
victim written on similar documents, prior to the date of the offense, will be submitted. 

	 If the questioned document is a check, 25 canceled checks written prior to the offense 
should be obtained from the victim. 

SUSPECT EXEMPLARS 

	 If questioned writing consists of a signature or a few words, 20-25 dictated samples of the 
original writings are to be submitted. 

	 If questioned writing consists of a few paragraphs, submit 10 samples of a known writing in 
exact text as the questioned document (preferably phrases that are repeated throughout 
the questioned writing). 
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	 Obtain at least 25 handwriting samples. If the questioned handwriting is on: 
1.	 The face of a check, use the Form 216-2, Handwriting Form. 
2.	 The back of a check, use the unlined side, narrow end of a three-by-five inch index 

card. 

 Duplicate, if possible, the original conditions when the suspect is giving a sample of writing 
(e.g., same size paper, writing area, writing instrument, etc.). 

	 Have the suspect complete the Form 216-1 (original only) using one form each for the right 
and left hand. Submit this form with all handwriting samples. If the suspect displays similar 
writing ability with both hands, obtain complete handwriting exemplars from each hand. 

	 Dictate to the suspects what they are to write. Do not allow the suspect to see the original 
or copy of the questioned document. 

	 Remove each sample of writing from the suspect’s view as it is completed. 

	 Do not give the suspect instructions in spelling, punctuation, or paragraph arrangement. 

	 Material written by the suspect during normal activities may also be submitted for 
examination, but should contain some of the same words or letter combinations. 

7-7.4 OBTAINING TYPEWRITING SAMPLES 

PROCEDURES 

	 Submit the typewriter (including any interchangeable typing elements) or other writing 
machine and the original document for examination. If this is not possible, obtain several 
typed samples containing the exact word text of the document submitted for comparison. 

	 Obtain four typed samples of the complete keyboard. 
NOTE: For typewriters with interchangeable elements, a similar sample of each element 
should be submitted. 

	 Include all information as to the make, model, serial number, and any other identifying 
characteristics of the machine. 

	 Determine when the machine was last serviced. 

	 Submit the typewriter ribbon for examination if distinguishable impressions of characters 
are visible and identifiable. 

7-7.5 SPECIAL PACKAGING PROCEDURES 

BURNT/CHARRED DOCUMENTS 

	 Do not handle the document. 

	 Carefully slide a piece of paper under the document and place it in a box or container of 
suitable size. 

	 Do not place other items in the box to fill empty spaces. 

	 Transport the box directly to the Forensic Services Section. 

INDENTED DOCUMENTS 

 Do not attempt to highlight the indentation by rubbing with a pencil or powder. 

 Place in an envelope and ensure that the document is not pressed. 

LATENT PRINT DOCUMENT EXAMINATION 

	 Place in an envelope, handling the document only by the edges. 

	 If the document is also being submitted for handwriting examination, note on the Form 88 
that the document is to be processed for latent prints. 
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7-8.0 STATEMENTS AND CONFESSIONS 

GENERAL 

	 Prior to commencing any interrogation, Form 14, Miranda Rights Waiver, and a Form 266, 
Waiver of Right to Prompt Presentment, must be presented to an adult suspect who is in 
custody and entitled to an initial appearance before a commissioner. 

	 Interrogations may not be conducted without an initial appearance before a commissioner 
or a waiver of prompt presentment. 

	 A presentment to the commissioner may be delayed for the: 
1.	 Completion of booking procedures. 
2.	 Determination of whether to seek a charging document against the suspect. 
3.	 Corroboration of crimes to which the suspect has admitted. 
4.	 Gathering of information which is likely to be significant in averting harm to others or 

loss of property of substantial value. 
5.	 Gathering of information against co-defendants. 
6. Gathering of evidence relating to a crime. 

 Prior to conducting an interrogation, the interrogating officer will: 
1.	 Indicate whether the suspect can read and write. 
2.	 Read each right aloud to the suspect. 
3.	 Ask the suspect if he or she understands and have the suspect initial each right. 
4.	 Have the suspect sign the Form 14 and/or Form 266 if waiving his/her rights. 
5.	 Indicate refusal to sign on the Form 14, Form 266, and in the incident report. 
6.	 Complete the Form 14 and Form 266, sign his/her name, and affix the date and time. 

	 Suspects subject to interrogation will never be threatened, tricked, or cajoled when trying to 
obtain a waiver of their rights. 

WITNESS STATEMENTS 

	 Will be recorded on a Form 14A, Witness Statement Form, and continued on a Form 14B, 
Witness Statement Form Continuation. 

	 Distribute statement/waiver forms as follows: 
1. Original – forwarded to the Information & Records Management Unit. 
2. Copy – retained in the precinct/division files. 

WRITTEN CONFESSIONS 

	 Will be recorded on a Form 14A, Witness Statement Form, continued on a Form 14B (when 
necessary), and distributed as follows: 

1.	 Original – packaged as evidence and forwarded to the Evidence Management Unit 
(EMU). 

2.	 Copy – forwarded to the Information & Records Management Unit. 
3.	 Copy – retained in the precinct/division files. 

INVESTIGATING OFFICERS 

	 Will not imply in any way that a statement or confession will be used on behalf of the 
defendant in court. 

	 Conducting an interrogation must: 
1.	 Give serious consideration to the age, education, and mental and physical condition of 

the person in custody. 
2.	 Be convinced that the person in custody fully understands his/her constitutional rights. 

	 May use a question and answer format at the end of the narrative statement if the narrative 
does not contain sufficient detail. The suspect or person in custody will be presented with 
the written question and permitted to write the answer in his/her own words. This method 
may also be used for witness statements. 
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	 Immediately stop an interrogation when a suspect or person in custody expresses a desire 
to exercise his/her rights. 

	 Will not give legal advice or attempt to answer any legal questions. This does not conflict 
with the officer’s duty to advise a person in custody of his/her constitutional rights. 

	 State whether a statement or confession is oral or written in the narrative portion of the 
related incident report. 

	 Note in the Narrative tab of the Incident Report if the suspect or person waived his/her 
Miranda rights but refused to sign the waiver and the names of all witnesses to the advice 
of rights. 

CHANGES TO STATEMENTS/CONFESSIONS 

	 May only be made during the period in which the statement is being prepared. Once the 
person has signed the statement or confession, it will not be changed. Changes at this 
point must be made on a separate signed statement that refers back to the original. 

	 Will be made by witnesses, suspects, or persons in custody in their own handwriting. They 
will be instructed to place their initials opposite each correction. 

INFORMATION & RECORDS MANAGEMENT UNIT 

	 Marks the original Form 14/14A/14B “RESTRICTED MATERIAL.” 

7-8.1 JUVENILE STATEMENTS AND CONFESSIONS 

GENERAL 

	 Statements or confessions made by a juvenile after being advised of Miranda rights must 
be voluntarily given. Only juveniles themselves may waive their rights. The 
parents/guardian will not be allowed to force the juvenile to waive Miranda rights. In 
situations where the juvenile wants to waive but the parents refuse, interrogating officers 
may either discontinue or call the State’s Attorney’s Office for advice. 

	 Juvenile offenders do not have the right to prompt presentment. 

	 In determining the voluntariness of the statement/confession, the officer must give serious 
consideration to the following possible mitigating factors: 
1.	 Age. The fact of marriage may balance off a juvenile’s age. 
2.	 Mental age. A low mental age may mitigate against voluntariness. 
3.	 Previous police or juvenile court experience. 
4.	 Advice or presence of parents/guardian and/or counsel. 
5.	 Physical condition (e.g., if the juvenile has been drinking, taking drugs, or is physically 

ill, etc.). 

	 Uncorroborated confessions made by a juvenile are not sufficient to sustain a delinquency 
charge. 

INVESTIGATING OFFICERS 

	 Complete and sign the Forms, 14/14A/14B, requesting the parents/guardian to sign as 
witnesses. 

REFERENCE 

	 Field Manual, Article 3 (Juvenile Procedures). 

7-8.2 DYING DECLARATIONS 

INVESTIGATING OFFICERS 

	 Will make every effort to obtain a dying declaration from a victim of a serious assault, when 
death is imminent. 
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	 Ensure that the victim understands that there is no hope of recovery before any statement 
is taken. If the victim has been taken to a hospital, the investigating officer will request the 
doctor in attendance to inform the person that they are at the point of death, if such be the 
case, and that the doctor has no hope for their recovery. 

	 Will question the dying person as follows: 
1.	 What is your name? 
2.	 Where do you live? 
3.	 Do you believe that you are about to die? 
4.	 Do you have any hope of recovery from injuries you have received? 
5.	 How and in what manner, did you receive the injuries from which you are now 

suffering? 
NOTE: Answers to questions may be given by signs if the victim is unable to speak or 
write. 

	 Will reduce the statement to writing. The statement will be signed by all witnesses present. 
If possible, the victim’s signature should also be obtained. 

REFERENCES 

 Field Manual, Article 3 (Juvenile Procedures).
 
 Maryland Rules of Procedure (Juvenile Causes, Discovery, and Inspection).
 

7-9.0 VISUAL INVESTIGATIVE AIDS 

GENERAL 

	 Visual investigative aids are comprised of: Line-ups, Photograph Identifications, Show-ups, 
and Forensic Artist Composites. 

	 Visual investigative aids may be used to assist with the identification or elimination of 
suspects. 

	 All visual investigative aids will be conducted in a structured, professional manner designed 
to clear the innocent, as well as identify suspects in criminal offenses. 

	 Criminal investigations should not be concluded or otherwise ceased based solely on 
eyewitness identification. 

	 Investigating officers must not, by word or gesture, offer opinions or make suggestive 
comments to any victim/witness concerning the guilt or innocence of a subject before, 
during, or after any identification procedure. 
NOTE: Victims/witnesses making inquiries about a Department member’s opinion shall be 
informed of this restriction. 

	 Upon completion of any visual investigative aid process, investigating officers are prohibited 
from providing any feedback to the victim/witness regarding the results of the identification. 

	 Investigating officers will record any/all of the victim/witnesses comments and/or any other 
relevant observations, including their level of confidence, when making or not making an 
identification. 

REFERENCE 

	 Annotated Code of Maryland, Public Safety Article. 

7-9.1 LINE-UPS 

GENERAL 

	 All line-ups will be conducted by the Robbery Unit in accordance with established 
procedures. 

	 Line-ups may be requested by the State’s Attorney’s Office or the investigating officer with 
approval from his/her supervisor. 
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REFERENCE 

	 CIB S.O.P. #99-05, Line-up Procedures. 

7-9.2 PHOTOGRAPH IDENTIFICATION 

DEFINITIONS 

	 Blinded Administering Officer - an officer who presents the photo display to the 
victim/witness without having knowledge of which photograph is being viewed by the 
witness at the time. 

	 Sequential photo display - a method of displaying a photo display during which the 
photographs are viewed by the victim/witness one at a time, rather than all at once. 

	 Folder shuffle - a method of administering a photo display in which the administrator does 
not control the order of presentation of the photographs, and learns the order of 
presentation after the process is complete. 

SEQUENTIAL PHOTO DISPLAYS 

	 Are conducted using a blinded administering officer and folder shuffle to eliminate 
inadvertent and nonverbal clues as to the identity of a possible suspect. 

	 Contain one possible suspect photo and five filler (i.e., non-suspect) photos. 

PHOTOGRAPHS 

	 Are only be used to identify logical suspects. 

	 May be obtained from the EBooking system, other jurisdictions, or created with other 
photographs, utilizing the guidelines below. 

	 Must be presented in a sequential format, in six folders. 

	 Should be similar in facial hair, hairstyle, age, and unique and unusual features (e.g., scars, 
marks, and tattoos, etc.). 

	 Should be of the same type (e.g., black and white, color, school yearbook, etc.) size, and 
contain a similar background. 

	 Should resemble the suspect’s description or appearance at the time of the incident. 

	 The photo source, identifying numbers, and dates will be taped or blacked out prior to 
showing them, if applicable. 

INVESTIGATING OFFICERS 

	 Create the photo display and complete a Form 126, Witness Identification Admonition 
(original and one copy). 

	 Complete a separate photo display and Form 126 for each suspect utilizing new filler 
photographs when there are multiple suspects. 

	 Permanently attach (e.g., staple, glue, tape, etc.) the photographs to the inside of the folder. 

	 Write a number, one through six, below the photograph inside each folder. 

	 Shuffle the folders so that the order of presentation is not known. 

	 Read the admonition on the Form 126 to each victim/witness, and have the victim/witness 
initial before each statement to verify their understanding. 

	 Show the folders one at a time to the victim/witness in a manner that prevents the 
administering officer from seeing which photograph is being viewed. 

	 Have the victim/witness signal when to move to the next photograph. 

	 Continue showing the photos until all photos have been viewed, even if the suspect is 
identified. 

	 Allow the same victim/witness to view the display a second time if necessary. 
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	 Show the photo display to each victim or witness separately when there are multiple 
victims/witnesses. Victims/witnesses will not be permitted to communicate with each other 
until after the photo display has been completed and will be instructed not to discuss their 
identifications with anyone else. 

	 Have the victim/witness note all comments (exactly as spoken) as to the identification of a 
suspect in the “Witness Comments” section of the Form 126. This will be in their own 
handwriting. The victim/witness will then sign and date on the photo of the identified 
subject, if applicable, and the witness section of the Form 126. 

	 When a victim/witness selects a photograph, but expresses uncertainty, question the 
victim/witness to obtain as much information as possible to ascertain what the similarities 
and differences are between the photograph selected and the suspect. 

	 Complete a Incident Supplement, which indicates the: 
1.	 Photo source or identifying numbers of all photographs shown. 
2.	 Date and location the photo display is shown. 
3.	 Name of the person to whom the photographs were shown. 
4.	 Number of the photograph identified, if applicable. 
5.	 Name of any suspect. 
6.	 Statements made by the victim/witness, including the role which the identified subject 

played in the crime. 

	 Package the photo display as evidence once it has been shown to the witness. Any and all 
photo displays created, viewed, identified, or not identified must be packaged as evidence 
and sent to the Evidence Management Unit (EMU). 

	 Distribute the Form 126 as follows: 
1.	 Original - accompanies the photo display. 
2.	 Copy - precinct/division files. 

7-9.3 SHOW-UPS 

GENERAL 

	 Show-ups are “one-on-one” identification procedures in which a victim/witness is presented 
with a suspect(s) within a reasonable length of time following the commission of a crime for 
the purpose of determining whether the victim/witness identifies the individual as the 
suspect. 

	 If a suspect held in custody has been officially charged (issued a copy of the Statement of 
Charges), a show-up will not be conducted. Refer to line-up procedures for the purposes of 
identification. 

	 Show-ups will not be conducted with more than one victim/witness present at a time. If 
there is more than one victim/witness, the show-up must be conducted separately for each 
victim/witness. Victims/witnesses will not be permitted to communicate before or after any 
show-up regarding the identification of the suspect. 
NOTE: The same suspect will not be presented to the same victim/witness more than 
once. 

INVESTIGATING OFFICERS 

	 May arrange a show-up between a victim/witness and a suspect whenever a potential 
suspect is located and detained within a reasonable length of time in proximity to the 
location of the crime, and fits the description of the suspect given by the victim/witness. 

	 Obtain a detailed description of the suspect before a show-up is conducted. The 
victim/witness must advise the officers that they will be able to recognize the person who 
committed the crime prior to the show-up. 
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	 Will not take a suspect to the precinct for a show-up. The suspect will be detained at the 
place he/she was located in the least restrictive manner possible that will ensure the 
suspect remains with the officer. 

	 Complete a Form 126, Witness Identification Admonition (original and one copy), prior to 
conducting a show up. Each admonition will be read by the officer to the victim/witness, 
and will be initialed by the victim/witness after being read by the officer. The victim/witness 
will also write any comments in the space provided and sign the form. 

	 Transport the victim/witness to the suspect’s location for the show-up. Care will be used to 
shield the victim/witness from being seen by the suspect. 
NOTE: Suspects will not be transported to the victim/witness location unless exigent 
circumstances exist. 

	 May transport the victim/witness to canvass the general area in which a crime has occurred 
with the hopes of spotting the suspect and arranging a show-up identification. 

	 If the subject detained is not identified by a victim/witness as the suspect and officers lack 
any other probable cause for an arrest, the officer will release the subject and complete an 
Incident Supplement. 

	 Complete an Incident Supplement, which includes the: 
1.	 Name of the officer(s) who detained the possible suspect. 
2.	 Date, time, and location of the show-up. 
3.	 Full information of the detained possible suspect (e.g., name, gender, race, date of 

birth, address, and physical description, etc.). 
4.	 Results of the show-up and any statements made. 
5.	 Name of the victim/witness who viewed the possible suspect. 
6.	 Name of the officer who transported the victim/witness and the type of transportation 

(e.g., marked, unmarked, nondescript, etc.). 
NOTE: The transporting officer will complete an Incident Supplement, whether or not a 
Statement of Charges is completed. 

FORM 126, WITNESS IDENTIFICATION ADMONITION, DISTRIBUTION 

 Original - forwarded by the supervisor to the Information & Records Management Unit. 

 Copy - held in the precinct/division files. 

7-9.4 FORENSIC ARTIST COMPOSITES 

GENERAL 

	 May be requested by the investigating officer, with approval from his/her supervisor, by 
contacting the Criminal Investigations Bureau (CIB) Robbery Unit. 

	 Composites will not be created or attempted by anyone other than those approved to do so. 

FORENSIC ARTIST SERVICES 

	 Are used on a case-by-case basis depending on the seriousness of the crime and merits of 
the case. 

	 Require consultation with and approval of the investigating officer, forensic artist, and the 
Robbery Unit Commander. 

REFERENCE 

	 CIB S.O.P. #10-02, Forensic Artist Composites. 
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7-9.5 SKETCHES 

GENERAL 

	 The person processing the scene will make a rough sketch and measurements, including 
sufficient information to be drawn to scale. 

	 Sketches should include dimensions, relation of the crime scene to other buildings, 
geographical features, roads, the exact address of the crime scene, location of significant 
features of the scene, name of the person preparing the sketch, the direction of north, and 
the location of physical evidence. 

7-10.0 POLYGRAPH EXAMINATIONS 

POLYGRAPH EXAMINATIONS 

	 Requests are made by contacting an examiner personally or by telephone for an 
appointment. A written request is not required. 

	 Will not be given until sufficient facts of the investigation have been established to enable 
the examiner to construct adequate, objective, and comprehensive questions. 

	 Will not be required of any person unless otherwise required by law or departmental rules 
and regulations. Refusal to submit to such an examination will not be construed as a tacit 
admission of guilt. 

	 Charts will not be made part of the investigator’s reports. 

	 Of crime victims requires: 
1.	 Documented evidence that the alleged offense may be a false report.
 
2.	 The approval of the investigating shift/unit commander.
 
3. Prior consultation with the State’s Attorney’s Office.
 
EXCEPTION: Victims of first and second degree rape and all degrees of sexual offenses 

will not be required to submit to a polygraph examination as a condition for proceeding with 

the investigation of a sexual offense.
 

INVESTIGATING OFFICERS 

	 During the investigation, should withhold from the persons to be examined information 
believed to be known only to the victim, the investigator and a person with guilty knowledge. 

	 When requesting a person to submit to an examination, will clearly state that submission is 
entirely voluntary. 

	 Must emphasize to a potential examinee that the examination is an extremely effective 
method of establishing the truth. Confidence should be expressed in both the accuracy of 
the procedure and the impartiality of the examiner. 

	 Will not attempt to explain the procedure to a potential examinee. 

	 When a potential examinee exhibits fear of the test procedure, will assure that the examiner 
will thoroughly explain the procedure prior to any examination. 

	 Ensure that the examinee does not meet the examiner prior to testing. 

POLYGRAPH PERSONNEL 

	 Have the responsibility for all polygraph related procedures. 

	 Determine if the subject is fit for testing or if any particular examination should take place. 

	 Determine the proper time frame for administering all polygraph exams on a case-by-case 
basis. 

EXAMINATION PREREQUISITES 

	 A subject will not be tested: 
1.	 If obviously fatigued, emotionally unstable, under the influence of medication, drugs, 

drug withdrawal symptoms, or is suffering pain or discomfort due to illness or injury. 
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2.	 Without having had food, rest, and relief from lengthy interviews prior to the
 
examination.
 

3.	 Within a short time frame following the original offense, arrest, or interrogation. 

	 The officer assigned to and most knowledgeable of the entire case should personally 
handle all polygraph test arrangements and will accompany the subject to the test. This 
officer must: 
1.	 Verify the full name, date of birth, and address of the subject. 
2.	 Interview the subjects in advance to ascertain their story or alibi and obtain a written 

statement, if possible. 
3.	 Conduct a thorough criminal record check concerning the subject. 
4.	 Seat the subject in the polygraph room alone, with the door shut. 
5.	 Fully inform the examiner of all details of the case and subject. 
6.	 Be able to answer any reasonable question about the case or subject. 
7.	 Remain available in the building throughout the test. 
8.	 Retain responsibility for the security of any prisoner/subject being examined. 

7-10.1 JUVENILE POLYGRAPH EXAMINATIONS 

GENERAL 

	 The polygraph examiner will determine the juvenile’s fitness to take the polygraph 
examination. 

	 The investigating officer must: 
1.	 Prior to an examination, obtain a written statement from the juvenile regarding the 

juvenile’s involvement in the incident under investigation. 
2.	 Be present during the examination. 

	 An officer with probable cause who wishes to bring a juvenile in from a detention facility for 
the purposes of a polygraph examination must first: 
1.	 Consult with the State’s Attorney’s Office. 
2.	 Obtain a Petition for Custody, Interrogation, and Arrest. 

POLYGRAPH EXAMINATIONS 

	 Are permitted if a juvenile is either: 
1.	 Suspected of being involved in a misdemeanor or felony offense; or 
2.	 Believed to be withholding information needed in the course of an investigation and 

voluntarily agrees to the polygraph examination. 

 Should not be administered to juveniles under the age of 12; however, maturity may be 
used as a determining factor. 

	 Will only be administered if both the juvenile and the parents/guardian consent to the 
examination. 

7-11.0 WIRE OR ORAL INTERCEPTIONS 

GENERAL 

	 Department members will not conduct, assist, or participate in the interception of wire or 
oral communication without expressed authorization. 

	 Requests for interception of communications, applications to a court, court orders, tapes 
and recordings, reports and other records, writings or information concerning the 
interception of communications will be considered strictly confidential by all Department 
members and all knowledge or information relating thereto will be restricted to those 
persons authorized by law or by this procedure on a need-to-know basis. 

	 All wire or oral intercepts will be recorded. 
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ORIGINAL TAPES 

	 Will be processed and held as evidence, regardless of their content. 

	 Made pursuant to a court ordered intercept, will be held as the issuing judge directs and 
must be retained in any event for no less than 10 years. All other original tapes will be held 
as evidence until the period for appeal of all affected parties has been concluded, unless 
otherwise ordered by a Circuit Court judge. 

	 May be copied for working purposes. 

INTELLIGENCE UNIT 

	 Registers, prior to use, with the Maryland State Police, electronic, mechanical, or other 
devices whose design renders them primarily useful for the purpose of surreptitious 
interception of wire or oral communication and other necessary related equipment owned 
by the Department or its members. 

	 Maintains and controls the above equipment. 

	 Provides the above equipment to Department members, provided proper authorization is 
present. Department members will not use any unregistered equipment to intercept wire or 
oral communications. 

	 Maintains a record of all wire or oral intercepts, for a minimum of three years from the date 
of the intercept, which contains a: 
1.	 Copy of all court orders, Consensual Monitoring (CM) Forms, and Request for 

Equipment Loan Forms. 
2.	 Record book for consensual interception which includes the CM number, date of 

intercept, name of consenting party, and officer assigned. 
EXCEPTION: The Administrative Vice/Narcotics Team registers their own equipment and 
maintains their own wire and oral intercept records. 

7-11.1 CONSENSUAL INTERCEPTION 

INTERCEPTION PREREQUISITES 

	 The facts of the case must be specific and articulable. 

	 The initial report must be completed. 

	 The requesting member must believe that additional evidence will be obtained through the 
interception. 

INVESTIGATING OFFICERS 

	 May request permission to intercept communications through their supervisor. 

	 After receiving approval for the interception, complete the Request for Equipment Loan 
Form, in an original and one copy. Form distribution: 
1.	 Original - to the Intelligence Unit. 
2.	 Copy - retained in the precinct/section file. 

SUPERVISORS 

	 Ensure compliance with laws regarding interception of wire or oral communications prior to 
authorizing interception. 

	 Arrange a meeting with the shift commander, investigating officer and, if possible, the 
consenting party in order to review the facts. 

SHIFT/UNIT COMMANDERS 

 Determine the necessity of the intercept.
 
 If approving the interception, endorse the Request for Equipment Loan Form.
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	 Ensure that a Consensual Monitoring Form is completed (original and two copies) prior to 
the interception. Form distribution: 
1.	 Original - retained in the precinct/section file. 
2.	 First copy - to the Intelligence Unit. 
3.	 Second copy - retained in the case file until forwarded to the State’s Attorney’s Office 

for trial preparation (not less than 15 days before trial). 

7-11.2 COURT ORDERED INTERCEPTION 

INTERCEPTION PREREQUISITES 

	 Permission from the Criminal Investigations Bureau (CIB) Commander. 
EXCEPTION: Intelligence Unit members. 

	 A valid court order. 

INVESTIGATING OFFICERS 

	 May request interception of wire or oral communication by submitting to their commander, 
through channels, a report which states the: 
1.	 Existing evidence in the case. 
2.	 Additional evidence that would be obtained by an intercept. 
3.	 Investigative techniques that have been used, the results of those techniques, and why 

each has failed, appears unlikely to succeed, or appears too dangerous. 

COMMANDERS 

	 Ensure compliance with laws regarding interception of wire or oral communications prior to 
authorizing interception. 

	 If agreeing with the request, prepare a written summary (original only) of the facts of the 
case along with a recommendation. This summary will remain a part of the precinct/section 
case file. 

	 Notify the division/area commander. 

	 Arrange a meeting with the CIB Commander and a member of the State’s Attorney’s Office 
Special Investigations Division. 

	 Notify the Intelligence Unit that an intercept may be imminent. 

	 If the persons at the meeting decide to proceed with the intercept, assign the necessary 
personnel to cooperate with the State’s Attorney’s Office in drafting the application and 
affidavit. 

	 Forward the application and affidavit to the State’s Attorney’s Office for review and 
approval. 

	 If approved, ensure that a Request for Equipment Loan Form (original and one copy) is 
prepared. Form distribution: 
1.	 Original - to the Intelligence Unit. 
2. Copy - retained in precinct/section file. 

 Maintain complete and accurate records of the investigation. 

 Ensure that there is communication between the personnel assigned to the interception, 
members of the State’s Attorney’s Office, and the judge who signed the order. 

REFERENCE 

	 Annotated Code of Maryland, Courts and Judicial Proceedings. 
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7-12.0 LATENT FINGERPRINT EVIDENCE 

7-12.1 LATENT PRINT PROCESSING 

CRIMES PROCESSED BY PRECINCT OFFICERS 

 Destruction of property. 

 Thefts as follows: 
1.	 Petty thefts and attempts. 
2.	 Grand thefts and attempts under $1,500. 
3. All thefts of auto accessories. 

 All attempted or domestic burglaries. 

 Burglaries of: 
1.	 Sheds and storage lockers. 
2.	 Trailers (including storage and construction trailers). 
3.	 Houses under construction. 
4. Boats which are not used as a residence. 

 Recovered stolen autos not processed by Forensic Services Section (FSS) technicians. 

 Any other scene the precinct officer feels capable of processing, using appropriate 
discretion.
 
NOTE: If district personnel, for specific reasons, need the assistance of a FSS technician’s 

special knowledge, the technician will respond and render assistance in the above 

offenses.
 

COLLECTION PROCESS 

 Use a disposable respirator mask for safety purposes.
 
 Dust surfaces with black powder. On dark surfaces, use a flashlight for side lighting.
 
 Use tape for lifting print.
 
 Place lifting tape on fingerprint paper.
 
 Cut the paper and tape to make neat edges.
 
 Print pertinent information on rear side of fingerprint paper along with the following:
 

1.	 Date and time of lift. 
2.	 Central complaint (CC) number. 
3.	 Address of offense. 
4.	 Location of lift. 
5.	 Diagram the specific location of lift. 
6.	 Officer’s name and identification number. 

PACKAGING LATENT PRINTS 

 Place latent lift in fingerprint envelope. 

 Fill out envelope with following data: 
1.	 Precinct or section. 
2.	 CC number. 
3.	 Type of crime. 
4.	 Address (location where the fingerprints were lifted). 
5.	 Date. 
6.	 Officer’s name and identification number. 
7. Name and address of victim on flap of envelope. 

 Seal gum flap of envelope for security. 

 Place latent fingerprint evidence in the precinct evidence storage area as follows: 
1.	 If given to the desk officer, adhere to proper chain of custody procedures on rear of 

envelope, writing name, date, and time of handling. 
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2.	 If placed in a locked storage area by the investigating officer, the name of the desk 
officer does not go on the chain of custody. 

 At no time will fingerprint evidence be sent through departmental mail. Desk officers will be 
responsible to see that this evidence is not placed in the departmental mail. 

	 When supplies are needed, personnel making the mail run will take the print kit to FSS to 
be replenished. 

7-12.1.1 RECOVERED STOLEN AUTOMOBILES 

INVESTIGATING OFFICERS 

	 Verify the vehicle was stolen in Baltimore County. 

	 Upon verification, have the 9-1-1 Communications Center request response from a 
Forensic Services Section (FSS) technician. 

	 If the FSS technician is unavailable or delayed, contact a supervisor to determine who will 
process the vehicle. 

	 Collect other property and evidence from the vehicle, after processing by the FSS 
technician. 

	 Contact a supervisor to determine if a vehicle should be processed when it is wet or damp 
inside the vehicle. 

FORENSIC SERVICES SECTION (FSS) 

 Will place a high priority on vehicles stolen and recovered in Baltimore County. 

 Personnel provide an estimated time of arrival to the field personnel. 

 Processes only the vehicle and contents that may have been handled by suspects. 

7-12.2 LATENT PRINT COMPARISON 

INVESTIGATING OFFICERS 

	 Who arrest a subject for a Part I Offense (i.e., Murder, Rape, Burglary, Robbery, Arson, 
Auto Theft, and Grand Theft), will: 
1.	 Ascertain if an Incident Supplement, has been submitted by the Forensic Services 

Section (FSS) technician on the offense being investigated. If an Incident Supplement 
is not on file, the investigating officer will contact the Latent Print Examination Team 
(LPET) and inquire if identifiable fingerprints were lifted from the scene or from the 
fruits of the crime. 

2.	 In the event there are identifiable fingerprints available at the LPET, submit a Form 
106, Request For Latent Fingerprint Comparison, to the LPET. 

	 Who have reasonable grounds to believe that a subject has committed an offense, will 
submit a Form 106 to the LPET. Prior to submitting the forms the officer will make an 
inquiry through the Records Management System and the LPET in order to assure a latent 
print is on file and to determine whether or not the print is good enough for print 
comparison. The LPET will advise the location where the prints were lifted so that persons 
can be identified for elimination prints. 

	 Advise persons, when applicable, to go to any precinct station to have their prints taken for 
elimination purposes. Officers printing these persons will handle the cards as they would 
criminal fingerprint cards. The officer will fill in their names in the appropriate blocks and 
send the cards to the FSS. The FSS will return all cards that are incomplete or illegible. 

FILING PROCESS
 
 A Form 106 will be completed and forwarded to the LPET. 

 In the event the suspect does not have an arrest record in Baltimore County, the remarks 
section will be utilized for information pertaining to the suspect. 
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 Upon comparison, the LPET will return the duplicate copy of the Form 106 to the originating 
member with the results. 

 When comparison results in a positive identification, the LPET will document results in an 
Incident Supplement and notify the originating member that a match was made. 

7-12.3 MARYLAND AUTOMATED FINGERPRINT IDENTIFICATION SYSTEM (MAFIS) 

GENERAL 

	 The Maryland Automated Fingerprint Identification System is a database of fingerprints of 
persons arrested in Maryland and those individuals applying for sensitive jobs requiring a 
background check. 

	 The system is used to identify unknown fingerprints found at the scene of crimes in the 
state, and in some instances outside the state. 

FINGERPRINT IDENTIFICATION UNIT 

	 Forwards all appropriate fingerprint cards to the Criminal Justice Information Center for 
entry into MAFIS. 

LATENT FINGERPRINT EXAMINERS 

	 Operate and enter into MAFIS all of the quality latent fingerprints obtained from crime 
scenes. 

 Examine the list of potential candidates for identification generated by the MAFIS system. 

 Attempt to make an identification using the fingerprint card suspect file. 

 Prepare an Incident Supplement, if latent fingerprints are identified as a match or positive 
identification. 

7-12.4 FORM 136, LATENT PRINT REPORT FOLLOW-UP 

COMMANDERS 

	 Ensure that: 
1.	 Follow-up investigations are conducted in a timely manner. 
2.	 A MAFIS log is kept containing the following information: 

a.	 Date the Form 136 is received from the latent fingerprint examiner. 
b.	 Central Complaint number. 
c.	 Type of offense. 
d.	 Date of offense report. 
e.	 Officer assigned to conduct follow-up investigation. 
f.	 Date Form 136 returned to the Information & Records Management Unit. 
g.	 Status of follow-up investigations. 
h. Suspect’s arrest status. 

 Forward the Form 136 to the investigating officer. 

INVESTIGATING OFFICERS 

	 Develop corroborating evidence to substantiate the MAFIS hit to: 
1.	 Specifically identify the area where the suspect’s prints were found. 
2.	 Interview the victim to determine if the: 

a.	 Victim, family members, or business associates know the suspect. 
b.	 Suspect had lawful access to the area where the prints were found. 

3.	 Determine if arrests were made. 
4.	 Complete a record check to determine if the suspect was incarcerated at the time the 

offense was committed. 
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5.	 Interview the suspect, prior to placing charges, if the suspect had lawful access to the 
area where the prints were recovered. 

	 Complete the case status section of the Form 136 and forward to the squad supervisor for 
approval. 

SQUAD SUPERVISOR 

	 Return approved Form 136 to the Information & Records Management Unit within 25 days 
after the date it is logged in the MAFIS log. 

REQUESTS FROM OTHER AGENCIES 

	 Must make a written or oral request to the Forensic Services Section Commander when 
that agency’s member wishes to access the automated system in Baltimore County and 
their agency is not part of the MAFIS network. 

7-13.0 PHOTOGRAPHS 

GENERAL 

 Evidentiary photographs will be taken with a digital camera. 

 Each media card must contain images from only one central complaint (CC) number, 
regardless of the number of photographs taken. 

	 Media cards are not to be placed into any other device prior to being sent to the Photo 
Laboratory Team (PLT), after taking the photographs and removing the media card from the 
camera. 

	 If photographs are taken at a crime scene, they should be documented on the Narrative tab 
of the Incident Report. 
NOTE: Members will include in the narrative the date, time, location, and the name of the 
person taking the photographs. 

	 The reasons photographs were not taken at a major crime scene must be included in the 
report narrative. 

 All photographs taken at a crime scene must be handled as evidence. 

 Department members will only use Department-issued equipment/devices to capture 
images.
 
EXCEPTION: In exigent circumstances, when evidence may be lost or destroyed,
 
members, at their discretion, may use personal equipment/devices to preserve evidence.
 

 If members use their personal equipment/devices to preserve evidence, they will notify: 
1.	 Their immediate supervisor. 
2.	 The Forensic Services Section (FSS), who will transfer the images to a departmental 
media device for evidentiary storage before deleting the images from the member’s 
device. 

NOTE: Members should be mindful that personal equipment/devices, and its contents 
(e.g., media or SIM card, etc.), could be admissible in court and subject to the rules of 
discovery. 

ACCIDENT PHOTOGRAPHS 

	 Will be taken for the following: 
1.	 Baltimore County vehicles and/or property. 
2.	 Vehicles from County, city, state, or federal government. 
3.	 Fatalities. 
4.	 Physical injury when immediate medical attention is required. 
5.	 Hit and runs where substantial damage exists or where solvability factors are present. 

EXCEPTION: Late reported hit and runs. 
6.	 Other accident scenes, if necessary for court. 
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	 Include actual damage, vehicle identification numbers, license plates, as well as causative 
factors (e.g., obstructed traffic signs, skid marks, parked vehicles, etc.). 

MEDIA CARD SUBMISSION 

	 All media cards submitted to the PLT for processing will be in the proper envelope: 
1.	 Form 304, Motor Vehicle Accident Photograph Report, for accidents. 
2. Form 125, for other incidents. 

 Submitted media cards will be sent via departmental mail. 

 Media cards related to different CC numbers will be submitted in separate envelopes. 

 Envelopes will be sealed by placing tamper-evident tape over the flap. 
NOTE: Information on the front of the envelope should not be obstructed by the tape. 

	 Place the CC number, packaging officer’s name, and date across the evidence tape with a 
permanent marker, perpendicular to the seal. 

	 In the event that criminal action arises out of a motor vehicle accident, all media cards 
pertaining only to the accident will be submitted in the Form 304 envelope. Media cards 
dealing with the criminal aspects of the case will be submitted in the Form 125 envelope. 

PHOTOGRAPHS, FILMS, DIGITAL IMAGES, SOUND RECORDINGS, AND VIDEO TAPES 
TAKEN BY CITIZENS 

 Are allowed on public or private property as long as it does not hinder officers in the 
performance of their duties. 

NOTE: Public property includes streets, sidewalks, municipal parks, etc. 

	 Cameras, cell phones, media cards, and other recording devices used by citizens will NOT 
be confiscated, erased, or destroyed for any reason. 
EXCEPTION: Cameras, cell phones, media cards, and other recording devices may be 
seized if they have evidentiary value and if authorized by a warrant or valid consent. The 
seized property must be treated as evidence and will not be destroyed or altered. Any such 
device may only be seized without a warrant if exigent circumstances require such a 
seizure. If seized under exigent circumstances, a search warrant or valid consent must be 
obtained before the device is examined. The contents of the device should be examined by 
the FSS. 

7-13.1 REQUESTS FOR PHOTOGRAPHIC SERVICES 

PHOTOGRAPHIC SERVICES REQUESTS 

	 Photographs will not be processed into prints/optical media for accidents or crime scenes 
until a Form 127, Request for Photographic Services, is submitted from the investigating 
officer, approved by a supervisor, and has a copy of the court summons attached. Any 
request for processing of accident or crime scene photographs without a court summons 
will have to be justified and then approved by the Photo Laboratory Team (PLT) supervisor. 

	 The Form 127 will be used whenever the services of the PLT are requested for other than 
routine processing as outlined previously. This form is broken down into four parts, which 
are explained as follows: 
1.	 Part I - self-explanatory. Completed by the officer initiating the request and is 


approved by a supervisor.
 
2.	 Part II - completed when requesting photographic prints/optical media from film/media 

cards that were processed previously and archived. This part would be used when an 
officer needs prints/optical media for court or other reasons and should be filled out as 
completely as possible. It is further requested that at least five working days be 
allowed to ensure that the request is completed on time. 
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3.	 Part III - used whenever any specialized photographic services are required. This 
includes: 
a.	 Aerial photography. 
b.	 Line-ups. 
c.	 Public relations photography. 
d.	 Special evidence photography. 
e.	 Any other specialized photographic services. 

4.	 Part IV - completed by PLT personnel. 

	 When specialized photographic services are requested, the PLT must have at least 10 days 
notice. 

AERIAL PHOTOGRAPH REQUESTS 

	 Information necessary for aerial photographs includes a: 
1.	 Photocopy of a map indicating the area to be photographed. 
2.	 List of distinctive features that can be spotted from the aircraft (e.g., house color, roof 

color, etc.). 
3. Contact person in the requesting unit. 

 One optical disc will be forwarded to the requesting member. 
NOTE: If additional prints are needed, contact the PLT. 

 The PLT will make scheduling arrangements with the Aviation Team. 

COLOR PRINTS/CDs 

	 Only one set of prints/optical media will be made of submitted images. It is the sole 
responsibility of the receiving officer to keep them in suitable condition for 
investigation/court presentation. 

	 Requests for prints/optical media will be made on a Form 127, at least five working days in 
advance of the date needed. 

	 The final authority for whether prints or optical media are made, rests with the PLT 
supervisor. 

7-14.0 SEARCH AND SEIZURE WARRANTS 

GENERAL 

	 Circuit Court judges only have jurisdiction to grant search and seizure warrants that are to 
be executed in Baltimore County, whereas District Court judges have jurisdiction to grant 
search and seizure warrants that are to be executed throughout the State of Maryland. 

	 Members applying for a search and seizure warrant will follow the District Court procedures 
for contacting the on-call judge and never contact judges directly. 

OUT-OF-COUNTY SEARCH AND SEIZURE WARRANTS 

	 Investigating officers applying for a search and seizure warrant will: 
1.	 Contact the on-call judge through the District Court procedures. 
2.	 When a Baltimore County Circuit Court judge is on-call, contact the jurisdiction where 

the warrant is to be executed to have a judge of that jurisdiction sign the warrant. 

	 If a judge refuses or is unavailable to review and sign the warrant, the officer shall have the 
9-1-1 Police Liaison contact the Legal Section Commander, or designee, with the following 
information: 
1.	 Circumstances of the investigation. 
2.	 Exigency for the warrant. 
3.	 Reason for refusal or unavailability. 

BALTIMORE COUNTY POLICE DEPARTMENT Page 35 
FIELD MANUAL / ARTICLE 7 
GENERAL ORDER # 2016-01 

http://pdnet.bcnet/Resources/documents/eForms/e127.doc


 

      
     

    

              
          

  
 

 

      
         

     
           

    
      
      
     
           

  

        

       
 

          
  

         
         

     
         
         

 
 

       
        
       
       

           

           
 

            
            

          
 

  

     

        

           
 

 
  

      

     

        
         

 

             
 

	 The Legal Section Commander, or designee, will determine if a Baltimore County District 
Court Judge is to be contacted and will notify the officer which judge will review and sign 
the warrant. 

INVESTIGATING OFFICERS 

	 Applying for a search and seizure warrant will: 
1.	 Contact the appropriate specialized unit and discuss the investigation for crimes in 

which a specialized unit has responsibilities, before obtaining the warrant. 
NOTE: The Administrative Vice/Narcotics Team (AVNT) must be contacted prior to the 
service of a narcotics related search and seizure warrant. 

2.	 Complete an Application and Affidavit for Search and Seizure Warrant. 
3.	 Consult with an Assistant State’s Attorney, if necessary. 
4.	 Forward the application to a supervisor for review. 
5.	 Present the Application and Affidavit to an available judge for signature after receiving 

supervisory approval. 

	 Will be responsible for all related necessary deconfliction. 

	 Make arrangements for service once a judge has signed and approved the Search and 
Seizure Warrant. 

 Complete the applicable portion of a Form 185, Search and Seizure Warrant Tracking Form 
(original and two copies). 

 Obtain a Search and Seizure Warrant Tracking control number from the Information & 
Records Management Unit prior to completing his/her tour of duty. 

 Distribute the Form 185 as follows: 
1.	 Original and first copy - attached to the warrant. 
2.	 Second copy - to the investigating officer’s commander. 

SUPERVISORS 

	 Must review prior to submission to a judge: 
1.	 The completed Application and Affidavit for Search and Seizure Warrant. 
2.	 Informant folders as to personal history and reliability, when applicable. 
3. All search warrant returns for completeness prior to return to the issuing judge. 

 Consult the Tactical Unit prior to executing all “No-Knock” Search and Seizure Warrants. 

 Inform the shift/unit commander prior to serving all “No-Knock” Search and Seizure 
Warrants. 

	 Notify the AVNT whenever a Baltimore County police officer is present during the execution 
of a search and seizure warrant by another law enforcement agency in the County. 
Notification should take place prior to the execution of the warrant when possible. 

SHIFT COMMANDERS 

	 Review search and seizure warrants submitted to them. 

	 Return approved search and seizure warrants to the submitting officers. 

	 Ensure that the Tactical Unit is consulted prior to executing all “No-Knock” Search and 
Seizure Warrants. 

SERVICE REQUIREMENTS 

	 A uniformed officer will be present. 

	 A supervisor will be present. 

	 Officers executing a search and seizure warrant must knock and announce their authority 
and purpose prior to making entry unless exigent circumstances develop at the time of 
service. 

	 Details justifying any “No-Knock” entry will be documented on an Incident Report or an 
Incident Supplement. 
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	 A copy of the warrant, application, affidavit, and an inventory of goods seized will be given 
to the person in charge at the premises. If no such person is available, the forms will be left 
in a conspicuous location. 

	 A search and seizure warrant is null and void if: 
1.	 It is not served within 15 calendar days from the date of issuance. 
2.	 The facts supporting probable cause become stale or vanish prior to the expiration of 

the warrant. 

NO-KNOCK SEARCH AND SEIZURE WARRANT 

	 The law requires that officers knock and announce their authority and purpose prior to 
executing a search and seizure warrant, unless exigent circumstances exist. 

	 The law permits “No-Knock” Search and Seizure Warrants when officers can articulate 
exigent circumstances with specific facts that provide reason to believe: 
1.	 Officer safety is at risk; or 
2.	 Other persons are in danger of imminent harm; or 
3. Evidence will be destroyed. 

 Any officer notified to assist in the execution of a “No-Knock” Search and Seizure Warrant 
shall notify his/her supervisor of the request. 

	 Investigating officers applying for a “No-Knock” Search and Seizure Warrant, in addition to 
the previous provisions, will: 
1.	 Apply for a no-knock warrant only when articulable exigent circumstances exist. 
2.	 Obtain permission from his/her supervisor prior to application. 
3.	 Include specific details in the Application and Affidavit and police reports that justify the 
need for a “No-Knock” Search and Seizure Warrant. 

	 The Application, Affidavit, and Search and Seizure Warrant must have the words “No-
Knock” in their titles. 

	 The serving officer and on-scene supervisor will evaluate the circumstances existing at the 
time of service and determine if a “No-Knock” entry remains warranted. If exigent 
circumstances no longer exist, the serving officer must knock and announce his/her 
authority and purpose. 

WARRANT RETURN 

	 The warrant return must occur within 10 days of either expiration or service of the warrant. 

	 A Form 133, Search Warrant Return, must be completed and forwarded, along with the 
warrant, to the issuing judge by the affiant officer, if possible. 

	 Prior to returning a search and seizure warrant, investigating officers must complete the 
remaining portion of the Form 185 and distribute as noted on the form. 

COMMANDER 

	 Retains a copy of the Form 185 for one year. 

INFORMATION & RECORDS MANAGEMENT UNIT 

	 Establishes and maintains a Search and Seizure Warrant Tracking Control Number 
Logbook, containing the following information: 
1.	 Control Number. 
2.	 Date and time the number was obtained. 
3.	 Central Complaint (CC) number. 
4.	 Precinct/unit obtaining the number. 
5.	 Type of case. 
6.	 Date and time warrant is served. 

	 Contacts the commander of the unit obtaining the warrant when the Form 185 has not been 
received within 20 days of a control number being issued. 
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	 Retains the Form 185 for one year. 

7-14.1 SEALING OF AFFIDAVITS 

REQUESTING OFFICERS 

	 Have the affidavit reviewed by a supervisor. 

	 Complete a sealing order for presentation to the judge. 

	 Ensure copies of the Search and Seizure Warrant, sealing order, and signed inventory of 
goods seized are given to the person in charge of the premises. If no such person is 
available, the form will be left in a conspicuous location. 

	 Complete the appropriate sections on the Form 185 prior to submission to the Information & 
Records Management Unit. 

	 Pursuant to the law, within 15 days after the affidavit is unsealed, deliver it to the person 
from whom the property was taken, or to a person on the premises. 

INFORMATION & RECORDS MANAGEMENT UNIT 

	 Indicates all sealed affidavits in the logbook by printing “SEALED” in red letters next to the 
entry “Type of Case.” 

7-15.0 JUVENILE INVESTIGATION 

INVESTIGATING OFFICERS 

	 May request a juvenile alleged to be delinquent (or an adult charged with contributing) to: 
1.	 Appear in a line-up for identification. 
2.	 Speak for identification. 
3.	 Be fingerprinted. 
4.	 Pose for photographs not involving reenactment of a scene. 
5.	 Try on articles of clothing. 
6.	 Permit the taking of specimens of material under the fingernails. 
7.	 Permit the taking of samples of blood, hair, and other material involving no
 

unreasonable intrusion upon the person.
 
8.	 Provide handwriting specimens. 
9.	 Submit to reasonable physical inspection or mental examination. 

	 Possessing probable cause and wishing to bring a juvenile in from a detention facility for 
the purposes of an investigative procedure, must first obtain a Petition for Custody, 
Interrogation and Arrest after consultation with the State’s Attorney’s Office. 

REFERENCE 

	 Maryland Rules of Procedure (Juvenile Causes, Discovery and Inspection). 
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REPORT WRITING
 

8-1.0 INCIDENT REPORTING 

DEFINITIONS 

	 Field–Based Reporting (FBR) - the electronic reporting system used as the primary 
mechanism for documenting police reports. 

	 Records Management System (RMS) - the system that provides for the storage, retrieval, 
retention, manipulation, archiving, and viewing of information, records, documents, and files 
pertaining to law enforcement operations (i.e., InPursuit). 

	 Uniform Crime Reporting (UCR) - the Federal Bureau of Investigation’s (FBI) national crime 
reporting system. Baltimore County provides crime statistics to the FBI using UCR 
guidelines on a monthly basis. 

GENERAL 

	 An Incident Report will be completed using FBR for all calls requiring a police report. 
EXCEPTION: Incidents requiring the use of a state-mandated form/system (e.g., Automated 
Crash Reporting System (ACRS), Form MPR-1, etc.) and incidents reported through the 
Citizen On-line Reporting system. 

	 An Incident Supplement will be completed using FBR for: 
1.	 Adding, modifying, or correcting information to existing reports. 
2.	 Documenting all follow-up investigations. 

NOTE: This includes incidents requiring the use of a state-mandated form/system and 
incidents initially reported through the Citizen On-line Reporting system. 

3.	 Upgrading/downgrading an offense.
 
4.	 Unfounding an incident or offense.
 
5. Updating case status information.
 
NOTE: No information is to be entered into an Incident Supplement that was previously
 
entered in the original report.
 

	 Forms 322 will be used for the continuation of initial ACRS reports. 

	 Forms 323 will be used for the continuation of initial Forms MPR-1. 

	 Forms 327 will be used to submit a diagram as part of a FBR report. 

	 Information entered into the FBR system via an Incident Report or Incident Supplement goes 
through a workflow approval process. (e.g., officer > supervisor > shift/unit commander > 
InPursuit). 

	 Paper copies of FBR, ACRS, and Citizen On-line Reporting system reports will not be 
routinely made for precinct/division files. 
EXCEPTION: Court, administrative investigations, etc. 

REPORT FORMS 

 Incident Report.
 
 Incident Supplement.
 
 Form 117 - Juvenile Referral and/or Custody Report.
 
 Form 166 - Arrest Report.
 
 Form 322 - Automated Crash Reporting System (ACRS) Continuation Form.
 
 Form 323 - Missing Person Continuation Form.
 
 Form 327 - Diagram Supplement Form.
 
 Form MPR-1 - Missing Person Report.
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FORM 327, DIAGRAM SUPPLEMENT FORM 

	 Used to submit diagrams (e.g., crime scene sketches, technical drawings, etc.), as part of an 
Incident Report or Incident Supplement. 
EXCEPTION: Diagrams of a confidential or sensitive nature will be completed on a Form 
47, Confidential Report of Investigation. 

	 Contains: 
1.	 Diagram. 
2.	 Related labels and/or a diagram key. 
3.	 An arrow indicating the direction north. 
4.	 An appropriate scale bar if the diagram is drawn to scale, or if not drawn to scale, the 
phrase “Not to scale.” 

NOTE: All diagram descriptions and other related text will be documented in the Incident 
Report or Incident Supplement, and not the Form 327. 

	 May not be used as a substitute for any diagram required as part of a state-mandated 
form/system. 

	 May not be used to submit crime scene photographs. Photographs are not considered 
diagrams, and must be submitted per departmental evidence packaging procedures. 

	 Submitted to the Information & Records Management Unit for inclusion in the RMS. A copy 
will be retained in the precinct/division files. 

REFERENCES 

 Field Manual, Article 1 (Investigations). 

 Field Manual, Article 2 (Traffic Procedures). 

 Field Manual, Article 4 (Arrest, Custody, and Court). 

 Field Manual, Article 7 (Evidence). 

8-1.1 REPORTING PROCESS 

DEPARTMENT MEMBERS 

 Initiate the appropriate report when necessary.
 
 Print or type reports/forms using black ink.
 
 Are responsible for the accuracy and completeness of the report.
 
 Conduct a thorough preliminary investigation.
 
 Develop information as thoroughly as possible.
 
 Use supporting forms as necessary.
 
 Submit completed reports to their supervisor for approval.
 
 Record all pertinent information.
 
NOTE: Incident reports and charging documents will not include personal identifying numbers 

(i.e. medical/health accounts, bank accounts, credit cards, social security, insurance plans, 
personal identification numbers (PIN), or passwords). These will be documented on a Form 47, 
Confidential Report of Investigation, when needed. Dates of birth and driver/vehicle information 
are not restricted and can be placed on all reports and charging documents. 

SUPERVISORS 

	 Review all reports for accuracy, adherence to procedures, and quality of preliminary 
investigation. 

	 Review all police reports and the Statement of Charges to ensure only essential officers are 
listed as “Witnesses to Be Summonsed” for court. 

 Advise members of deficiencies in the report and investigation and have them corrected.
 
 Submit approved reports to the shift commander for review.
 
 Make appropriate case assignments for cases requiring further investigation.
 
 Ensure required follow-up investigations are completed.
 
BALTIMORE COUNTY POLICE DEPARTMENT Page 2 
FIELD MANUAL / ARTICLE 8 
GENERAL ORDER # 2016-01 

http://pdnet.bcnet/Resources/documents/eForms/e47.doc
http://pdnet.bcnet/Resources/documents/eForms/e47.doc
http://pdnet.bcnet/Resources/documents/eForms/e327.doc
http://pdnet.bcnet.bcg.ad.bcgov.us/Resources/documents/eForms/e47.doc


 

      
    

    

           
    

          

       

       

           
 

 
  

    
     

            
   

           
    

          

           
 

            
      

    
 

 

     
 

    
 

 

        
       

       
        

              
   
       
   
    
  
       
  
  
  
    
  
   
       
              
         
   
    
      
   

	 Check RMS for the status of Incident Reports and Incident Supplements (e.g., in progress, 
delinquent, open case, etc.). 

	 Review the In-Progress FBR Reports and the Delinquent Incidents Report daily. 

	 Review the Open Case Summary Report weekly. 

	 Check the Missing Persons Log Book for open cases daily. 

	 Identify and discuss with officers any reports that may need additional information and/or 
corrections. 

SHIFT COMMANDERS 

	 Review and approve all reports. 
EXCEPTION: Automated Crash Reporting System (ACRS) reports. 

	 Indicate approval of state-mandated forms by writing his/her initials on the lower right corner 
of the form. 

	 Check RMS for the status of Incident Reports and Incident Supplements (e.g., in progress, 
delinquent, open case, etc.). 

	 Review the In-Progress FBR Reports and the Delinquent Incidents Report weekly. 

	 Review the Open Case Summary Report monthly and discuss all “open” reports with their 
subordinate supervisors. 

	 Follow-up on missing reports or provide information to the appropriate shift commander to 
ensure that Incident Reports, Incident Supplements, state-mandated forms/reports, and 
related paperwork are submitted and approved within 72 hours. 

REFERENCE 

	 Administrative Manual, Article 4 (Written Communications). 

8-1.2 REPORT COMPLETION AND SUBMISSION 

GENERAL 

	 All Incident Reports and Incident Supplements must be completed, approved, and forwarded 
to InPursuit within 72 hours. Any applicable supporting documentation must be approved 
and forwarded to the Information & Record Management Unit within 72 hours. 
EXCEPTION: Reports pertaining to the following incidents must be completed and 
approved by a shift commander prior to the end of the officer’s tour of duty: 
1.	 Animal Bite. 
2.	 Arsons (all) or any fire with life-threatening injury. 
3.	 Assaults with life-threatening injury. 
4.	 Auto-thefts and/or recovered stolen vehicles. 
5.	 Bias-related incidents. 
6.	 Burglary – all degrees (including attempts). 
7.	 Child Abduction. 
8.	 Child Abuse. 
9.	 Child Neglect. 
10. Demonstrations, strikes and riots. 
11. Domestic Assault. 
12. Elder/Vulnerable Adult Abuse. 
13. Explosives involved incident where public safety may be jeopardized. 
14. Firearm discharge by a police officer on or off duty (except to humanely kill animals). 
15. Foreign national with diplomatic immunity involved in criminal incident. 
16. Hazardous Materials (non-credible and credible). 
17. Homicides (including attempts). 
18. Juvenile in custody and remanded to DJS or DSS. 
19. Kidnappings (including attempts). 
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20. Lost and/or stolen police equipment. 
21. Lost and/or stolen tags and cancellations. 
22. Missing persons, runaways, escapees and cancellations. 
23. Rape and sex offenses (including attempts). 
24. Robberies – all (including attempts). 
25. Serialized property stolen or recovered. 
26. Suicides. 
27. Threats against police officers or installations. 
28. Unusual occurrences. 
29. Use of force incidents when significant injury results. 
30. Incident where the report requires immediate distribution.
 

NOTE: Distribution does not qualify as official notification.
 
31. Any incident that the shift commander (or above) deems necessary. 

 All state-mandated reports and supporting documentation must be approved and forwarded 
to the Information & Records Management Unit within 72 hours. 

 All EBooking Forms 166 or 117 must be approved and submitted within 72 hours of the 
arrest and, if possible, with any accompanying paperwork. 

 Reports which have been rejected by a supervisor will be corrected and resubmitted in a 
timely manner in accordance with report submission guidelines. 

	 Reports requiring completion when a report writer becomes incapacitated for 72 hours or 
longer will require reassignment to another member for completion. 
NOTE: In these instances, the shift/unit commander will contact the Technology & 
Communications Section for instruction. 

8-1.3 DISPOSITION CODES 

DEFINITIONS 
Code 1 – Report.
 
Code 2 – Report; unfounded (incident did not occur).
 
Code 3 – Report; incident handled by other agencies.
 
Code 4 – Report; incident unverified (can not substantiate occurrence).
 
Code 5 – No report; unfounded (incident did not occur).
 
Code 6 – No report; incident handled by other agencies.
 
Code 7 – No report; incident unverified (can not substantiate occurrence).
 
Code 8 – No report; incident adjusted.
 
Code 9 – No accident report; MVA forms issued, occurred on public property.
 
Code 10 – No accident report; MVA forms issued, occurred on all other property.
 

GENERAL 

	 Disposition codes will be assigned at the conclusion of every call for service to provide a 
final disposition for a particular call. 

	 Disposition codes 1 through 4 will be selected when an Incident Report or state-mandated 
report is completed. 

	 Disposition codes 5 through 10 will be selected when either no Incident Report or state-
mandated report is completed, or when only an Arrest Report or administrative report is 
completed (e.g., Forms 46, 143, 213, 273, etc.). 

BALTIMORE COUNTY POLICE DEPARTMENT Page 4 
FIELD MANUAL / ARTICLE 8 
GENERAL ORDER # 2016-01 

http://pdnet.bcnet/Resources/documents/eForms/e46.doc
http://pdnet.bcnet/Resources/documents/eForms/e213.doc
http://pdnet.bcnet/Resources/documents/eForms/e273.doc


 

      
    

    

   
 

  
 

 

         
     

            
          

    
              

           
          
 

              
 

             
     

        
  

             
       

 
  

 
 

         
        

       
       

             
    

        
 

    
 

 

          
         
     

             
          

       

         
           

          
         

    
 

 

            
 

8-1.4 RACE/ETHNICITY DESIGNATIONS 

8-1.4.1 RACE DESIGNATION 

GENERAL 

	 The following designations will be used to indicate a person’s race on all reports, 
Department forms, and fingerprint cards where required: 
1.	 American Indian or Alaskan Native (“I” where applicable) - a person having origins in any 

of the original peoples of North America and who maintains cultural identification through 
tribal affiliation or community recognition. 

2.	 Asian or Pacific Islander (“A” where applicable) - a person having origins in any of the 
original peoples of the Far East, Southeast Asia, the Indian subcontinent, or the Pacific 
Islands. This area includes China, India, Japan, Korea, the Philippine Islands, and 
Samoa. 

3.	 Black (“B” where applicable) - a person having origins in any of the black racial groups of 
Africa. 

4.	 White (“W” where applicable) - a person having origins in any of the original peoples of 
Europe, North Africa, or the Middle East. 

5.	 Unknown (“Unk” where applicable) - persons whose racial demographic information is 
unavailable or uncertain. 

	 Numerical race designations, as used by the Motor Vehicle Administration, will not be used 
at any time on any report, unless specifically required. 

8-1.4.2 ETHNICITY DESIGNATION 

GENERAL 

	 Hispanic (“H” where applicable) - will be used to indicate ethnicity for persons of Hispanic 
origin on all reports, Department forms, and fingerprint cards where required. 

	 Hispanic origin includes persons of Mexican, Puerto Rican, Cuban, Central or South 
American, or other Spanish culture or origin, regardless of race. 

	 The letter “H” will be placed next to the standard code letter for race (e.g., White Hispanic 
“W/H” or Black Hispanic “B/H,” etc.). 

	 Reports will not be accepted with any other ethnic abbreviations. 

8-2.0 FBR ROLE LEVELS 

DEFINITIONS 

	 Report Writer - an individual who writes reports and submits them to a supervisor for 
approval. Officers, detectives, cadets, and non-supervisory professional staff are typically 
assigned the role of report writer. 

	 Supervisor - an individual who approves or rejects reports submitted by report writers. 
Supervisors may also write reports and submit them to a shift/unit commander for approval. 
Supervisors are typically corporals, sergeants, and professional staff equivalents. 

	 Shift/Unit Commander - an individual who approves or rejects reports that have been 
approved by a supervisor and submitted for final review. Approval at the shift/unit 
commander level imports information directly into the RMS. Shift/unit commanders may 
also write reports and import the information directly into the RMS. Shift/unit commanders 
are typically lieutenants or professional staff equivalents. 

GENERAL 

	 Members are assigned a role level by the Mobile Projects Team (MPT) based on their rank 
and classification. 
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	 Members who temporarily perform the duties of a higher rank or classification, must also 
have their FBR role level temporarily upgraded. 

	 The shift/unit commander or member temporarily performing the duties of a shift/unit 
commander will contact the MPT at the beginning of their tour of duty and provide the name, 
rank, identification number, assignment and sub assignment of all members requiring a 
temporary role level upgrade. 
NOTE: Role level upgrades must be initiated each day a member serves in an elevated roll. 

	 The MPT will ensure all temporary role level upgrades are completed and that members are 
returned to their assigned role levels each day. 

8-2.1 FBR EDIT USER FUNCTIONS 

GENERAL 

 The Edit User functions allow the user to manage system configurations. 

 Members will only use the following functions: 
1.	 Change password. 
2.	 Full Code Snapshot Sync.
 

NOTE: Users will be informed when this process needs to be done.
 
3.	 Incremental Code Sync. 

	 The other functions for Edit User (e.g., Configure Camera, View File Log, etc.) are not to be 
used without authorization from the Mobile Projects Team. 

8-3.0 DATA ENTRY STANDARDS 

GENERAL 

 There are several data fields within FBR that contain information that is mandated by UCR. 

 The validation feature will be used to ensure that all UCR mandated fields are completed. 
NOTE: Passing validation does not mean that a report is complete or necessarily thorough. 

 All reports must contain all available and pertinent information on the Incident, Offense, 
Suspect, Victim, Other Persons, Property, Vehicle, LEOKA, and Narrative tabs. 

 “Unknown” or “non-applicable” information does not need to be entered into an FBR report. 
NOTE: “UNK” or “N/A” will not be placed in any FBR data entry fields. 

 If an entire tab or section is “unknown” or “non-applicable,” the tab will remain closed. 

PERSON NAMES 

	 Complete and full legal names will be entered into reports. 
NOTE: Nicknames and alternate spellings will be entered into the Alias section. 

 Names will be verified via existing RMS records, government-issued identification cards, etc. 

 Police officers appearing in reports while acting in an official capacity will not be identified by 
their full names or home addresses. (Refer to Administrative Manual, Article 4 (Written 
Communication.) 

BUSINESS NAMES 

 Complete and full legal business names will be used in reports.
 
 A business cannot be listed as a complainant or suspect.
 
 Names will be verified via existing RMS records, documents of incorporation, etc.
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	 Baltimore County Government entities (e.g. Police Department, Department of Recreation 
and Parks, etc.) will be listed as “Baltimore County Government,” with further identifying 
information (e.g., department name, building name, etc.) listed in the Narrative tab of the 
Incident Report. 
EXCEPTION: Baltimore County Public Schools will be listed as “Baltimore County Public 
Schools” with the school name and additional identifying information listed in the Narrative 
tab of the Incident Report. 

	 Baltimore City Government agencies will be listed as “Baltimore City Government.” 
EXCEPTION: Baltimore City Police, Baltimore City Sheriff, and Baltimore City Fire will be 
listed as such. 

ADDRESSES 

	 Addresses are entered as an exact street address or intersection in the Street Address field. 
NOTE: Incidents occurring in close proximity to an exact address (e.g., in front of, in rear of, 
across from, etc.) will be entered using an exact street address and by placing any additional 
location description in the Narrative tab. 

	 Addresses containing a unit number will indicate the unit number and unit type in the 
corresponding fields. 

	 Addresses will be free from punctuation and the spelling out of street suffixes, unit types, or 
directions. 

	 Street intersections will contain an ampersand (&) between the intersecting street names 
(e.g., Wilkens Av & Walker Av, Loch Raven Bl & Cromwell Bridge Rd, etc.). 

	 Addresses or intersections that do not fit in the Street Address field will contain as much 
information as allowable, and the complete address will be entered in the Narrative tab. 

	 Addresses for unknown locations in Baltimore County, members will use “Baltimore County” 
as the street address, “Baltimore” as the city, “MD” as the state, and the reporting officer’s 
duty station zip code and reporting area in the appropriate fields. 

	 Address fields will remain blank for homeless persons or persons with unknown addresses. 
Relevant information will be listed in the Narrative tab. 

	 The Precinct and Reporting Area fields for the Location of the Incident address must only 
contain the precinct and reporting area in which the incident occurred, regardless of the 
unit/division handling the investigation. 
NOTE: These fields will not be updated in an Incident Supplement unless further 
investigation reveals that the incident occurred in a different location then originally reported. 

PROPERTY 

	 Serial or owner-applied numbers must be entered without any spaces, hyphens, dashes, or 
slashes. 

8-3.1 SEARCH FUNCTIONS 

GENERAL 

	 FBR search functions will be utilized to pull information from existing data sources (i.e., CAD 
records, master name, master vehicle, and master property files) and import it into a report, 
when available. 

	 Search functions give the option of saving to and pulling back information from the local 
computer. 

	 When using search functions, members will ensure that the information is correct and 
update any necessary fields. 
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CAD SEARCH 

	 Retrieves existing Calls for Service data (e.g., incident number, incident location, date and 
time reported) from the CAD and populates the information into the report. 

	 Will be used to pull back information from the original Incident Report for Incident 
Supplements. 

PEOPLE SEARCH 

	 Links a subject’s information (descriptors and incident information) to an existing RMS 
record, if applicable. 

ASSOCIATED PROPERTY SEARCH 

 Used to retrieve information on property previously associated with an incident. 

 Allows the user to update existing property information. 

VEHICLE SEARCH 

	 Links vehicle information (descriptors and incident information) to an existing RMS record, if 
applicable. 
NOTE: Using the search function will reduce the likelihood of creating a new record for a 
vehicle that is already in the RMS. 

8-4.0 INCIDENT TAB 

INCIDENT TAB INFORMATION 

 Incident Number.
 
 Location of the Incident.
 
 Incident Date(s) and Time(s).
 
 Report Date and Time.
 
 UCR Disposition.
 
 Situation Found Code.
 
 Case Status.
 
 Confidential.
 
 Related CC Number.
 
 Elements of the Incident.
 
 Administrative Information.
 
 Investigative Interviews Conducted.
 
 Warrant/Summons/Protective Order Procedure Explained.
 
 Report Distribution.
 
 Maryland Crime Victims and Witnesses Rights and Services Brochure Issued.
 

GENERAL 

	 If no investigative interviews are conducted, an explanation will be documented in the 
Narrative tab. 

	 Officers will issue the Maryland Crime Victims and Witnesses Rights and Services Brochure 
to victims, documenting that it was issued. 

CONFIDENTIAL INCIDENT REPORT 

	 The Confidential checkbox will be selected when the Incident Report contains information on 
an active confidential operation or investigation, as determined by a shift/unit commander. 

	 Confidential data will be recorded on a Form 47, Confidential Report of Investigation, instead 
of in the Incident Report. 

BALTIMORE COUNTY POLICE DEPARTMENT Page 8 
FIELD MANUAL / ARTICLE 8 
GENERAL ORDER # 2016-01 

http://pdnet.bcnet/Resources/documents/eForms/e47.doc


 

      
    

    

                
   

           

          
   

            
           

           
   

             
 

        

         

            
          

     
 

  

          
         

             
 

  

            
       

     
 

   

    
         

        
 

   

    

         
           
  

           
         

 
   

         
 

       
        

       
         
          
         

       
         

 

	 When using a Form 47, an FBR Incident Report must still be completed, filling in only the 
UCR mandated fields. 
NOTE: Information contained in the Incident Report will be available through InPursuit. 

 When an initial Incident Report is marked “Confidential,” all subsequent Incident 
Supplements will also be marked “Confidential.” 

 Incident locations will be entered using “Baltimore County” as the street address, along with 
the zip code and reporting area of the reporting officer’s duty station in the appropriate fields. 

 Tabs for additional confidential information (e.g., people, vehicles, property, etc.) will not be 
opened or populated. 

 The word “Confidential” will be entered into the Narrative Information field of the Narrative 
tab. 

 “Open/Suspended” will be selected in the UCR Disposition field. 

 The most serious offense will be entered in the Offense tab. 

 Completed and updated final report data will be submitted in an Incident Supplement once 
the operation or investigation is no longer active and/or confidential. The Confidential
 
checkbox will not be selected.
 

CONFIDENTIAL INCIDENT SUPPLEMENT 

 The Confidential checkbox will be selected when the Incident Supplement contains 
confidential or sensitive information (e.g., criminal history, mental health information, etc.). 

 The Confidential checkbox may be used at the discretion of the reporting member. 

JUVENILE CHECKBOX 

	 Automatically selected when entering the date of birth or age information on any person 
under the age of 18 in a report. 

	 Marks the report as “Restricted.” 

BIAS RELATED CHECKBOX 

 Selected when the incident is bias related. 
NOTE: Refer to the Field Manual, Article 1 (Investigations) for bias incidents. 

 The most appropriate selection will be made in the Bias Related Motivation field. 

ARSON RELATED CHECKBOX 

	 Selected when the incident is arson related. 

	 The most appropriate selection will be made in the Arson Related Code field. 
NOTE: The code selected must match exactly to the arson offense code selected in the 
Offense tab. 

	 Complete the Damage Value field using the loss value from the arson. 
NOTE: If the value is unknown, provide the best estimate. 

UCR DISPOSITION 

 The UCR Disposition field captures incident disposition information using definitions specific 
to UCR. 

 If multiple UCR disposition codes are applicable to a specific incident, members will select 
one UCR disposition using the following hierarchy, in descending order: 
1.	 Unfounded - the incident did not occur. 
2.	 Juvenile Waived to Adult Status - a juvenile was arrested and charged as an adult. 
3.	 Juvenile Arrest - a juvenile was arrested or charged on a Form 117 or citation. 
4.	 Juvenile Ex-Clear - a juvenile was not arrested, but was identified as a suspect.
 

NOTE: Must have the name and address of the suspect.
 
5.	 Arrest Adult - an adult was arrested or charged on a citation. 
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6.	 Adult Ex-Clear - an adult was not arrested, but was identified as a suspect.
 
NOTE: Must have the name and address of the suspect.
 

7.	 Other Ex-Clear - a suspect was identified but not charged because: 
a.	 The suspect is deceased. 
b.	 The State’s Attorney will not pursue prosecution. 
c.	 The case was closed by the Department of Social Services (DSS). 

8.	 Open/Suspended: 
a.	 A suspect has not been identified. 
b.	 An investigation is ongoing at the precinct level or will be followed up by a specialized 

unit. 
c.	 All leads have been exhausted without a case clearance. 
d.	 The incident was documented on a Form 47, Confidential Report of Investigation. 

9.	 Returned Missing Person - an incident where a person who has previously been reported 
missing is confirmed to have returned. 

10. OJ Property/Vehicle Recovery - an incident where property (including vehicles) that was 
stolen from another jurisdiction is recovered in Baltimore County and no other offense 
occurred in Baltimore County. 

11. Non-Criminal Disposition - the incident was not a crime. 

CASE STATUS/ASSIGNMENT 

 The Case Status field is a UCR mandated field and independent from the UCR Disposition 
field. 

	 The appropriate case status will be selected using the criteria below: 
1.	 Open - the preliminary investigation is incomplete or follow-up investigation is needed by 

the initial investigating officer. The case status will remain open when: 
a.	 Stolen property is not included or completely described. 
b.	 The Form 25, Civilian Stolen Property Form, has not been returned. 
c.	 Interviews and canvassing for witnesses are not completed. 
d.	 The who, what, when, where, and how of the incident have not been developed as 

far as possible. 
NOTE: If a specialized unit takes over responsibility for these tasks, the case status 
must not be marked “Open.” 

2.	 Exceptionally Cleared - the suspect has been: 
a.	 Identified and there will be no prosecution by the victim. 
b.	 Identified and the victim is instructed to obtain a warrant or summons. 
c.	 Arrested. 
d.	 Granted immunity. 

NOTE: A State’s Attorney must be physically present to guide and authorize all 
immunity proceedings. 

3.	 Suspended - there will be no additional investigation due to all leads being exhausted. 
4.	 Closed - the case has been adjudicated or, in the case of a non-criminal incident, when 

there will be no additional police action. 

	 Commanders may determine that an investigation is in need of follow-up due to the impact 
of the incident on the public and/or the Department, or other reasons consistent with the 
Department’s mission. Commanders may assign these cases to the appropriate specialized 
unit. 

	 When incidents are reassigned from the initial investigating officer to a specialized unit for 
further investigation, the cases status must not be marked “Open.” The most appropriate 
case status describing the initial investigating officer’s disposition should be selected and the 
Narrative tab must indicate where the case was forwarded for further investigation. 
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	 Changes to case status will be documented as necessary using an Incident Supplement. 
NOTE: Members conducting follow-up investigations to reports for which they have taken 
over investigative responsibility will not change to case status back to “Open,” even if the 
investigation is ongoing. The case status may be updated to “Exceptionally Cleared,” 
“Suspended,” or “Closed” as the investigation progresses. 

RELATED CC NUMBER 

	 The Related CC Number field is used to link related reports. 

	 Only one CC number may be entered. 

	 For multiple related reports, use the “looping method” (i.e., as in traffic citations), even if the 
CC numbers are not consecutive. All related CC numbers will be listed in the Narrative tab. 

REFERENCE 

	 Field Manual, Article 1 (Investigations). 

8-4.1 ELEMENTS OF THE INCIDENT 

DEFINITIONS 

	 Witness Intimidation - this block will be selected when the incident involves a threat or 
perceived threat to a victim or witness with the intent of inhibiting testimony, or in retaliation 
for providing testimony or reporting a crime (See Field Manual, Article 1, Section 5.1.4, 
Threats Against Victims/Witnesses). 

	 Use of Force Completed (Form 253) - this block will be selected when a Form 253, Use of 
Force Report, is completed (See Field Manual, Article 12, Use of Force/Weapon Systems). 

	 Firearm - this block will be selected when the incident has any firearm involvement. 

	 Gang - this block will be selected when the incident involves any gang-related activity (See 
Field Manual, Article 1, Section 3.16, Gang Related Incidents). 

	 Workplace Violence - this block will be selected when the incident involves any workplace 
violence, to include: 
1.	 Stalking/harassing behavior at victim’s workplace (e.g., telephone misuse, following 

victim to the worksite, trespassing, etc.). 
2.	 Conditional threats of violence at or to a workplace. 
3.	 Employee vs. employee altercations at the workplace. 
4.	 Employee vs. patron assaults or threats. 
5.	 Domestic violence at the workplace. 
6.	 Bomb threats at a workplace. 
7.	 Disturbances involving mentally/emotionally ill employees at the workplace. 
8.	 Murder/Attempted Murder/Assault w/Intent to Murder at the workplace. 
9. Suspicious conditions involving a mentally ill subject at a workplace. 
NOTE: List is not all inclusive. 

 Homeland Security - this block will be selected when the incident involves any Homeland 
Security involvement/issue. 

 Repeat Offender - this block will be selected when the incident involves any repeat offender 
activity (See Field Manual, Article 4, Section 7.0, Repeat Offenders). 

 CDS - this block will be selected when the incident involves any controlled dangerous 
substance (See Field Manual, Article 1, Section 6.0, Narcotics Enforcement). 

 Domestic - this block will be selected when the incident involves any domestic-related 
activity (See Field Manual, Article 1, Section 5.2, Domestic Incident/Abuse). 

	 Assets Seized - this block will be selected when the incident involves any assets to be 
seized with the intention of forfeiture (See Field Manual, Article 1, Section 6.5, Seized 
Assets). 
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	 School - this block will be selected when the incident is school related. 
NOTE: School-related incidents may include incidents occurring at locations that are not on 
school property (e.g., bus stops, field trips, etc.) and incidents occurring on social media 
(e.g., threats, bullying, etc.). 

	 Sick/Injured Report Completed (Form 273) - this block will be selected when a Form 273, 
Sick or Injured Person Medical Report, is completed. 

GENERAL 

	 The Elements of the Incident section of the Incident tab is used to indicate particular 
elements concerning an incident (e.g., domestic related, school related, etc.), allowing 
members to easily identify these incidents when searching in RMS. 

 Members will select the appropriate block when an element of the incident is known. 
NOTE: More than one block will be selected, when applicable. 

 The Elements of the Incident section is not a substitute for the Report Distribution function of 
the FBR system. 

8-5.0 OFFENSE TAB 

OFFENSE TAB INFORMATION 

 Offense Code(s).
 
 Most Serious Offense.
 
 Attempted/Completed.
 
 Premises.
 
 Domestic Related Circumstances.
 
 Modus Operandi (MO) Information.
 
 Drug Activity and Drug Type.
 

GENERAL 

	 All offenses associated with an incident (criminal and/or non-criminal) will be documented 
using the most appropriate offense code for each. 
NOTE: Multiple offenses with the same offense code must each be entered as unique 
offenses if any element of the offense differs (e.g., victim, weapon, time of occurrence, etc.). 

	 The most specific offense code will be used for each offense (e.g., “Assault 2nd Degree 
Simple on Police” for a police-related assault instead of “Assault 2nd Degree Simple,” etc.). 

	 Each Incident Report must have one offense selected using the Most Serious Offense 
checkbox. If the incident only has one offense, that offense must be marked as the most 
serious offense. 

	 When selecting a most serious offense, felony offenses will take precedence over 
misdemeanor offenses. If the severity of the offenses are the same (all felonies or all 
misdemeanors), then crimes against persons will take precedence over crimes against 
property. 

	 Offenses that are attempted but not completed will be documented using the most 
appropriate offense code and selecting “Attempted” from the Attempted/Completed field. 
NOTE: Assault cannot be attempted; it is always a completed offense. 

	 The Domestic Related Circumstances field will be used to describe the nature of events 
contributing to all domestic related Incident Reports. 

	 The Drug Activity and Drug Type fields will be used to indicate if the incident has any 
connection to drug activity. If “Yes” is selected in the Drug Activity field, a related Drug Type 
will be entered. 
NOTE: A separate offense code should be entered for each unique drug type to ensure all 
are documented in the report. 
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MODUS OPERANDI (MO) 

	 The Modus Operandi fields will be used to document MO information for the following 
specified crimes: 
1.	 Arson. 
2.	 Burglary. 
3.	 Motor Vehicle Theft. 
4.	 Recovered Stolen Auto. 
5.	 Robbery. 
6.	 Unauthorized Use. 

	 The Additional Offense MO Comments field will be used to document additional MO information 
or provide further description for values selected in the Modus Operandi fields. 

UPGRADING OR DOWNGRADING OFFENSES/INCIDENTS 

 Any offense that is changed as a result of additional information after the report is filed will 
be either upgraded or downgraded by means of an Incident Supplement. 

 Each offense needing to be upgraded/downgraded will be selected, and the revised offense 
code will be used. 

OFFENSES/INCIDENTS OCCURRING IN OTHER JURISDICTIONS (OJ) 

	 Officers investigating an incident that is later found to have occurred in another jurisdiction 
will either have the responsible law enforcement agency respond or refer the complainant 
to the appropriate law enforcement agency. 
NOTE: When possible, members should contact the other agency and determine where 
the complainant needs to go to report the incident or if a report can be made over the 
phone. 

	 If an Incident Report is made for an incident that occurred in another jurisdiction, the 
investigating officer must: 
1. Use only the offense code “Other Jurisdiction Incident,” regardless of how the incident 

would have been coded had it occurred in Baltimore County. 
2. Select “Other Jurisdiction Incident” as the most serious offense. 
3. Select “Other Jurisdiction” from the Precinct field in the Location of the Incident section. 
4. Select the reporting area for the corresponding other jurisdiction in which the offense 

occurred. 
5. Select “Closed” in the Case Status field. 
6. Make an official copy of the report available to the responsible law enforcement agency. 

	 If an Incident Report has already been submitted and it is later determined that the incident 
occurred in another jurisdiction, the investigating officer must: 
1. Complete an Incident Supplement and downgrade all offenses to an offense code of 
“Other Jurisdiction Incident.” 

2.	 Change the incident location and reporting area to reflect the revised location. 
3. Select “Closed” in the Case Status field. 

 If an incident occurs in multiple jurisdictions: 
1.	 Only the offense(s) that occur within Baltimore County need to be reported by the
 

Department for UCR purposes.
 
2.	 Out of jurisdiction offenses will be entered using the offense code “Other Jurisdiction 
Incident” for criminal or non-criminal incidents. 

3.	 The location of the Baltimore County offense(s) will be entered in the Incident tab. 
4.	 The location of the other jurisdiction offense(s) will be entered in the Narrative tab. 
5.	 The UCR Disposition field will reflect the disposition of the Baltimore County incidents. 

	 Property recovered in Baltimore County that was stolen in another jurisdiction will be 
documented in an Incident Report using the: 
1.	 Offense code “Other Jurisdiction Recovered Stolen Property.” 
2.	 Address from where the property was stolen as the incident location in the Incident tab. 
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3.	 UCR disposition code “OJ Property/Vehicle Recovery.” 
4.	 Baltimore County address for the location of the property recovery in the Narrative tab. 

	 Refer to Article 1, Investigations, for vehicles recovered in Baltimore County that were stolen 
in an OJ. 

UNVERIFIED OFFENSES/INCIDENTS 

 Unverified offenses will be coded using the most appropriate offense code and UCR 
disposition code as if it were a verified offense. 

 All unverified offenses/incidents where a specific offense cannot be substantiated will be 
documented using the offense code “Suspicious Incident/Condition/Person/Vehicle.” 

	 Information used to verify offenses originally listed in the Incident Report as unverified will be 
documented in the Narrative tab of an Incident Supplement. 

UNFOUNDED OFFENSES/INCIDENTS 

	 Unfounded offenses/incidents requiring an Incident Report will be coded using the most 
appropriate offense code and the UCR disposition code “Unfounded.” All information used 
to conclude that the incident is unfounded will be documented in the Narrative tab of the 
report. 

 If a report has already been submitted and it is later determined that the entire incident is 
unfounded, the investigating officer must complete an Incident Supplement and select the 
UCR disposition code “Unfounded.” 

 If a report is submitted which has multiple offenses, and one of the offenses is determined to 
be unfounded, that offense must be downgraded to the offense code of “Non Criminal 
Incident.” The other offenses will remain. 

 Any offense code can be changed if it is determined that the particular offense is unfounded. 
In order to unfound a specific offense, the investigating officer must complete an Incident 
Supplement and: 
1.	 Select the Upgrade/Downgrade checkbox and the offense that needs to be unfounded. 
2. Change the offense code to “Other Non-criminal Incident.”
	
NOTE: This is different from unfounding the entire Incident Report.
 

8-5.1 OFFENSE DESCRIPTIONS UNIQUE TO UCR 

DEFINITIONS 

	 Aggravated Assault - an unlawful attack by one person upon another for the purpose of 
inflicting severe or aggravated bodily injury. This type of assault is usually accompanied by 
the use of a weapon or by means likely to produce death or great bodily harm (e.g., firearm, 
knife, cutting instrument, other dangerous deadly weapon, hands, feet, etc). 

	 Simple Assault - all assaults which are not of an aggravated nature and do not result in 
serious injury to the victim. 

	 Theft/Fraud Embezzlement - the unlawful misappropriation or misapplication by an offender 
to his/her own use or purpose of money, property, or some other thing of value entrusted to 
his/her care, custody, or control. Theft from employer cases fall under this offense code. 

 Theft From a Building - a theft from within a building that is open to the general public and 
where the offender has legal access. 

 Theft All Others - a theft whereby all other offense codes are not applicable. 

GENERAL 

	 UCR requires reporting of offenses using definitions that are independent of Maryland law 
definitions and charges placed. 
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	 Officers must select the appropriate offense code(s) based on UCR definitions, regardless 
of charges placed. 
NOTE: These definitions will only be used for report writing purposes. 

8-6.0 SUSPECT TAB 

DEFINITION 

	 Known Suspect - any suspect who has been identified by a minimum criteria of a last name 
and one unique identifier (e.g., date of birth, driver’s license number, etc.). 

	 Unknown Suspect - any suspect who has been identified by one or more physical 
characteristic (e.g., sex, race, height, weight, clothing description, etc.) and does not meet 
the minimum criteria for a “known suspect.” 

SUSPECT TAB INFORMATION 

 Known or Unknown.
 
 Arrested.
 
 Name.
 
 Address.
 
 Contact Information.
 
 Demographic Information.
 
 Description.
 
 Injury.
 
 Weapon.
 
 Scars/Marks/Tattoos.
 
 Alias.
 
 Associated Offenses.
 

GENERAL 

	 The Suspect tab is used to document all suspects for which any information is known in 
relationship to the incident. 
NOTE: If a complainant names a suspect based on mere suspicion, that name will be listed 
in the Narrative tab. 

	 Suspect information must be entered for all known and unknown suspects. 

	 If no descriptive information is available on a suspect, no suspect identified, or the incident is 
non-criminal in nature, the Suspect tab will remain closed. Additional information may be 
entered in the Narrative tab. 

	 Scars, marks, and tattoos will be documented for all suspects using the Scars/Marks/Tattoos 
fields, when applicable. 

	 If the suspect is arrested or charged with an offense, the Arrest checkbox must be selected. 

	 Each suspect must be linked to all offenses they were involved with by making the 
appropriate selections from the Associated Offense field. 

	 The Weapon and Firearm Description fields will be used to associate a particular weapon to 
a particular suspect. 

	 The Comment Section field will be used to provide a detailed description of the weapon 
used. 

8-7.0 VICTIM TAB 

VICTIM TAB INFORMATION 

 Victim Type. 

 Name. 

 Address. 
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 Contact Information.
 
 Demographic Information.
 
 Alias.
 
 Injury and Condition.
 
 Cohabitant.
 
 Under the Influence of Drugs/Alcohol.
 
 Victim/Suspect Relationships.
 
 Associated offenses.
 

GENERAL 

	 The Victim tab is used to document both persons and businesses that are targeted or suffer 
injury or monetary loss. 
NOTE: The complainant may not always be a victim. 

	 There may be multiple victims for any one incident. 

	 Baltimore County Government will not be listed as a victim for “victimless crimes” or “crimes 
against society” (e.g., narcotics violations, abandoned autos, etc.) unless a County entity is 
specifically targeted. 

	 Information on unknown victims will be entered in the Narrative tab, not in the Victim tab. 

	 When both a victim and a suspect are entered in a report, the relationship between the 
parties must be identified by making the appropriate selection in the Relationship field. 
NOTE: Select the victim’s relationship to the suspect (e.g., woman is assaulted by her 
husband, “Wife” is selected for the relationship, etc.). 

	 “Yes” will be selected in the Cohabitant field if the victim and the suspect currently reside 
together. 
NOTE: This definition of cohabitant only applies to the Victim tab. 

8-8.0 OTHER PERSON TAB 

OTHER PERSON TAB INFORMATION 

 Person type.
 
 Name.
 
 Alias.
 
 Address.
 
 Contact Information.
 
 Demographic Information.
 

GENERAL 

	 The Other Person tab is used to document information on all identified persons other than 
suspects and victims that are related to an incident. 
NOTE: Anonymous persons, unknown persons, and businesses may not be listed in the 
Other Person tab. This information will be documented in the Narrative tab. 

	 Only one selection may be made in the Person Type field for each person added to the 
Other Person tab. If multiple person types are applicable to a specific person, members will 
select one person type using the following hierarchy, in descending order: 
1.	 Served.
 

NOTE: For Protective/Peace Orders only.
 
2.	 Witness. 
3.	 Complainant. 
4.	 Interviewee. 
5.	 Parent. 
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6.	 Guardian. 
NOTE: Select only if a person is legally appointed to look after the affairs of another, 
especially those of a minor. 

7.	 Child. 

	 If more than one person type applies to an individual, additional information regarding level 
of involvement and the additional person types will be documented in the Narrative tab. 

8-9.0 VEHICLE TAB 

VEHICLE TAB INFORMATION 

 Year, Make, and Model. 

 Color and Style. 

 Vehicle Involvement. 

 Stolen Information. 

 Recovery Information. 

 Stripping/Tampering. 

 Tow Information. 

GENERAL 

	 The Vehicle tab is used to document information on all vehicles related to an incident. 
NOTE: The Vehicle tab will be used to document vehicle information for all arrestees when 
an Incident Report is required, regardless of if the information was entered into the EBooking 
system. 

	 The Vehicle Involvement field will be used to capture a vehicle’s level of involvement in the 
incident. 

	 If multiple involvement types are applicable to a specific vehicle, member will select one 
involvement type using the following hierarchy, in descending order: 
1.	 Stolen (Not including unauthorized use, vehicle taken by fraud, and failure to return 

rental vehicles). 
2.	 Vehicle taken by fraud. 
3.	 Unauthorized use. 
4.	 Failure to return rental vehicle. 
5.	 Suspect. 
6.	 Target. 

NOTE: Target vehicles are vehicles that are attacked or are the object of the crime. 
7.	 Evidence. 
8.	 Stored. 
9.	 Abandoned. 
10. Found. 
11. Lost. 

 Additional vehicle types will be documented in the Narrative tab. 

 The Stolen checkbox is used to report vehicle thefts to the UCR. The Stolen checkbox will 
not be checked for the vehicle types of “Failure to Return Rental Vehicle,” “Unauthorized 
Use,” and “Vehicle Taken by Fraud,” in accordance with UCR definitions. 

8-10.0 PROPERTY TAB 

PROPERTY TAB INFORMATION 

 Quantity. 

 UCR Category. 

 Category. 

 Action. 
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 Owner.
 
 Value.
 
 Description Information.
 
 Owner-applied Number.
 
 Serial Number.
 
 Telex Number.
 
 Recovery Information.
 

GENERAL 

	 The Property tab is used to document all property related to an incident. 

	 Multiple articles of identical property may be listed in one entry if all information (e.g., brand, 
description, recovery status, etc.) is the same. 
NOTE: The total number of identical articles will be listed in the Quantity field and the total 
value of all articles included will be listed in the Value field. 

	 Serialized property and similar property where any piece of information (e.g., brand, 
description, recovery status, etc.) is different will be documented as unique articles of 
property in separate entries. 

 The Action Type field will be used to capture the property type for each item added to the 
Property tab. 

 The Action Type “Relinquished” will be used for property that is voluntarily surrendered to 
the Police Department (e.g., firearms, ammunition, explosives, etc.) and will not be returned. 

	 The Action Type “Safekeeping” will be used for property that the Department has taken into 
temporary custody (e.g., seized firearms, etc.), with the possibility that the property may be 
returned to the owner at a later time. 
EXCEPTION: Evidence and prisoner property. 

	 If multiple action types are applicable to a specific article of property, member will select one 
action type using the following hierarchy, in descending order: 
1.	 Stolen. 
2.	 Obtained by fraudulent means.
 
3.	 Damaged.
 
4.	 Found.
 
5.	 Lost.
 
6.	 Safekeeping.
 
7. Relinquished.
 
NOTE: Property may not be listed as “Lost/Stolen Property.” A determination must be made 

regarding the facts of the incident and the property documented as either “Lost” or “Stolen” 

using the Action Type field.
 

 Additional action types will be documented in the Narrative tab. 

 Items of the same action type will be entered in consecutive entries, so that they remain 
grouped on the Incident Report. 

	 Property not meeting the criteria for any of the above action types (i.e. evidence, prisoner 
property, etc.) will be documented in the Narrative tab and/or on a Form 15, Property 
Inventory, where applicable. 

	 “Recovered” will be selected from the Recovery Status field for all property that has been 
recovered. 
NOTE: For safekeeping and relinquished property, the recovery status will be marked as 
“Not Applicable.” 

	 The Search Associated Property function must be used when adding property to a report via 
an Incident Supplement. 

DETERMINING PROPERTY VALUE 

	 The Value field must be completed for each item of property listed in the report. 
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	 Value refers to the market value of the property or service at the time and place of the crime 
or incident. If the market value cannot be determined, the cost of replacement will be used. 

	 The value of any written instrument which creates, releases, discharges, or otherwise affects 
any valuable legal right, privilege, or obligation will be determined as the amount of 
economic loss which the owner of the instrument might reasonably suffer by virtue of the 
loss of the instrument. 

	 The value of a trade secret which does not have a readily ascertainable market value will be 
deemed any reasonable value representing the damage to the owner suffered by reason of 
losing an advantage over those who do not know of or use the trade secret. 

	 When the victim/owner obviously exaggerates the value of a piece of property, common 
sense and good judgment will dictate a fair market value be placed on the items. 

	 At times, recovered property is in a condition different from what it was at the time of the 
theft. The market value at the time of recovery should be used even though it is less than at 
the time it was stolen. 

8-11.0 LEOKA TAB 

DEFINITION 

	 LEOKA - Law Enforcement Officers Killed or Assaulted. 

LEOKA TAB INFORMATION 

 Officer. 

 Activity. 

 Time. 

 Weapon. 

 Injured. 

 Cleared. 

GENERAL 

	 The LEOKA tab is used to document information on members of the Baltimore County 
Police Department who have been assaulted or killed in the course of the incident. 
NOTE: “MD0030100” will be used in the ORI field. 

	 LEOKA information will be documented regardless of whether a suspect is charged for the 
assault/death. 

	 If an officer from another jurisdiction is assaulted or killed in Baltimore County, they will be 
listed as a victim in the Victim tab and not in the LEOKA tab. 

	 Select the Cleared checkbox if a suspect is charged in the assault or death of an officer. 

8-12.0 NARRATIVE TAB 

GENERAL 

	 The Narrative tab is used as a continuation to partial entries in other fields, to explain 
pertinent information, and to fully describe the incident/investigation for both initial Incident 
Reports and Incident Supplements. 

	 The Narrative tab will include any and all information not fully captured elsewhere in the 
report. 

	 Information will not be documented in the Narrative tab in lieu of including the information on 
an applicable tab (e.g. Suspect tab, Victim tab, Property tab, etc.) 

	 When the name of a victim, suspect, or other pertinent individual is used in the narrative of a 
police report, they will be referred to by their involvement and last name (e.g., victim Smith, 
suspect Jones, etc.). In cases where two subjects have the same last name, first names will 
also be used. 
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	 The names of officers appearing in the Narrative tab will appear as described in the 
Administrative Manual, Article 4 (Written Communication). 

	 References to InPursuit or other criminal history information will not be included in the 
Narrative tab, unless the Confidential checkbox has been selected. 
NOTE: A Form 47, Confidential Report of Investigation, may also be used to document 
InPursuit or other criminal history information. 

INFORMATION TO BE INCLUDED IN THE NARRATIVE TAB 

	 A description of how the victim and suspect know each other, if applicable. 

	 If the parties have lived at the same address for at least 90 days during the past year. 

	 A description of any sexual relationship that exists or existed in the past year between the 
parties, if the information becomes known during the investigation. 

8-12.1 INCIDENT TEMPLATES 

GENERAL 

	 Incident templates are used on all applicable incidents to provide required report narrative 
information in a uniform manner. 
NOTE: Templates are not a substitution for a descriptive narrative. 

	 The following templates are approved for use: 
1.	 Incident - Animal Bite: Incident Report for animal bites. 
2.	 Incident - Bias-related: Incident Report for an initial bias-related event. 
3.	 Supplement - Bias-related: Supplement report for upgrading an incident to bias related. 
4.	 Incident - Domestic Assault: Incident Report for domestic-related assault. 
5.	 Incident - Lethality Assessment: Incident Report for Domestic Abuse Lethality
 

Assessment for qualifying non-domestic assault cases.
 
6.	 Supplement - Firearms Disposition: Supplement report for releasing or disposing of 

seized firearms. 
7.	 Incident - Protective Order Service: Incident Report for serving court protective orders. 
8.	 Incident - Sudden Death: Incident Report for all non-criminal death cases. 
9. Incident - Worthless Documents: Incident Report for worthless documents. 
10.Incident - Bad Check: Incident Report for qualifying bad check cases. 

 Templates are completed in the Narrative tab in their entirety and will not be altered in any 
way by the reporting officer. 

	 Refer to Section 15.0 of this article regarding procedures for template use in the event of an 
FBR system outage. 

TEMPLATES CREATED BY MEMBERS 

 May be customized and saved for use by an individual member. 

 May not be shared with other members. 

8-13.0 REPORT DISTRIBUTION 

GENERAL 

 The Distribute To fields on the Incident tab will be used to select report distribution recipients 
and to electronically disseminate reports in a timely manner. 

	 Members will refer to Section 13.1 and Section 13.1.1 of this article and will distribute 
reports to all required recipients. 

 Additional report distribution may be required at the discretion of the precinct/division 
commander and/or supervisors reviewing and approving a report. 
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	 Reports requiring distribution to entities not listed in the Distribute To fields will be 
distributed by the reporting officer. 
NOTE: Only official copies of reports will be distributed. 

	 Report distribution is not a substitute for notification. Notifications for serious incidents or 
those incidents requiring notification will be made by contacting the appropriate person(s) 
via telephone, radio transmission, or the 9-1-1 Police Liaison. 

	 Sections, units, and teams receiving distributed reports will establish procedures to ensure 
that all reports received via report distribution are reviewed and that the required action is 
taken. 

INFORMATION & RECORDS MANAGEMENT UNIT (IRMU) 

	 Maintains a list of report distribution recipients’ electronic mail addresses and alternate 
contact information. 

	 Distributes reports that are not deliverable due to an error, etc. 

	 Receives and responds to inquiries regarding report distribution. 

	 Handles requests for modifications to distribution addresses, reports requiring distribution, 
etc. for internal and external report recipients and coordinates related policy and technology 
changes. 
NOTE: Department members requesting the above changes will submit a Form 12L, Intra-
Department Correspondence, to IRMU. 
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8-13.1 REPORTS REQUIRING DISTRIBUTION 

GENERAL 

 The following offenses/incidents require report distribution. 

OFFENSE/INCIDENT DISTRIBUTE TO 

Abandoned Vehicle Abandoned Auto Team 

Abortion Investigation 
Office of the Chief Medical Examiner 

Youth & Community Resources Unit 

Animal Bite 
Baltimore County Animal Control 

Baltimore County Health Department 

Assault on Police 
Homeland Security Section 

Intelligence Unit 

Asset Seizure/Forfeiture Legal Section 

Automatic External Defibrillator (AED) 
Use 

Safety Officer 

Bad Check Financial & Cyber Crimes Team 

Bias Incident 
Precinct Community Outreach Team 
Youth & Community Resources Unit 
Intelligence Unit 

Burglary Burglary Unit 

Child Abandonment Crimes Against Children Unit 

Child Abduction Crimes Against Children Unit 

Child Abuse (Including Unfounded) Crimes Against Children Unit 

Child Pornography/Exploitation Crimes Against Children Unit 

CINA/Child Neglect/Unattended Child Crimes Against Children Unit 

CINS 
Crimes Against Children Unit 

JOINS/Youth Initiatives Team 

Computer Crime Financial & Cyber Crimes Team 

Contributing to the Delinquency of a 
Minor 

Crimes Against Children Unit 

Counterfeiting 
Financial & Cyber Crimes Team 

U.S. Secret Service 

Custody Dispute 
Crimes Against Children Unit 

Precinct Domestic Violence Coordinator 

Dangerous/Hazardous Animal Baltimore County Animal Control 

Delayed Sexual Assault Reporting Special Victims Team 

Delinquent Juvenile JOINS/Youth Initiatives Team 

Demonstration 
Intelligence Unit 

Homeland Security Section 

Disarmed Firearms, Officer Involved Internal Affairs Section 

Domestic Incident/Abuse Precinct Domestic Violence Coordinator 

Explosive/Bomb Arson Team 
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Extortion Financial & Cyber Crimes Team 

Firearm, Case Involving 
Firearm Interdiction Team 

Violent Crimes Unit 

Firearm on School Property 
Safe Schools Liaison 

Firearm Interdiction Team 

Fires (All) 

Arson Team 

If arson of a vehicle, also distribute to 

Regional Auto Theft Task Force 

Foreign Nationals, Diplomatic Agents, 
Consular Officers, And Staff of Mission of 
International Organizations (Incident 
Involving) 

U.S. Department of State 
Operations Support Section 

Forgery 

Financial & Cyber Crimes Team 

For forged prescriptions, distribute to 

Vice/Narcotics Section 

Fraud Financial & Cyber Crimes Team 

Gambling Vice/Narcotics Section 

Gang Related Incident Gang Enforcement Team 

Graffiti 
Precinct Investigative Services Team 

Intelligence Unit 

Hazardous Materials (Hazmat) Spill U.S. Environmental Protection Agency (EPA) 

Homeland Security Threat 
Homeland Security Section 

Intelligence Unit 

Homicide 
Homicide/Missing Persons Unit 

Warrant Control 

Human Trafficking 
Special Victims Team 
Vice/Narcotics Section 

Hunting Complaint Department of Natural Resources 

Identity Theft Financial & Cyber Crimes Team 

Illegal Selling or Furnishing of Alcohol Liquor Board 

Impersonation of a Police Officer 
Internal Affairs Section 

Intelligence Unit 

Incest 

Special Victims Team 

If the victim is a juvenile, also distribute to 

Crimes Against Children Unit 

Incorrigible Juvenile 
Crimes Against Children Unit 

JOINS/Youth Initiatives Team 

Indecent Exposure Special Victims Team 

Industrial Accident 
Maryland Occupational Safety & Health 

Administration (OSHA) 

Juvenile Intake Case 
JOINS/Youth Initiatives Team 
Juvenile Detention Requests 
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Juvenile Death (All except traffic 
accidents) 

Homicide/Missing Persons Unit 

Juvenile Suspect/Arrest JOINS/Youth Initiatives Team 

Kidnapping 

Robbery Unit 

If the victim is a juvenile, also distribute to 

Crimes Against Children Unit 

Liquor Licensed Establishments, Incident 
Involving 

Liquor Board 

Manslaughter, Negligent Homicide/Missing Persons Unit 

Medicaid Fraud Attorney General - Medicaid Fraud Unit 

Missing Person (Follow-Ups)

Maryland Center for Missing and Unidentified 
Persons 

If missing person is an adult, also distribute to 

Homicide/Missing Persons Unit 

If missing person is a juvenile, also distribute to 

Crimes Against Children Unit 

If "A Child is Missing" alert activated, also 
distribute to 

Youth & Community Resources Unit 

Non-Narcotic Selling/Other Dangerous 
Drugs 

Vice/Narcotics Section 

Occult/Satanic Worship Intelligence Unit 

Off-Duty Officer Incident Internal Affairs Section 

Open Burning Complaint Arson Team 

Prostitution 

Vice/Narcotics Section 

If involving juveniles, also distribute to 

Crimes Against Children Unit 

Rape/Sex Offense 

For first or second degree rapes and sex offenses 
involving victims 13 years old or older, distribute to 

Special Victims Team 

For first or second degree rapes and sex offenses 
involving victims under the age of 13, or under age 
18 if care and custody is involved distribute to 

Crimes Against Children Unit 

Robbery 

Robbery Unit 

If armed robbery, also distribute to 

Firearm Interdiction Team 

Safe Haven Law Case 
Crimes Against Children Unit 

Youth & Community Resources Unit 

School Employee Arrested or Charged 

If employed by Baltimore County Public Schools, 
distribute to 

Safe Schools Liaison 

Scofflaw Violation 
Office of Budget and Finance, Parking 

Enforcement 
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Sex Offender Violation Special Victims Team 

Stalking 
If domestic related, distribute to 

Precinct Domestic Violence Coordinator 

Sudden Death 

Warrant Control 

If Medical Examiner responds, also distribute to 

Office of the Chief Medical Examiner 

If sudden death of juvenile, also distribute to 

Homicide/Missing Persons Unit 

Suicide 

Warrant Control 

Office of the Chief Medical Examiner 

If in police custody, also distribute to 

Internal Affairs Section 

Suspicious Death 

Warrant Control 

Office of the Chief Medical Examiner 

Homicide/Missing Persons Unit 

Tampering with Food or Drugs 
U.S. Food and Drug Administration 

If widespread, also distribute to 
Federal Bureau of Investigation (Baltimore) 

Tampering with U.S. Mail Postal Inspector 

Theft by Deception Intelligence Unit 

Theft of Scrap Metal 
Pawn/Scrap Metal Team 

Threat on Public Official or Judge 
Homeland Security Section 

Intelligence Unit 

Threat on Police Employee or Property 

Intelligence Unit 

Maryland Coordination and Analysis Center 
(MCAC) 

Behavioral Assessment (Mobile Crisis) 

Internal Affairs Section 

Threatened Suicide 

Behavioral Assessment (Mobile Crisis) 

If subject is an adult in police custody, also 
distribute to 

Baltimore County Detention Center (BCDC) 

If subject is a juvenile in police custody, also 
distribute to 

Crimes Against Children Unit 

Victim/Witness Intimidation 
Intelligence Unit 

Operations Support Section 

Vehicle Theft 

Regional Auto Theft Task Force 

If boat, distribute to 

Marine Team 

If airplane distribute to 

Aviation Team 
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Vehicle Theft-Recovery Regional Auto Theft Task Force 

Vulnerable Adult/Elder Abuse 

Youth & Community Resources Unit 

Attorney General - Medicaid Fraud Unit 

Department of Aging - Ombudsman 

Zoning Complaint Code/Zoning Enforcement 

8-13.1.1 REPORTS REQUIRING DISTRIBUTION TO THE BALTIMORE COUNTY 
DEPARTMENT OF CORRECTIONS (BCDC) 

GENERAL 

	 The following offenses/incidents require report distribution to the Baltimore County 
Department of Corrections (BCDC). 

OFFENSE/INCIDENT 

Physical and Sexual Assaults on Staff Members/Inmates 

Reports Involving the Public on BCDC Property 

Theft on BCDC Property 

Incidents Involving Baltimore County Vehicles used by BCDC 

Destruction of Property by the Public or Inmates on BCDC Property 

Emergencies or Emergency Vehicles on BCDC Property (e.g., Fire, Bomb Threats, Terrorist 
Attacks, Evacuations, Power Outages, Natural Disasters, etc.) 

Confiscated Counterfeit Currency on BCDC Property 

Motor Vehicle Accidents Occurring on BCDC Property and Reported to the Police 

Security Threat Groups/Gang Related Incidents at BCDC 

Confiscations of Controlled Dangerous Substances, Cellular Phones, Cameras, etc. 

Escape, Attempted Escape, Walk-Off from BCDC or Gaudenzia DWI Facility 

Suicide, Attempted Suicide, or Death of an Inmate from BCDC or Gaudenzia DWI Facility 

8-14.0 CORRECTIONS TO AND DELETIONS OF FBR REPORTS 

FORM 326, REPORT CORRECTION FORM 

	 Used by the Information & Records Management Unit to advise members, and members’ 
commanders, of required report corrections. 

	 Returned to the Information & Records Management Unit within five days of receipt, and 
after required report corrections have been made. 
NOTE: Attach a Form 12L, Intra-Department Correspondence, to the Form 326, if required. 

CORRECTIONS TO FBR REPORTS 

	 All corrections to FBR reports are to be submitted by way of an Incident Supplement. 
EXCEPTION: Corrections to central complaint (CC) Numbers. 

	 Corrections to CC numbers must be made by rewriting the report using the correct CC 
number. The correcting member will also submit a Form 12L to the Commander of the 
Information & Records Management Unit after the report has be submitted using the correct 
CC number. The Form 12L will include the correct incident number, the incorrect incident 
number, the reason for the initial use of an incorrect CC number, and the steps taken to 
correct it. 
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DELETIONS OF FBR REPORTS 

	 After a report has been submitted, members may not delete any information from FBR 
without the approval of a member of the Technology & Communications Section (TCS). 

	 Requests for any deletions will be submitted via a Form 12L to the member’s commander 
including the circumstances surrounding the deletion and the name and identification 
number of the TCS member who authorized the deletion. The commander will forward the 
Form 12L to the MPT. 

8-15.0 FBR CONTINGENCY PLAN 

GENERAL 

	 A manual (non-electronic) contingency plan has been established to facilitate a thorough, 
coordinated, and consistent police reporting process in the event that the FBR system 
becomes unavailable. 

	 A member experiencing connectivity and/or technical problems with FBR should contact the 
Office of Information Technology (OIT) Help Desk, who will initiate a response by the Mobile 
Projects Team (MPT). 

CONTINGENCY REPORT FORMS 

 Form FBR – A, Contingency Report. 

 Form FBR – B, Offense Tab Continuation. 

 Form FBR – C, Suspect Tab Continuation. 

 Form FBR – D, Victim Tab Continuation. 

 Form FBR – E, Other Person Tab Continuation. 

 Form FBR – F, Vehicle Tab Continuation. 

 Form FBR – G, Property Tab Continuation. 

 Form FBR – H, LEOKA Tab Continuation. 

 Form FBR – I, Narrative Continuation. 

DEFINITIONS 

	 Account Error - occurs when an individual member is unable to access FBR on any 
computer (mobile or desktop) while other members can. 

	 Single Computer Malfunction - occurs when the FBR system is not accessible or functioning 
properly on a single computer (mobile or desktop), but is accessible and functioning properly 
on others. 

	 Multiple Computer Malfunctions - occurs when the FBR system is not accessible or 
functioning properly on a more than one computer (mobile or desktop), but is accessible and 
functioning properly on others. 
NOTE: This malfunction may apply to more than one command, facility, or computer type 
(i.e., desktop computers, mobile data computers), but not the entire Department. 

	 System Wide Malfunctions - occurs when the FBR system is not accessible or functioning 
properly on any computer in the Department. 

	 System Wide Maintenance - occurs when the FBR system is unavailable in order to perform 
an upgrade, maintenance, or similar technical service. 

TECHNOLOGY & COMMUNICATIONS SECTION COMMANDER 

	 Notified by the OIT of all multiple computer malfunctions, system-wide malfunctions, and 
system-wide maintenance related to the FBR system. 

	 Responsible for coordinating the Department’s response with the OIT during periods of 
malfunctions, outages, and maintenance. 
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	 Or designee, will authorize and implement the FBR Contingency Plan after evaluating the 
outage/malfunction with the OIT. 
NOTE: An isolated outage/malfunction may not justify the use of the FBR Contingency 
Plan. The decision will be evaluated on a case-by-case basis. 

 Notifies commanders of multiple computer malfunctions, system-wide malfunctions, and 
system-wide maintenance and provides instructions (e.g., use of contingency forms, etc.). 

 Notifies affected members when the FBR Contingency Plan is no longer in effect and that 
the recovery process may begin. 

DEPARTMENT MEMBERS 

	 Use contingency report forms that are approved by the Department (e.g., Forms FBR – A, 
FBR – B, FBR – C, etc.) only when authorized to do so by the Technology & 
Communications Section (TCS) Commander, or designee. 

 Complete, at minimum, a Form FBR – A, Contingency Report, for each incident requiring an 
FBR report. 

 Complete all applicable contingency report continuation forms (e.g., Forms FBR – B, FBR – 
C, FBR – D, etc.). 

 Complete all applicable fields on the contingency reports to allow correct data entry into FBR 
once the system is restored. 

 Distribute copies of contingency report(s), via fax or other means, in accordance with this 
manual. 

 Submit all contingency report forms, regardless of if they have been completed, to their 
supervisor prior to the end of their tour of duty. 

 Submit a manual Incident Summary form to their supervisor prior to the end of their tour of 
duty for all reports requiring an Incident Summary. 

	 Refer to the specific sections of this manual for required report information when an Incident 
Template is not used due to system malfunction/outage. The required report information will 
be documented in the narrative of the Form FBR-A in lieu of completing the electronic 
template. 
EXCEPTION: Incident Supplements for Firearms Disposition will be submitted upon FBR 
restoration and do not require the completion of a Contingency Report. 

	 Retain original FBR contingency report forms as part of their investigative notes after the 
data has been entered into the FBR system. 
NOTE: Copies of Contingency Reports will not be forwarded to the Information & Records 
Management Unit unless otherwise instructed by the TCS Commander. 

SUPERVISORS 

	 Review and approve all contingency reports. 
NOTE: Refer to Section 1.2 of this article for reports requiring approval prior to the end of 
the officer’s tour of duty. 

	 Collect all contingency reports, regardless of if they are completed or approved, and Incident 
Summary forms and submit them to the shift commander prior to end of their tour of duty. 

SHIFT COMMANDERS 

	 Retain the contingency reports written by their shift/unit and store them in a safe location 
where they are accessible to other supervisors. 

	 Review and approve reports. 
NOTE: Refer to Section 1.2 of this article for reports requiring approval prior to the end of 
the officer’s tour of duty. 

	 Collect all Incident Summary forms and assign a member to complete the Incident Summary 
manual entry process. 
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PRECINCT/SECTION COMMANDERS 

	 Ensure that the FBR Contingency Plan is implemented correctly within their command. 

	 Maintain an adequate supply of FBR contingency forms within their command. 

	 Are responsible for ensuring that the recovery process is implemented correctly within their 
command, including that data from all contingency report forms is entered into FBR for all 
contingency reports generated by members of their command. 

MALFUNCTION RECOVERY 

	 Upon notification from the TCS Commander that the system has been restored, shift/unit 
commanders will ensure the reporting officer, or a designee, enters the information from the 
contingency reports into FBR as soon as possible, but no later than 72 hours from the time 
of notification. 

	 Members will enter the data from the contingency reports into FBR using the most 
appropriate options for all tabs and fields based on the information contained in the 
contingency forms. 

	 Members entering information into FBR who are different from the reporting officer will: 
1.	 Type the narrative verbatim in the Narrative tab. 
2.	 Type the following at the end of the narrative in the Narrative tab: 

a.	 Investigation completed by (name and identification number of the reporting 
officer) – e.g., “Investigation completed by Officer J. Doe #1234.” 

b.	 Report data entered by (name and identification number of the member inputting 
the data into FBR) – e.g., “Report data entered by Officer B. Jones #1001.” 

3. Forward the FBR contingency report forms to the reporting officer.
 
NOTE: The reporting officer, not the entering officer, is responsible for verifying the data 

entered into FBR from a contingency report form. Discrepancies will be corrected by the
 
reporting officer by way of an Incident Supplement.
 

REFERENCE 

	 Field Manual, Article 1 (Investigations). 

8-16.0 CITIZEN ON-LINE REPORTING SYSTEM 

GENERAL 

	 Citizen On-line Reporting is an alternative to dispatching an officer to the scene of an 
incident by permitting citizens to electronically file reports for specific crimes at their 
convenience. 

	 The Citizen On-line Reporting system will automatically generate a temporary tracking 
number to acknowledge that a report has been filed and is pending review and approval. 
NOTE: The temporary tracking number is not a central complaint (CC) number. 

CRITERIA FOR ONLINE REPORTING (ALL MUST BE MET) 

	 Offense/incident must neither be in progress nor have just occurred within the last 
30 minutes for any criminal incident. 

	 Suspect must be unknown. 

	 No solvability factors must exist (e.g., witnesses, physical evidence, graffiti, registration 
number of suspect’s vehicle, serialized property, any information which may assist in a 
suspect being identified). 

	 Property loss value must be under $15,000. 

	 Incident must not consist of bias-based crimes or incidents. 
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9-1-1 POLICE LIAISON 

	 Maintains a list of criteria to determine eligibility for calls to be diverted to the Citizen On-line 
Reporting system. 

TELEPHONE REPORTING TEAM (TRT) SUPERVISORS 

	 Responsible for the quality control of all reports submitted. 

	 Contact victim/complainant as needed for additional information/clarification. 

	 Contact the victim/complainant if a patrol unit needs to be dispatched because a submitted 
report does not meet the criteria for on-line reporting. 

	 Review Citizen On-line reports to ensure they are classified correctly and have received 
proper disposition codes. 

	 Assign Citizen On-line reports requiring follow-up investigation to the appropriate commands 
for completion. 

	 Forward completed Citizen On-line reports to the Information & Records Management Unit. 

INFORMATION & RECORDS MANAGEMENT UNIT 

	 Has the primary responsibility for the proper review, control, maintenance, and retrieval of 
police documents and information. 

	 Maintains a list of qualifying incidents for Citizen On-line reporting. 

8-16.1 CITIZEN ON-LINE REPORTING SYSTEM - PETTY THEFT SHOPLIFTING PROGRAM 

GENERAL 

	 The Citizen On-line Reporting - Petty Theft Shoplifting Program is an alternative to 
dispatching an officer to the scene of petty theft shopliftings meeting the established criteria, 
by permitting authorized retailers to electronically file the necessary police report. 

	 Retailers must be authorized by the Department to enter reports into the system and ensure 
their employees are familiar with the requirements of on-line reporting. 

	 Retailers discovering a theft (not shoplifting) where there is no suspect information or viable 
evidence for solvability or prosecution may log directly into the general Citizen On-line 
Reporting system to report petty theft incidents. 
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CRITERIA FOR PETTY THEFT SHOPLIFTING
 

CRITERIA QUALIFIERS DISQUALIFIERS 

Theft Amount 
Misdemeanor 
(Merchandise totaling 
under $1,000.00) 

Felony (Merchandise totaling 
$1,000.00 or more) 

Age of the Suspect Adult (≥ 18 years old) Juvenile (≤ 18 years old) 

Suspect’s Level of 
Cooperation 

Passive Resistant/Flight 

Merchandise Recovered Not Recovered 

Suspect’s Identification Maryland State Issued 
No Identification/Non-Maryland 
Identification 

Suspect’s Residency Maryland Resident Out of State Resident 

Organized Retail Theft No Yes 

Other Contemporaneous 
Crimes 

None 
Additional offenses (e.g., Assault, 
Destruction of Property, Narcotics, 
Weapons, etc.) 

Suspect’s History with the 
Retailer 

Identified by the retailer 
as a first offense 

Identified by the retailer as a 
repeat shoplifter 

Special Police Officer (SPO) 
Not an SPO 
apprehension 

SPO apprehension 

PROGRAM WORKFLOW 

 When a suspect is detained by a retailer for a qualified petty theft shoplifting incident, they 
will initiate a report using the on-line reporting system. 

	 The report will be screened at the Information & Records Management Unit Inquiry Desk. 

	 Reports screened and: 
1.	 Disqualified from the on-line reporting system will not generate a wanted check. 
2. Accepted in the on-line reporting system will generate a local wanted check only. 

 If a local check conducted at the time of screening: 
1.	 Is negative for the suspect, the shoplifting report will continue through on-line reporting 

procedures. 
2.	 Indicates a possible local warrant for the suspect, a call for service for a warrant service 

will be generated, a police response will ensue, and the shoplifting report will continue 
through on-line reporting procedures. 

	 The retailer will be notified as to whether the on-line report has been accepted and whether 
police will be responding. 

OFFICERS DISPATCHED TO A RETAILER 

	 Respond to and verify the identification of the suspect. 

	 Conduct a wanted person check and verify any outstanding warrants. 

	 Complete reports for shoplifting incidents which have been rejected by the Information & 
Records Management Unit Inquiry Desk, and those not eligible for the on-line reporting 
system. 

	 Complete the warrant service and investigate any other incident stemming from the call for 
service (e. g., suspect has contraband, search incident to arrest, etc.) when the petty theft 
shoplifting report is processed through the on-line reporting system. 

DESIGNATED PRECINCT OFFICERS 

	 Responsible for the training of loss prevention employees at participating retail stores in the 
use of the On-line Reporting system. 
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 Address and mitigate any concerns regarding the program. 

 Maintain a list of retailers utilizing the system in their precinct. 

PRECINCT COMMANDERS 

	 Designate officers within their command to train employees of participating retail stores. 

	 Familiarize themselves with the participating retailers in their precinct. 

	 May disqualify retailers who misuse the system or develop a trend of entering disqualifying 
criteria. 

INFORMATION & RECORDS MANAGEMENT UNIT INQUIRY DESK 

	 Monitors the Citizen On-line Reporting system for retailer-initiated shoplifting incidents and 
reviews the information submitted by the retailer to determine if the report is eligible for on-
line reporting. 

	 Rejects reports that do not have the required information or that do not meet the on-line 
reporting criteria. 

	 Conducts a check of the Baltimore County Local Warrants System using the suspect’s 
information only when on-line reporting criteria are met. 

	 Initiates a call for service to the 9-1-1 Communications Center for disqualified shoplifting 
incidents or if an arrest warrant potentially exists for the suspect. 

	 Notifies the retailer by telephone whether or not the on-line report has been accepted and 
whether a patrol unit will be responding. 
NOTE: The reason for a disqualifying incident or information regarding the existence or 
non-existence of a possible warrant will not be relayed to the retailer. 

8-17.0 FORM MPR-1, MISSING PERSON REPORT FORM 

USE 

	 To report adults and juveniles missing. 

8-17.1 FORM MPR-1 PREPARATION INSTRUCTIONS 

Block # (blocks not listed below are considered self-explanatory): 
Classification code Enter the appropriate code from the chart on the back of page one of the 

MPR-1. 
10	 Enter “Yes” or “No” to indicate if there are fingerprints on file through the National Crime 

Information Center (NCIC). 
11	 Enter “Yes” or “No” to indicate if there is a footprint impression available. 

NOTE: This refers to a newborn identification card issued by the hospital where the 
person was born. 

17	 Enter the appropriate caution code from the chart on the back of page one of the Form 
MPR-1, if applicable. 

19	 Enter the FBI number, if one has been previously assigned. 
27	 Enter “Yes” or “No” to indicate if the individual has been emancipated. 

NOTE: There are four ways a juvenile can be emancipated: 
1.	 Upon reaching the age of maturity (i.e., 18 in the State of Maryland). 
2.	 Marriage. 
3.	 Entering the military. 
4. Court ordered. 

28-32 Enter any vehicle information for an involved vehicle. 
NOTE: If no vehicle was involved, enter “N/A.” 

38 Enter location person was last seen (e.g., mall, school, work, etc.). 
39 Enter the appropriate location code from the chart on the back of page one of the MPR-1. 
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40	 Enter the county code for the appropriate Maryland county for the location the person 
was last seen (e.g., Baltimore County: 03, etc.). 
NOTE: If location is outside of Baltimore County, acquire the county code from the 9-1-1 
Communications Center. 

60	 Enter the code descriptor for the relationship between the complainant and the 
missing person (i.e., W-Witness, P-Parent, A-Associate/Friend, or R-Relative). 

69	 Enter the code descriptor for the relationship between the friend/associate and the 
missing person (i.e., W-Witness, P-Parent, A-Associate/Friend, or R-Relative). 

96	 Enter the narrative of the circumstances of the missing person. This block can also be 
used as a continuation for any other block. If additional space is needed, use a Form 323, 
Missing Person Continuation. 

109 Used by the Information & Records Management Unit to code the disposition of the case. 

REFERENCES 

 Field Manual, Article 1, Investigations. 

 Field Manual, Article 3, Juvenile Procedures. 
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VEHICLE OPERATION
 
Article 9 

9-1.0	 Department Vehicle Types and Uses [rev. 05/2011] 

9-1.1 Prisoner Transport Wagons [rev. prior to 1994] 

9-1.2 Motorcycles [rev. 09/2016] 

9-2.0	 Care and Service of Vehicles During Operation [rev. 05/2011] 

9-3.0	 General Vehicle Operation [rev. 05/2011] 

9-3.1 Departmental Vehicle Accidents [rev. 09/2016] 

9-3.2 Vehicle Stops [rev. prior to 1994] 

9-3.3 Transporting Flammable Liquids [rev. prior to 1994] 

9-3.4 Checkpoints and Roadblocks [rev. 09/2016] 

9-4.0	 Emergency Response [rev. prior to 1994] 

9-5.0	 Motor Vehicle Pursuits [rev. 01/2014] 

9-5.1 Motor Vehicle Pursuit Guideline Matrix/Risk Factors [rev. 01/2014] 

9-5.1.1 Motor Vehicle Pursuit Guideline Matrix [rev. prior to 1996] 

9-5.2 Motor Vehicle Pursuit Procedures [rev. 05/2011] 

9-5.3 Form 213, Motor Vehicle Pursuit Report [rev. 07/2013] 

9-5.3.1 Form 213 Preparation Instructions [rev. 01/2014] 
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VEHICLE OPERATION
 

9-1.0 DEPARTMENT VEHICLE TYPES AND USES 

DEFINITIONS 

	 Marked - fully equipped police vehicle with exterior markings and roof emergency lights. 

	 Unmarked - a fleet vehicle, similar to a patrol vehicle, without exterior decals and roof 
emergency lights. It may be equipped with a siren and emergency light(s). 

	 Non-descript - a vehicle used by the Department that does not look like a fleet or patrol 
vehicle. It may be equipped with a siren and emergency light(s). 

MARKED VEHICLES 

	 May only be operated by the following non-sworn personnel: 
1.	 Auxiliary Police. 
2.	 Police Cadets. 
3.	 Police Service Officers. 
4.	 Vehicle maintenance personnel (performance or road tests only). 
5.	 Forensic Services Personnel. 

UNMARKED VEHICLES 

	 Will not be used for routine precinct patrol duties, except as a last resort when no other 
vehicles are available. 

	 May be used by a supervisor, when necessary. 

	 May be used by precinct personnel for special assignments. 

NON-DESCRIPT VEHICLES 

 Will not be used for routine patrol duties.
 
 May be used by supervisors only when marked or unmarked vehicles are not available.
 
 May be used by any member for special assignments with commander’s approval.
 

9-1.1 PRISONER TRANSPORT WAGONS 

PRISONER TRANSPORT WAGONS 

	 Are used primarily to safely transport prisoners. 

	 When not engaged in prisoner-related transport activities, are used for patrol efforts in 
areas that offer the most opportunity for suppressing criminal activity. 

	 Will not be used as pursuit vehicles. 

9-1.2 MOTORCYCLES 

MOTORCYCLES 

	 Are assigned to the Operations Support Section who will ensure that all maintenance and 
equipment standards are met. 

	 All motorcycle details will be pre-approved by the Operations Support Section Commander 
or his/her designee. 

	 May be used for special events and operations to include, but not limited to, parades, 
funerals, motorcades, public events, etc. 

	 Will not be used for or involved in: 
1.	 Routine patrol (without permission of the Bureau Commander). 
2.	 Traffic enforcement (without permission of the Bureau Commander). 
3.	 Roadblock situations. 
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4.	 Off-road situations (without permission of the Bureau Commander). 
5. Motor vehicle pursuits. 

 Will not be operated when unfavorable road and/or climate conditions exist. 

MOTORCYCLE OPERATORS 

	 Must possess a valid Class M license. 

	 Upon selection, must successfully complete a Department authorized basic police 
motorcycle operator course. 

	 Must complete an annual re-certification course as outlined by the Department. 

	 Will operate motorcycles in accordance with Maryland Motor Vehicle Law and Department 
Rules and Regulations. 

	 Are responsible for the proper use and care of the motorcycle, along with all accessories, 
equipment, and tools assigned to the motorcycle. 

	 Must be uniformed and wear the prescribed safety equipment (e.g., helmet, boots, eye 
protection, etc.) when riding. 

9-2.0 CARE AND SERVICE OF VEHICLES DURING OPERATION 

DEPARTMENT MEMBERS 

	 Assigned to operate a vehicle, are responsible for the proper use, care, and cleanliness of 
the vehicle, along with all accessories, equipment, and tools assigned to the vehicle. 
NOTE: If vehicles are manned by two members, both members are responsible. 

	 Must report vehicle damage and defects immediately to a supervisor. 

	 Contact the Vehicle Operations & Maintenance (VOM) Shop, as soon as possible, for 
necessary repairs when any mechanical defect/damage occurs during vehicle operation. If 
the mechanical defect/damage is such that further operation of the vehicle would be unsafe, 
or may cause further damage, the vehicle will not be driven. The VOM Shop will be 
contacted for instructions. The VOM Shop can be contacted through the 9-1-1 Police 
Liaison to determine the severity of damage/defects. 
NOTE: When contacting the VOM Shop or 9-1-1 Police Liaison, a descriptive location of 
the vehicle and an explanation of the damage/defect will be provided. A request can be 
made to the 9-1-1 Police Liaison to have the tow truck operator switch to a specific police 
channel so that the requesting member can converse with them directly. 

	 When reporting body damage (e.g., bumpers, fenders, doors, etc.) which does not affect 
the efficient and safe operation of the vehicle, will keep the vehicle in service until called to 
the VOM Shop for repairs. 

	 Change defective tires upon discovery. The defective tires will then be taken to the VOM 
Shop for repair/replacement as soon as practical. 

	 Leave their assigned vehicle with at least one half tank of gasoline at the end of tour of 
duty. 

	 Will not leave the vehicle running while refueling. 

	 Will, when their police vehicle runs out of gas: 
1.	 Contact the VOM Shop to transport gasoline if there will be no unreasonable delay. 
2.	 Request that a police vehicle transport gasoline, if the VOM Shop is closed or for some 

other reason unable to transport gasoline. 

REFERENCE 

	 Administrative Manual, Article 8 (Department Property). 
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9-3.0 GENERAL VEHICLE OPERATION 

DEPARTMENT MEMBERS 

	 Will drive defensively at all times. 

	 Will not operate a vehicle in excess of a reasonable and prudent speed for existing 
conditions. 

	 Take all reasonable actions to avoid or prevent an accident. 

	 Ensure the use of furnished restraint systems by all in the vehicle. 

	 Will not permit other persons to ride in or upon a vehicle under their control, except in the 
performance of duty. 
EXCEPTION: Take-home vehicles. 

	 Obey all motor vehicle laws and while on patrol, operate at a slower speed but not in a 
manner that obstructs traffic. 
EXCEPTION: Pacing of traffic violators and surveillance of suspects/suspect vehicles. 

	 Properly park the vehicle, using the parking or emergency brake, and properly turning the 
front wheels inward when on an incline. 

	 Avoid parking vehicles in hazardous or restricted areas, when practicable. If this must 
occur, emergency lights or warning flashers must be used. 

	 Will not leave the engine of a vehicle running and/or the keys in the ignition while the 
vehicle is unattended. When it is necessary to leave a vehicle unattended, except in an 
emergency, all doors will be locked. 
EXCEPTION: K-9 vehicles. 

	 Yield the right-of-way, at all times, to Fire Department vehicles on emergency duty. 

	 Will not drive over any fire hose unless given permission to properly do so by a member of 
the Fire Department. 

	 Will not use a departmental vehicle to tow or push another vehicle, except in extreme 
emergency. 

	 Transporting a non-Department member of the opposite sex or a juvenile, will notify 
dispatch of the vehicle’s mileage at the beginning and end of the transport. 

	 Will not use vehicles for escorting private vehicles to medical facilities. 

	 Will respond to escort requests by offering to call an ambulance or transporting the person 
in need of medical assistance. 

	 Will inform accompanying parties not to follow emergency vehicles and that they must 
comply with traffic laws. 

9-3.1 DEPARTMENTAL VEHICLE ACCIDENTS 

GENERAL 

	 Members must comply with motor vehicle laws while operating police vehicles in both 
emergency and non-emergency conditions. 

	 Reports completed in reference to departmental vehicle accidents will not include the home 
addresses or telephone numbers of the involved members. 
NOTE: These reports will be completed using the address and telephone number of the 
involved member’s duty assignment. 

INVOLVED MEMBERS 

	 Immediately notify their supervisors of the accident, regardless of location or duty status. 

	 Ensure that photographs are taken. If the accident involved a fixed object resulting in slight 
damage, no Automated Crash Reporting System (ACRS) report is necessary. 

	 Will not move any vehicles involved in an accident resulting in injury or more than slight 
damage unless there is a safety risk or extreme disruption of traffic. 
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	 Contact the 9-1-1 Communications Center for dispatch of a traffic unit if the accident 
occurred in Baltimore County and resulted in injury or more than slight damage. The traffic 
unit will investigate, prepare an ACRS report, and take photographs. 

	 If the accident occurred outside Baltimore County and resulted in injury or more than slight 
damage, will: 
1.	 Contact the appropriate agency. 
2.	 Request that photographs be taken and a report completed. 
3.	 Request that copies of the photographs and report be forwarded to the appropriate 

investigating supervisor. 
4.	 Arrange for towing, if necessary. 

	 Complete a Form 46, Police Vehicle Accident/Damage Report (original and two copies), as 
soon as possible. If off duty complete the Form 46 upon returning to duty or no later than 
72 hours after the accident. Exceptions to the 72-hour rule must be approved by the 
member’s commander. 

	 Wishing to appeal a case that the Departmental Accident Review Committee (DARC) has 
ruled preventable may submit a Form 12L, Intra-Department Correspondence, within 30 
days of the date of the disposition letter. The Form 12L should indicate why the member 
feels the findings should be reversed. 
NOTE: Send the Form 12L to the Safety Officer through the chain-of-command. 

SUPERVISORS 

	 Respond to all departmental accidents involving an injury and/or substantial property 
damage. 

	 Review and sign the Form 46. 

	 Submit a Form 12L, Intra-Departmental Correspondence (original and two copies), to the 
precinct/section commander summarizing the contents of the Form 46 and providing 
additional comments. 

SHIFT/UNIT COMMANDERS 

	 Review, sign, and forward the Forms 46 and 12L submitted by the squad supervisor to the 
precinct/section commander. 

	 Conduct a thorough administrative investigation of all departmental accidents involving 
members of their command. 

DISTRIBUTION OF FORMS 46 AND 12L 

 Original - Safety Officer.
 
 First Copy - Bureau/Division Commander.
 
 Second Copy - Precinct/Section Commander.
 

INVESTIGATIONS 

	 Comply with departmental disciplinary procedures. 

	 Comply with the Law Enforcement Officers’ Bill of Rights (LEOBR). 

	 Determine if there are any violations of motor vehicle laws or Department policy and 
procedures. 

	 The Form 46 is forwarded through the member’s commander to the Safety Officer. 

SAFETY OFFICER 

	 Facilitates review of departmental accidents with the DARC. 

	 Notifies the member’s commander, in writing, of the preventability classification. 

	 Reviews member’s departmental driving history when the accident is classified as 
preventable. 
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	 Forwards the member’s departmental driving record to the member’s commander, Training 
Section Commander, and the Internal Affairs Section (IAS). 

	 Forwards the member’s departmental driving record to the Administrative & Technical 
Services Bureau (ATSB) Commander for preventable accidents as follows: 
1.	 A probationary officer’s third preventable accident. 
2.	 Any member’s fourth and subsequent preventable accident. 

	 Coordinates, with the Training Section, the member’s attendance at driver training 
programs. 

DEPARTMENTAL ACCIDENT REVIEW COMMITTEE (DARC) 

	 Consists of the Safety Officer, a certified driving instructor (selected by the ATSB 
Commander), and a certified accident reconstructionist (selected by the Operations Bureau 
Commander). 

	 Reviews all departmental accidents to determine preventability, using preventability criteria 
guidelines. 

COMMANDERS 

	 Review the DARC’s classification of preventability. 

	 Take no further action if the accident was classified as non-preventable. 

	 Take the following action when an accident was classified as preventable and it is the first 
or second preventable accident for a probationary officer or first, second, or third 
preventable accident for any member: 
1.	 Coordinate driver training with the Safety Officer and the Training Section. 
2.	 Contact the IAS Commander to determine if disciplinary action is warranted. If discipline is 

deemed appropriate, current procedures for the disciplinary process will be followed. 

NOTE: The member’s commanding officer can coordinate a meeting with the Training 
Section Commander, ATSB Commander, and the Legal Section Commander to review a 
member’s driving performance if special circumstances exist (e.g., seriousness of the 
accident, short time frame between accidents). 

	 Take the following action when an accident is classified as preventable and it is the third 
preventable accident for a probationary officer or a fourth and subsequent preventable 
accident for any member: 
1.	 Coordinate a meeting with the ATSB Commander, Training Section Commander, and 

the Legal Section Commander to review the member’s driving performance. 
2.	 Determine an action which could include driver training, physical examination, and/or 

other action. 
3.	 Contact the IAS Commander to discuss disciplinary action. 

TRAINING SECTION 

	 Coordinates driver training attendance with the Safety Officer. 

INTERNAL AFFAIRS SECTION 

	 Monitors actions taken regarding departmental accidents. 

REFERENCES 

	 Field Manual, Article 2 (Traffic Procedures). 
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9-3.2 VEHICLE STOPS 

VEHICLE STOP PROCESS 

	 Notify dispatch of the stop and appropriate information (e.g., make, tag, model, etc.) and 
reason (e.g., MVA, investigative, radar). 
NOTE: Department members driving non-descript vehicles in plain clothes should refrain 
from making a vehicle stop unless emergency or extenuating circumstances exist. If a 
vehicle stop is conducted, they will: 
1.	 Advise dispatch of the location, direction of travel, description of vehicle to be stopped, 

and reasons for the stop. 
2. Request the nearest available marked police vehicle to respond. 

 Activate emergency equipment. 

 Position patrol vehicle in a safe manner behind stopped vehicle. 

 Approach stopped vehicle cautiously. 
NOTE: On high-risk stops, wait for a back-up unit prior to taking action with the vehicle 
occupants. 

	 Communicate with vehicle occupants. 
NOTE: On high-risk stops, the patrol vehicle’s public address system should be used. 

	 Take appropriate enforcement action. 

	 Vehicle occupants should not be placed in the patrol vehicle unless arrested. 

	 Allow the stopped vehicle to pull away from the scene first, after the enforcement action has 
been completed. 

9-3.3 TRANSPORTING FLAMMABLE LIQUIDS 

DEPARTMENT MEMBERS 

	 Will not use police vehicles to transport any flammable liquid. 

	 In an emergency, when absolutely no other alternative exists, may transport gasoline in a 
police vehicle: 
1.	 Only in approved safety containers. 
2.	 In the trunk with the lid in the raised position. 
3.	 With the radio and automatic vehicle locator (AVL) turned off. In the event of an 

emergency, the gasoline will be removed from the trunk before making any radio 
transmissions. 

	 When assisting a civilian vehicle that runs out of gasoline, will: 
1.	 Attempt to resolve the problem without using a police vehicle to transport gasoline. 
2.	 Only use the police vehicle for gasoline transport if a delay or wait for road service 

would cause serious danger or discomfort to the civilians. 

9-3.4 CHECKPOINTS AND ROADBLOCKS 

DEFINITIONS 

	 Checkpoint - a temporary operation in which law enforcement or other authorized personnel 
slow and/or stop some or all traffic to inspect individual vehicles and/or interview drivers. 

	 Roadblock - a restriction, obstruction, or device used or intended for the purpose of 
preventing free passage of motor vehicles on a roadway in order to effect the apprehension 
of a suspect and/or protect the safety of the public and encompasses the following: 
1.	 Traffic Control Roadblock - used to control the ingress or egress of a road to protect 

the public from potential hazards (e.g., flooding, down power lines, fires, accidents, etc.). 

2.	 Forcible Stopping Roadblock - used as a last resort to stop a vehicle where the 
continued manner of operation is creating an imminent threat of serious bodily injury or 
death. 
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3.	 Tactical Vehicle Apprehension Techniques - the specific positioning of police vehicles 
used for the immediate apprehension of criminal suspects and/or fugitives. 

CHECKPOINTS 

	 May be used for sobriety, safety equipment compliance, or other education and 
enforcement activities to reduce violations of the law which have a significant adverse effect 
on the health or safety of the public. 

	 Will only be employed with prior authorization of the Operations Bureau Commander, or 
his/her designee and must follow the guidelines established by the Operations Bureau (e.g., 
Operations Order). 
EXCEPTION: May be authorized by a shift/unit commander during a critical incident for the 
protection and safety of the public (e.g., hostage/barricade, homicide, disaster, etc.). 

	 The purpose of the checkpoint must be consistent with the constitutional requirements 
under the Fourth Amendment and subsequent case law. 

	 May not be used to target only motorcycles for inspection and/or evaluation. 
EXCEPTION: Checkpoints established as part of a police search or investigation (e.g., in 
response to a “Be On the Look Out” (BOLO) for a motorcycle, etc.). 

ROADBLOCKS 

	 The standard use of Forcible Stopping Roadblocks is prohibited by this Department. 
EXCEPTION: Forcible Stopping Roadblocks will only be used as a last resort, under 
exigent circumstances, where the continued operation of the vehicle may cause a greater 
imminent threat of serious bodily injury or death. Supervisor approval should be acquired if 
circumstances permit. Justification for this exception rests solely with the member. 

	 Some specialized units within the Department may receive training in various tactical 
vehicle apprehension techniques. These units will only utilize techniques that conform to 
their Standard Operating Procedures (SOPs) and are approved by a supervisor prior to 
deployment. 

REPORTING 

	 In addition to required crime/incident reports, members will document all Forcible Stopping 
Roadblocks via a Form 12L, Intra-Department Correspondence, to their supervisor for 
review and comment. The shift/unit commander will critique the incident and forward the 
correspondence to the precinct/section commander. 

	 If unusual occurrence conditions are met, follow Department procedures for administrative 
investigations. 

	 Specialized units will follow their respective SOP, for report and review procedures. 

REFERENCE 

	 Administrative Manual, Article 3 (Administrative Investigations). 

9-4.0 EMERGENCY RESPONSE 

DEPARTMENT MEMBERS 

	 Only operate Department vehicles in an emergency response mode when both the siren 
and emergency lights are activated. 

	 Remain alert for response of other emergency vehicles. 

	 Must be aware of the laws of this State pertaining to emergency vehicles. 

	 Exercise due care and caution, and will not operate in excess of a speed reasonable and 
prudent for existing conditions. 
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EMERGENCY RESPONSE FACTORS 

	 Safety of citizens and risk of property damage. 

	 Severity of the call or incident. 

	 Degree of danger to another member or the public. 

	 Proximity to the scene. 

	 Proximity of other units. 

	 Locale, road, traffic, and weather conditions. 

	 Type of police vehicle being used. 

	 Existence of immediate obligations (e.g., it is more important to continue a prisoner 
transport than to respond to an unverified bank alarm.). 

SUPERVISORS 

 Monitor their personnel.
 
 Have the authority to upgrade or downgrade responses as necessary.
 
 Control the number of vehicles responding to incidents.
 

9-5.0 MOTOR VEHICLE PURSUITS 

DEFINITIONS 

	 Motor Vehicle Pursuit - is an active attempt by a law enforcement officer using an 
authorized emergency motor vehicle to stop a suspect motor vehicle whose driver is 
attempting to avoid apprehension or refusing to stop. 

	 Risk Factors - are separate incidents, conditions, or circumstances when added together 
may indicate the degree of danger/hazard to the public/police as a result of a pursuit. 

	 Risk Factor Assessment - is the process used to evaluate the degree of danger/hazard of a 
pursuit based upon the totality of the risk factors present. 

	 Silent Surveillance - is the following of a fleeing motor vehicle at the legal speed limit for the 
purpose of monitoring the direction of travel and relaying that information. 

	 Authorized Emergency Motor Vehicle - is any police vehicle equipped with both a siren and 
emergency light(s). 
EXCEPTION: Police motorcycles and prisoner transport wagons are not authorized 
emergency motor vehicles for the purpose of motor vehicle pursuits. 

	 Alternative Strategies - are the use of aircraft, radio communications, other jurisdiction(s), 
alternate routes, and silent surveillance. 

GENERAL 

	 The policy of this Department is to operate police vehicles primarily with regard for the 
safety of others by regulating the engagement and performance of motor vehicle pursuits. 

	 The identification/apprehension of a violator is a secondary concern. 

	 All pursuits will be conducted in accordance with the Annotated Code of Maryland, the 
Transportation Article, County law, and departmental procedures. 

	 Only sworn police officers operating authorized emergency motor vehicles may engage in a 
pursuit. 

9-5.1 MOTOR VEHICLE PURSUIT GUIDELINE MATRIX/RISK FACTORS 

GENERAL 

	 The decision to pursue a motor vehicle is a process of weighing risk factors of the pursuit 
against the primary responsibility of preserving life. 

	 Officers will balance the need for apprehension against the risk created in a motor vehicle 
pursuit. 
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	 The presence of a high risk factor does not automatically mean a pursuit is high risk (e.g., 
clear weather, dry roads, school zone, and excessive speed may still be a low or medium 
risk assessment if traffic is light and school is not in session). 

	 Combinations of risk factors may raise or lower the risk associated with a pursuit. 

	 The pursuit matrix below will be used as a guideline prior to engaging in a pursuit and to 
evaluate continuing a pursuit. 

LOW RISK FACTORS 

 Clear weather. 

 Dry roads. 

 Light traffic density. 

MEDIUM RISK FACTORS 

 Medium traffic density. 

 Reduced visibility/illumination. 

 Additional traffic violations. 

 Suspect identity known. 

HIGH RISK FACTORS 

 Other jurisdiction pursuit.
 
 Pursuit entering another jurisdiction.
 
 Residential/school/commercial areas.
 
 Traveling against the flow of traffic.
 
 Poor visibility/illumination.
 
 Reckless/wanton vehicle operation.
 
 Heavy traffic density.
 
 Curves in roadway.
 
 Hit and run accident by pursued vehicle.
 
 Pedestrian traffic.
 
 Frequent intersections.
 
 Narrow roadways.
 
 Excessive speed.
 
 Inclement weather.
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9-5.1.1 MOTOR VEHICLE PURSUIT GUIDELINE MATRIX
 

Seriousness of 
offense 

Risk Factors 

Low Medium High 

Any felony where an officer 
has knowledge that serious 
harm or death has been or 
will be inflicted if an 
apprehension is not made. 

May pursue May pursue May pursue but; 
discontinue when risks 
exceed the known 
threat to public safety 
by the perpetrator if 
capture is delayed. 

Any other incident where 
an officer has knowledge 
that serious harm or death 
may be or has been 
inflicted if an apprehension 
is not made. 

May pursue May pursue May pursue; 
discontinue if risks 
exceed seriousness of 
offense. 

All other criminal acts May pursue May pursue; 
discontinue if risks 
exceed seriousness 
of offense. 

DO NOT PURSUE/ 
DISCONTINUE 

All other traffic/civil 
violations 

May pursue; 
discontinue if risks 
exceed 
seriousness of 
offense. 

DO NOT PURSUE/ 
DISCONTINUE 

DO NOT PURSUE/ 
DISCONTINUE 

9-5.2 MOTOR VEHICLE PURSUIT PROCEDURES 

PRIMARY PURSUIT OFFICER 

 Uses the siren and emergency light(s) throughout the entire pursuit.
 
 Notifies a supervisor immediately.
 
 Advises the 9-1-1 Communications Center, as soon as possible, of the:
 

1.	 Unit number and description (if unmarked or non-descript). 
2.	 Initiation and reason for a pursuit (Officer will state “pursuit” or “10-80” on the radio). 
3.	 Location and direction of travel. 
4.	 Speed, traffic, and road conditions. 
5.	 License number and description of wanted vehicle. 
6. Number and description of vehicle occupants. 

 Continually updates location, speed, and violations committed by fleeing vehicle. 

 May discontinue a pursuit at any time. 

 Reduces active role in pursuing a motor vehicle when: 
1.	 Employing alternative strategies and/or, 
2.	 After entering another jurisdiction, another agency’s units assume pursuit of the fleeing 

motor vehicle and/or, 
3. Risk factors increase beyond the immediate need for apprehension. 

 Terminates a pursuit if: 
1.	 A supervisor is unavailable. 
2.	 Risk factors increase beyond the immediate need for apprehension. 
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3.	 Instructed to do so by a supervisor. 

BACKUP OFFICERS 

	 Assume a position to the rear of the primary pursuit officer’s vehicle. 

	 Ensure a supervisor is aware of the pursuit. 

	 Identify their unit to dispatcher. 

	 Become a monitor car/assume communications. 

	 Continually update dispatcher/supervisor of location, speed, and violations committed by 
the fleeing motor vehicle. 

	 Will discontinue a motor vehicle pursuit when the primary pursuit officer is instructed to do 
so by a supervisor. 

	 May be individually instructed by a supervisor to discontinue a motor vehicle pursuit. 

PURSUIT SUPERVISOR 

	 Will be the supervisor of the member who initiates a pursuit or a supervisor where the 
pursuit began. 

	 Does not relinquish command of the pursuit, except to a higher authority. 

	 Terminates any pursuit when risk factors increase beyond the immediate need for 
apprehension. 

	 Continuously monitors pursuit vehicles and communications for adherence to this policy. 

	 Ensures the shift commander is immediately notified of any pursuit. 

	 Employs alternative strategies, when appropriate. 

	 May authorize more than two emergency motor vehicles to be active in any pursuit. 

SHIFT/UNIT COMMANDER 

	 Will terminate any pursuit if risk factors increase beyond the immediate need for 
apprehension. 

	 Continuously monitors pursuit vehicles and communications for adherence to policy. 

PURSUIT RESTRICTIONS 

	 Only one backup vehicle will be authorized for direct participation in a pursuit. Additional 
units must be authorized by a supervisor. 

	 Officers will not engage/participate in motor vehicle pursuits when accompanied by 
modified duty personnel, professional staff, chaplains, ride-alongs, interns, or prisoners. 
EXCEPTION: Auxiliary police may occupy vehicles in a motor vehicle pursuit but are 
excluded from operating them. 

	 Vehicles with mechanical, radio, or other equipment malfunctions will not be used to 
engage in a motor vehicle pursuit. 

	 If the primary/secondary motor vehicle pursuit officer(s) are operating an unmarked police 
vehicle, they will notify the dispatcher of this fact and relinquish the pursuit to a marked unit 
at the first opportunity. 

	 Non-uniformed officers operating non-descript vehicles will not initiate or participate in a 
pursuit unless exigent circumstances exist. 
NOTE: Exigent circumstances must be explained in the narrative section of Form 213. 

9-5.3 FORM 213, MOTOR VEHICLE PURSUIT REPORT 

GENERAL 

 All pursuits will be recorded on a Form 213, Motor Vehicle Pursuit Report. 

 For the procedures regarding the administrative investigation of a motor vehicle pursuit, 
refer to the Administrative Manual, Article 3 (Administrative Investigations). 
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FORM 213 

	 Completed by any officer who initiates a motor vehicle pursuit or if the initiating officer is 
unable, by another officer involved in the pursuit. 

	 Completed by the first officer requested to assist in a motor vehicle pursuit initiated by 
another jurisdiction. 

	 Prepared in an original and one copy. Original will be sent to the Strategic Planning Team 
within 30 days and a copy retained at the precinct/section. 

	 Requires an individual central complaint (CC) number for each pursuit. Other incident CC 
numbers will not be used for any pursuit report. 

	 Continued on a Form 12L, Intra-Department Correspondence, if additional space is 
necessary. 
NOTE: The Form 12L must contain the CC number and all information to be added. 

	 Follow-up information will be documented on an Incident Supplement. 

9-5.3.1 FORM 213 PREPARATION INSTRUCTIONS 

Block # (Blocks not listed below are considered self explanatory). 
7	 TIME BEGAN: Time the pursuit began. 
8	 TIME ENDED: Time the pursuit ended. 
10	 REFERENCE ROAD: Closest cross street that intersects with block 9. 
11	 PRECINCT PURSUIT BEGAN IN: Abbreviation of the precinct in which the pursuit 

occurred. If the pursuit began outside of Baltimore County, indicate “OJ.” 
12	 HIGHEST SPEED OF POLICE VEHICLE: Highest estimated speed of the pursuit 

vehicle. 
13	 DISTANCE OF PURSUIT: In tenths, miles, or both. 
15	 REFERENCE ROAD: Closest cross street that intersects with block 14. 
16	 REPORTING AREA: List the area in which the pursuit began. 
17	 WEATHER: Check the primary weather condition that existed during the pursuit. 
18-22	 For these blocks, check the selection that describes the roadways traveled through and 

on, surface condition, traffic density, and illumination. 
24	 INCIDENT RELATED CC#: Case number for a related incident (If applicable). 
27.1 Check all that apply.
 
28 EVENTS TERMINATING THE PURSUIT: If any type of roadblock was used, check the
 

block marked “other” and reflect the type of roadblock in the narrative. 
29	 WAS THE PURSUED VEHICLE STOLEN: “Yes” or “No.” 
32	 ACCIDENT INFORMATION: Indicate in the chart the number of persons injured under 

the column of injury severity. 
34	 INITIATING OFFICER’S INFORMATION: For purposes of this report, do not include 

time as a police cadet in the “YEARS OF SERVICE” block. 
35-39	 Completed by the primary pursuit officer. 
40-42	 Completed by the primary pursuit officer. 
43	 OFFICER’S NARRATIVE: This section will include an explanation of the sequence of 

events surrounding the pursuit. 
44	 SUPERVISOR’S NARRATIVE: Will be completed by the supervisor in command of the 

pursuit and will never be left unanswered. It will include the supervisor’s status when the 
pursuit began, role in the incident, action taken, and supportive facts for the overall 
assessment. Using the Risk Factor assessment, the supervisor will circle the overall 
assessment (low, medium, or high) assigned to the pursuit. 

45	 REPORTING OFFICER: The officer completing the report. 
47	 SUPERVISOR’S SIGNATURE & ID: Required of the pursuit supervisor. 
48-49	 SHIFT COMMANDER’S SIGNATURE & CASE STATUS: Required of the shift 

commander. 
50-53 Leave Blank. 
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REFERENCE 

 Administrative Manual, Article 3 (Administrative Investigations). 
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USE OF FORCE/WEAPON SYSTEMS 
Article 12 

12-1.0	 Use of Force Incidents [rev. 05/2011]
 

12-1.1 Use of Force Continuum [rev. 05/2011]
 

12-1.2 Use of Deadly Force [rev. 05/2011]
 

12-2.0	 Handcuffing Procedures [rev. 08/1998]
 

12-3.0	 Use of Pepper Aerosol Restraint Spray (ARS) [rev. 05/2011]
 

12-4.0	 Use of Less Lethal Weapons [rev. 05/2011]
 

12-4.1 Conducted Electrical Weapon (CEW) [rev. 09/2016]
 

12-4.2 Beanbag Munitions Weapon (BMW) [rev. 05/2011]
 

12-4.3 Expandable Baton (EB) [rev. 05/2011]
 

12-5.0	 Firearms [rev. 05/2011]
 

12-5.1 Authorized Firearms [rev. 10/2014]
 

12-5.2 Service Firearms [rev. 09/2016]
 

12-5.3 Privately Owned, Department-Approved Firearms [rev. 05/2015]
 

12-5.3.1 Approval/Qualification Process For Off Duty Use [rev. 05/2015]
 

12-5.3.2 Approval/Qualification Process For On Duty Use [rev. 12/2015]
 

12-5.4 Specialized Firearms/Weapons [rev. 05/2011]
 

12-5.5 Shotguns [rev. 05/2011]
 

12-5.6 Patrol Rifles [rev. 05/2011]
 

12-6.0	 Holsters [rev. 12/2015]
 

12-7.0	 Firearms Discharges [rev. 05/2009]
 

12-7.1 Intentional Firearms Discharges [rev. 07/2013]
 

12-7.2 Unintentional Discharges (No Injury or Death) [rev. 01/2001]
 

12-7.3 Animal Cases [rev. 07/2013]
 

12-8.0	 Firearms Training and Qualifications [rev. 05/2011]
 

12-9.0	 Firearms Maintenance and Repair [rev. prior to 1994]
 

12-10.0 Armed Air Travel [rev. 05/2011]
 

12-11.0 Law Enforcement Officers Safety Act of 2004 [rev. 09/2016]
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USE OF FORCE / WEAPON SYSTEMS
 

12-1.0 USE OF FORCE INCIDENTS 

DEFINITIONS 

	 Active Resistance - physically evasive movements or behaviors to defeat an officer’s 
attempt at control, including bracing, tensing, pushing, or verbally signaling an intention to 
avoid or prevent being taken into or retained in custody. 

	 Deadly Force - the amount of force reasonably calculated to cause death or serious bodily 
injury. 

	 Immediate Danger - present peril or jeopardy, such that action must be taken either 
instantly or without any considerable loss of time. 

	 Imminent Death - immediate death, such as is apparent, present, and/or immediate and 
must be dealt with instantly. 

	 Instrument of Necessity - an item at hand or in close proximity that can be used 
immediately without delay (e.g. flashlight, clipboard, etc.). 

	 Reasonable Belief - both a belief and the existence of facts that would persuade a 
reasonable person to that belief. 

	 Serious Physical Injury - physical injury that creates a substantial risk of death or causes 
permanent or protracted serious disfigurement, loss of the function of any bodily member or 
organ, or the impairment of the function of any bodily member or organ. 

	 Substantial Force - use of force (excluding firearms discharges) which causes injury to an 
individual. 

	 Use of Force - any execution of a physical act to control a person, overcome resistance 
and/or defend oneself or another. The force may entail the use of body parts, issued 
departmental equipment or an instrument of necessity. 
EXCEPTION: Routine use of handcuffs or similar restraining devices used to ensure officer 
safety. 

GENERAL 

	 Officers are trained to use only that force necessary to accomplish their lawful duties. 

	 Officers must communicate to the subject their identity, purpose and intention, unless the 
circumstances are such that the subject already knows, or unless such communication 
cannot be reasonably made. 

	 Officers using force resulting in an injury will render first aid when safe to do so. 

OFFICERS 

	 Immediately notify the shift commander of the precinct in which the incident occurred. 

	 Initiate the Form 253, Use of Force Report, when either of the following circumstances 
exist: 
1.	 When force is used involving Department-issued equipment, personal equipment, or an 

instrument of necessity (excluding firearms discharges). 
2.	 If an individual in custody has visible or apparent injuries inflicted due to police action 

that indicate medical treatment may be necessary. This includes when treatment is 
refused. 

	 Submit appropriate incident and medical injury reports detailing the incident. 
NOTE: Medical injury reports must be completed even if medical treatment is refused. 

SHIFT/UNIT COMMANDERS 

	 If force results in death or whenever death is imminent, notify the: 
1.	 Homicide/Missing Persons Unit. 
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2.	 Forensic Services Section. 
3.	 Precinct commander and member’s commander. 
4.	 9-1-1 Police Liaison. 
5.	 Internal Affairs Section. 
6. Legal Section.
 
NOTE: During non-business hours have the 9-1-1 Police Liaison notify the above 

commands.
 

	 Prepare a written summary including statements made and recorded in the original police 
report by the: 
1.	 Officer using force. 
2.	 Witnesses and other officers. 
3. Victim, when applicable. 

 Ensure the Form 253 has been completed. 

 Forward the Use of Force package to the member’s commander to include the: 
1.	 Written summary. 
2.	 Completed Form 253. 
3.	 All photographs of the officer(s) and suspect(s) injuries and/or impact areas or 

reference numbers to obtain photographs from the Forensic Services Section. 
4.	 Form 273, Sick or Injured Person Medical Report. 
5.	 Prisoner Incarceration Log. 
6.	 Form 91, Daily Summary Report. 
7.	 Prisoner medical records and/or authorization for release of medical records from the 

prisoner. 
8.	 Completed police reports, including the Form 166, Arrest Report. 

MEMBER’S COMMANDER 

	 Reviews the written summary and police reports of the incident for accuracy and 
completeness. 

	 Forwards a copy of the Form 253 and required reports to the Internal Affairs Section (IAS). 

	 Determines if any violation(s) of Department policy or procedure has occurred and initiates 
a Form 258, Statement of Incident, if the use of force appears to be in violation of 
Department policy. 

	 If violations are present, consults with the IAS to determine what investigative action is 
warranted. 

	 Initiates an administrative investigation per Administrative Manual, Article 3, if Unusual 
Occurrence conditions are met. 

	 If no violation occurred, makes an assessment and endorsement of the incident and 
forwards the completed investigation to the division commander for review. 

	 If force results in a substantial injury, determines: 
1.	 If the member should continue at present duty status or be placed in a non-line 

function. 
2.	 When the member will return to regular duty, if the member is placed in a non-line 

function. 

 If substantial force results in death or serious physical injury: 
1.	 Places the member in a non-line function. 
2. Refers the member to the appropriate psychological services caregiver.
 
NOTE: The above actions will be documented in the appropriate report.
 
3.	 Forwards the finished report through the chain-of-command to the bureau commander. 
4.	 Returns the member to regular duty, when deemed appropriate, after the member 

obtains a release from the psychological services caregiver. 
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TRAINING SECTION 

	 Ensures that the mandates of this Department and the Maryland Police & Correctional 
Training Commissions (MPCTC) will be followed for the courses of instruction, and met by 
each member in order to use any Department-issued weapon. 

	 Maintains a record of members who are qualified with authorized Department weapons and 
establishes courses of instruction. 

INTERNAL AFFAIRS SECTION (IAS) 

 Maintains statistics on use of force incidents.
 
 Advises the Chief of Police of use of force statistics.
 
 Is authorized to initiate investigations concerning the use of force by Department members.
 
 Reviews all use of force incident reports.
 

REFERENCE 

 Administrative Manual, Article 2 (Discipline).
 
 Administrative Manual, Article 3 (Administrative Investigations and Reports).
 

12-1.1 USE OF FORCE CONTINUUM 

GENERAL 

 The Training Section will be responsible for training officers in the proper application of the 
Use of Force Continuum. 

 Officers must evaluate the immediate circumstances and select the appropriate level of 
force for each situation. 

	 Officers in close proximity are reminded that officer safety is paramount and officers are not 
required to confront an adversary without having an advantage. Officers need the ability to 
disengage, or escalate to a higher force option, to escape injury and/or maintain control. 

	 Officers are not required to start at the lowest level of the force continuum. The officer’s 
goal in any use of force situation is two-fold: 
1.	 Self-protection, the protection of other officers and the public. 
2.	 To control a person through arrest, seizure, custody, or detention. 

	 Certain factors and circumstances surrounding a confrontation (officer vs. subject) will 
impact the use of force decision. Specific factors and circumstances include, but are not 
limited to: 
1.	 Differences in age, gender, size, fitness, or skill level. 
2.	 The presence of multiple subjects. 
3.	 The proximity of a weapon. 
4.	 Disability or injury to the officer. 

VERBAL TACTICS 

	 Directives and/or commands that tell the subject what action is required for compliance. 
Verbalization should continue throughout the incident when reasonable. 

PHYSICAL TACTICS 

	 Comprises hands-on contact techniques which may be used for escort, guidance, restraint, 
compliance holds or strikes. 
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12-1.2 USE OF DEADLY FORCE 

GENERAL 

	 The use of deadly force is most commonly associated with firearms, but is not limited to 
such weapons. It may include other less lethal weapons, issued equipment, hands/feet, or 
any instrument of necessity such as a flashlight or any object at hand. 

SWORN MEMBERS 

	 Deadly force may be applied in immediate danger situations, where present peril or 
jeopardy exists and the officer has a reasonable belief that action must be taken instantly or 
without considerable delay. 

	 The determining factor in a deadly force decision is not the crime being committed, but the 
level of force being used, along with the immediate potential for death or serious bodily 
injury to the officer or innocent bystanders/victims. 

12-2.0 HANDCUFFING PROCEDURES 

GENERAL 

	 This section applies to investigative detention, arrest, emergency evaluation, and any other 
appropriate situation. 

	 Authorized restraining devices include: handcuffs, flex cuffs, leg irons, belly belts, and leg 
bars. 

OFFICERS 

	 Will use discretion regarding whether or not to handcuff and the manner of handcuffing 
(e.g., leg irons/flex cuffs, hands in front, etc.) based on the following: 
1.	 Individual’s age, sex, and physical condition. 
2.	 Nature of arrest/custody/detention and the affect on officer/individual security. 
3.	 Individual’s attitude and mental condition. 
4.	 Past criminal record and other contributing circumstances. 
5.	 Type of security at destination. 
6. If Pepper Aerosol Restraint Spray (ARS) is used. 

 Will, if practical, handcuff the individual in the following manner: 
1.	 Approach the individual from the rear side. 
2.	 Place the individual in a tactically inferior cuffing position. 
3.	 Cuff hands together behind the back. 
4.	 Double lock the handcuffs. 
5. Search the individual. 

 Who use ARS will monitor the individual’s physical condition for adverse effects. 

 Will monitor all restrained individuals to ensure respiratory function. 
NOTE: Chemical impairment, restraint position, and pre-existing health conditions 

contribute to breathing difficulties.
 

12-3.0 USE OF PEPPER AEROSOL RESTRAINT SPRAY (ARS) 

PEPPER AEROSOL RESTRAINT SPRAY (ARS) 

	 May be used in arrest situations when the: 
1.	 Subject has failed to comply with the officer’s instructions. 
2.	 Officer is about to use self-defense tactics against an active hostile resistance or after 

aggressive resistance to arrest is anticipated or occurring. 
NOTE: The subject should be warned of impending use, if practical. 

	 May be used at any time when confronting aggressive animals. 
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SWORN MEMBERS 

	 Using ARS will immediately notify their supervisors. 

	 Offer assistance to any innocent bystanders who may feel the effects of ARS. 

	 Initiate a Form 12L, Intra-Department Correspondence, explaining the circumstances when 
an accidental exposure to ARS occurs. 

	 Summon medical assistance immediately if an arrestee displays an unexpected reaction to 
ARS. 

	 In addition to the preceding requirements, if an individual exposed to ARS, whether 
intentional or not, requires medical treatment or dies: 
1.	 Alert his/her supervisor of the individual’s physical condition. 
2.	 Treat the ARS canister used in the incident as evidence and handle it according to 

procedures established in the Evidence Packaging Manual. 
3.	 Submit a Form 128, Disposition of Property, along with the canister. Indicate on the 

Form 128 that the canister must be held 42 months from the date of the incident. The 
canister may be disposed of at that time. 

	 Complete a Form 253, Use of Force Data Collection Sheet, and forward to their supervisor. 

REPLACEMENT (ARS) CANISTER 

	 May be obtained from the Materials & Facilities Management Unit or if closed, from the 
precinct commander, or designee. Officers requesting a replacement canister will: 
1.	 Submit a Form 121, Procurement and Maintenance Request Form, along with the 

canister requesting replacement. 
2.	 If the canister is being held as evidence, submit a copy of the Form 128, Disposition of 

Property/Evidence, in lieu of the canister. 

REFERENCES 

 Administrative Manual, Article 2 (Discipline). 

 Evidence Packaging Manual. 

 Field Manual, Article 5 (Prisoners). 

12-4.0 USE OF LESS LETHAL WEAPONS 

LESS LETHAL WEAPONS 

 Are not intended, nor reasonably likely to result in death or serious physical injury. 

 Include but are not limited to: 
1.	 Conducted Electrical Weapon (CEW). 
2.	 Beanbag Munitions Weapon (BMW). 
3.	 Expandable Baton (EB). 

	 Prior to the carry or use of any less lethal weapon the officer must successfully complete a 
course of training certification designated by the Training Section for each assigned 
weapon. 

	 Officers will follow Department policy, procedures and training requirements when 
deploying a less lethal weapon. 

12-4.1 CONDUCTED ELECTRICAL WEAPON (CEW) 

DEFINITION 

	 Conducted Electrical Weapon (CEW) - is a less lethal weapon system designed to use 
propelled wires or direct contact to conduct energy to affect the sensory and/or motor 
functions of the central nervous system. 
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GENERAL 

	 Members requesting a CEW will broadcast their unit number, location, and a brief 
description of the circumstances involved. 

	 Only sworn Department personnel who are currently certified in the use of the CEW are 
authorized to carry and deploy this weapon. 

SELECTION PROCESS 

	 The bureau commanders will determine the number of CEW trained officers assigned to 
each precinct/section. 

	 Officers requesting certification training will submit a Form12L, Intra-Department 
Correspondence, through the chain-of-command, to the precinct/section commander. 

	 Members selected are required to successfully complete a CEW training class conducted 
by the Firearms Training Team (FTT) and certified by the Maryland Police & Correctional 
Training Commissions (MPCTC). 

	 Annual training will be required to maintain certification and the authority to possess and/or 
carry the CEW. 

CERTIFIED OFFICERS 

	 Carry a CEW when one is available, and respond to CEW requests while on duty, unless 
otherwise directed by the shift/unit commander. 

	 Carry the CEW in the appropriate manner, when equipped. 

	 Perform all required checks prior to placing the unit in service, complete the CEW Log 
Book, and ensure the CEW is placed in the designated secure area when not in use. 

	 Ensure that a supervisor is aware of CEW requests and broadcast their estimated time of 
arrival (ETA) to the requesting unit. 

	 Ensure that each situation meets the deployment criteria and that supervisor approval is 
obtained prior to discharging the CEW, unless exigent circumstances exist. 

	 Immediately notify their supervisor of any discharge, including accidental discharges. 

	 Report accidental discharges, via a Form 12L, to the precinct/section commander for review 
and forward a copy to the FTT. 

	 Visually inspect the secured subject’s contact site, after discharging the CEW.  
NOTE: Probes penetrating the skin are considered impaled objects and will only be 
removed by qualified personnel at a medical facility. Probe wires may be cut at the base of 
the probes prior to transport. 

	 Request an Emergency Medical Services (EMS) unit for all CEW discharges, and advise 
them: 
1.	 Of the number of CEW discharges and the number of probe injuries. 
2.	 If unusual physical or psychological conditions have been observed or known to pre-

exist. 

 Complete a Form 253, Use of Force Report, and a Form 273, Sick or Injured Person 
Report, when the CEW is discharged. 

	 Document the serial numbers of both the weapon and cartridge(s) in the incident report, 
when the CEW is discharged. 

DEPLOYMENT CRITERIA AND RISK CONSIDERATIONS 

	 The CEW may only be used as a method of control against a subject (e.g., arrestee, person 
in crisis requiring an emergency evaluation, etc.) being taken into custody who poses an 
immediate threat to the safety of officers or others. 

	 Consideration must be given to a subject’s mental status when determining if the CEW is 
the most appropriate method of gaining control of the individual, given the elevated risks of 
CEW use on persons with mental illness. 

	 An immediate threat must be articulated for each individual CEW use on a subject. 
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	 Officers must continually assess risk factors as the situation evolves, and follow training 
procedures for the use of the CEW on subjects who are: 
1.	 Running. 
2.	 In a flammable/explosive environment. 
3.	 Known to be pregnant. 
4.	 Obviously frail or infirm. 
5.	 Handcuffed or flex cuffed. 
6.	 Children. 
7.	 Elderly. 
8.	 Physically handicapped. 

	 Members need to be aware of elevated risks of multiple CEW uses, and consider the use of 
available alternate methods of control, should an immediate threat continue to exist after 
three consecutive CEW uses. 

	 The CEW may be used to stop a threatening animal. 

CEW PROHIBITIONS 

	 Aiming at the subject’s head, neck, or groin area, unless exigent circumstances exist. 

	 Use in drive stun mode for pain compliance only, unless exigent circumstances exist. 

	 Discharging from a moving vehicle. 

	 Use on a subject that is behind the wheel of a vehicle or operating a vehicle. 

	 Use on a subject that is on an elevated surface or other location where a fall may cause 
substantial injury or death. 

	 Use on subjects wading in water, where the environment poses a potential drowning risk. 
NOTE: This does not prohibit the use of a CEW on subjects standing on wet surfaces (e.g., 
use in the rain, etc.). 

	 Use while off duty or during secondary employment. 

	 Use which is inconsistent with training procedures. 

	 Use on passive subjects who do not pose an immediate threat to the safety of officers or 
others. 

	 Use on subjects who are only a danger to themselves, where there is no immediate threat to 
officers or others. 

SUPERVISORS 

	 Ensure that only certified officers carry and deploy the Department-issued CEW. 

	 Respond immediately to all incidents of CEW deployment or anticipated discharge. 

	 Ensure an EMS response and transport of all subjects of any mode of CEW discharge to a 
medical facility where medical screening of the subject will be conducted and probes 
removed. 

	 Ensure that the Forensic Services Section (FSS) responds to take photographs of the 
incident scene, probe penetration marks, drive stun marks, and any secondary injuries. 
The FSS will collect expended cartridges with probes (handle as biohazard sharps), at least 
six Anti-Felon Identification Tabs (AFIDS), and other pertinent evidence. 

	 Ensure a Form 253 and a Form 273 are completed, when required. 

	 Forward the CEW to the FTT within 72 hours of discharge for a mandatory download and 
submit all correspondence to the member’s commander. 

SHIFT/UNIT COMMANDERS 

	 Respond to the scene and contact the Homicide/Missing Persons Unit to conduct an 
investigation whenever a CEW has been discharged and a fatality occurs. 

	 Comply with all policies and procedures directing administrative investigations as stated in 
the Administrative Manual, Article 3. 

	 Inspect the CEW Log Book weekly for proper entry, signature, and maintenance record. 
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PRECINCT/SECTION COMMANDERS 

	 Select officers to be certified according to precinct/section necessity and other pertinent 
information. 

	 May suspend or revoke a member’s CEW certification at any time. 

	 Review all CEW discharges to ensure compliance with the Department’s Use of Force 
Policy. 

	 Act as, or appoint a CEW coordinator for the precinct/section. 

CEW COORDINATORS 

	 Receive, inspect, and ensure the maintenance and replacement of CEW, Digital Power 
Magazine (DPM – 20% maximum), spare cartridges, and corresponding equipment. 

	 Maintain a list of assigned CEW certified officers, training records, and CEW 
correspondence. 

	 Inspect CEWs monthly for condition and maximum shelf life. Return any defective or 
damaged units and cartridges to the FTT for replacement. 

	 Ensure the FTT receives a copy of any correspondence documenting an accidental or 
negligent discharge. 

	 Maintain a CEW Log Book. 

CEW LOG BOOK 

	 Maintained at each precinct/section assigned a CEW. 

	 Is a record ledger which is divided, left to right, containing at a minimum, the following 
columns: 
1.	 Date. 
2.	 Time. 
3.	 Officer’s name and identification number. 
4.	 Make. 
5.	 Serial number. 
6.	 Spark test. 
7.	 DPM percent reading. 
8.	 Date returned. 
9.	 Time returned. 
10. Returning officer’s name and identification number. 

 Is to be retained for five years past the last entry date. 

FIREARMS TRAINING TEAM (FTT) 

	 Trains selected members in the use, care, and application of the CEW. 

	 Maintains training records of all certified CEW members. 

	 Receives and assigns CEW units and corresponding equipment. 

	 Responds to requests for computer download information on all CEW units. 

	 Maintains all records of CEW discharges and, when necessary, organize meetings with 
appropriate personnel to critique deployment incidents. 

	 Conducts periodic random data downloads to ensure accuracy of CEW digital output data. 

	 Sends a copy of the CEW download to the IAS. 

INTERNAL AFFAIRS SECTION (IAS) 

 Receives and reviews the submitted Forms 253, and Forms 273. 

 Receives and reviews the CEW download report from the FTT. 

 Conducts annual data analysis to establish CEW use of force critique data. 

MATERIALS & FACILITIES MANAGEMENT UNIT 

	 Maintains CEW inventory records. 
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12-4.2 BEANBAG MUNITIONS WEAPON (BMW) 

DEFINITION 

	 Beanbag Munitions Weapon (BMW) - consists of a 12-gauge shotgun that fires a specially 
designed round. The round contains a projectile consisting of a ballistic-fiber reinforced 
flexible sock (cloth) filled with #9 lead shot which delivers approximately 100psi of kinetic 
energy on impact without penetrating a soft target. 

GENERAL 

	 Only sworn Department personnel who are currently certified in the use of the BMW are 
authorized to carry and deploy this weapon. 

	 The BMW provides law enforcement personnel with an additional method of controlling 
subjects who may be dangerous or violent to themselves or others. 

	 Nothing contained within this policy is intended to imply or infer that the use of the BMW is 
meant to replace any weapon system already employed by the Department. 

	 The BMW is an additional tool to assist members in completing the overall mission of the 
Department. 

SELECTION CRITERIA AND PROCESS 

	 Officers requesting certification training will submit a Form 12L, Intra-Department 
Correspondence, through the chain-of-command, to the precinct/section commander. 

	 Officers requesting certification with the BMW must maintain qualification with the issued 
12- gauge shotgun. 

	 The precinct/section commander will assess an officer’s qualifications based on, but not 
limited to, the following: 
1.	 Previous special weapons experience other than issued firearm. 
2.	 Previous firearms qualification scores. 
3.	 Supervisor recommendations. 
4.	 Internal Affairs Section (IAS) history (including use of force). 
5.	 Previous training record. 
6.	 Demonstrated ability to exercise good judgment under stressful conditions. 
7.	 Ability to successfully perform strenuous physical activity. 
8.	 Shift/squad assignment. 

	 Officers selected to train with the BMW must successfully complete and maintain 
satisfactory scores for all established training requirements. 

PROCEDURES 

	 The BMW will be stored unloaded in the precinct armory with an empty chamber and the 
safety engaged in a case with 10 rounds of 12-gauge beanbag munitions. 

	 All BMWs, munitions and cases will be of distinctive color and clearly marked “Less Lethal 
Weapon”. The weapon will be strictly dedicated for less lethal use only and will be 
identified by a distinctive color-coded stock. 

	 Beanbag munitions will be inspected to ensure they are properly marked. This is to be 
certain that no round other than beanbag munitions will be used. 

CERTIFIED OFFICERS 

 Sign out the weapon and munitions at the beginning of their tour of duty. 

 Inspect the weapon to ensure that: 
1.	 The weapon is a designated “less lethal weapon.” 
2.	 All munitions are designated “less lethal.” 
3.	 The weapon is in good condition and properly maintained. 
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	 Deploying the BMW will consider: 
1.	 The level of force being confronted. 
2.	 The proximity/access of subject to officers or others. 
3. The departmental use-of-force continuum and safety priorities. 

 Must ensure that all personnel on the scene are aware that less lethal rounds are involved 
in the event; the standard warning to other personnel will be “BEANBAG!” 

	 Deploying the BMW must have a backup officer present who can provide lethal cover. 

DEPLOYMENT CRITERIA 

	 Shift/unit commanders may authorize the deployment of the BMW only after: 
1.	 Determining if the situation warrants the use of the BMW. 
2.	 Considering the safety of the officer, citizens involved and innocent bystanders. 

	 When exigent circumstances are present, qualified personnel may deploy the weapon; 
however, the squad supervisor and shift commander must be notified immediately if the 
weapon is discharged. 

	 The deployment of the BMW will be permitted for use when the officer intends to take a 
subject into custody and/or: 
1.	 The subject is armed with a potentially dangerous weapon. 
2.	 The subject, through words or actions, threatens to inflict serious bodily harm to 

him/herself or others. 
3.	 Discharging a beanbag projectile provides the best alternative under the circumstances 

to prevent personal injury to the subject, other persons, or law enforcement personnel. 
4. Deterring an attacking animal. 

 Prior to loading the weapon in a deployment situation, the officer will physically inspect 
each round before loading it into the weapon to ensure that it is a beanbag munitions shell. 

 When practical, the officer deploying the BMW will verbally direct/control the efforts to affect 
the subject’s surrender. 

	 When practical, targeted subjects should be warned of the impending use of the BMW. 

	 The following considerations should be taken to reduce the potential for causing death or 
serious physical injury: 
1.	 Avoid aiming the BMW directly at the head or neck of the intended target. 
2.	 When engaging a target, the officer should evaluate the effectiveness of each round 

that is fired. Compliance and/or incapacitation are the desired goal. Other force 
options should be considered when rounds are ineffective. 

INVESTIGATIONS 

	 All subjects who are struck by beanbag munitions will be immediately transported to a 
medical facility for routine examination, regardless of injury. This will be documented in the 
police report and a Form 273, Sick or Injured Person Medical Report. 

	 The Forensic Services Section (FSS) will photograph the area of the body struck by the 
round, even if there are no visible injuries, and collect any pertinent evidence. 

	 Each use of the BMW will be documented on a Form 253, Use of Force Report. 

	 The Homicide/Missing Persons Unit (HMPU) will conduct a criminal investigation to 
determine if a violation of the law has occurred when the weapon causes or contributes to 
life threatening injury, as determined by the HMPU. Absent life threatening injury or death, 
all investigations, discharge review, and policy determinations will be the responsibility of 
the discharging officer’s precinct/section commander. 
NOTE: When a subject’s injury requires more than routine medical treatment and HMPU 
will not conduct the investigation, the discharging officer’s shift/unit commander will initiate 
an Unusual Occurrence Investigation as outlined in the Administrative Manual, Article 3. 
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SQUAD/TEAM SUPERVISORS 

	 Will ensure that certified members secure the BMW (inside the approved case) in the trunk 
of the patrol vehicle. 

SHIFT/UNIT COMMANDERS 

	 Shift/unit commanders will: 
1.	 Advise the 9-1-1 Police Liaison. 
2.	 Notify the precinct/section commander immediately. 
3.	 Ensure the completion of the Form 253 and the collection of critical documents and 

statements from those involved in the occurrence. 
4.	 Secure the weapon, impact projectile and spent cartridge for collection by the FSS. 

PRECINCT/SECTION COMMANDERS 

 May suspend or revoke an officer’s BMW certification at any time. 

 Review all reports submitted by the shift/unit commander and: 
1.	 Determine, in accordance with Administrative Manual, Article 3, if an Unusual
 

Occurrence investigation is necessary.
 
2.	 Ensure that case investigation reports and final disposition recommendations are 

forwarded to the IAS Commander. 

INTERNAL AFFAIRS SECTION COMMANDER 

 Determines the need for further action.
 
 Maintains files of all reports and investigations involving discharges of BMWs.
 
 Submits an annual report to the Chief of Police summarizing the use of all BMWs.
 

FIREARMS TRAINING TEAM (FTT) 

 Trains selected members in the use, care, and application of the BMW.
 
 Maintains training records of all certified BMW members.
 
 Conducts annual cleaning and maintenance of the BMW weapons.
 

REFERENCE 

	 Administrative Manual, Article 3 (Administrative Investigations and Reports). 

12-4.3 EXPANDABLE BATON (EB) 

DEFINITION 

	 Expandable Baton (EB) - is a defensive, impact weapon consisting of steel telescoping 
shafts which lock into place upon full extension. 

GENERAL 

	 Only Department personnel who are currently certified in the use of the EB are authorized 
to carry and deploy this weapon. The EB provides law enforcement personnel with an 
additional method of controlling subjects who may be dangerous or violent to themselves or 
others. Nothing contained within this policy is intended to imply or infer that the use of the 
EB is meant to replace any weapon system already employed by the Department. The EB 
is an additional tool to assist members in completing the overall mission of the Department. 

OFFICERS 

	 Are required to attend and successfully complete an EB training class conducted by the 
Training Section. Testing will include both accumulated knowledge and skills proficiency. 
Any additional training required to maintain certification and the authority to possess and/or 
carry the EB will be determined by the Training Section. 
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	 Will not use the EB in any manner inconsistent with Department training. 

	 Complete a Form 253, Use of Force Report, and forward to their supervisor whenever the 
EB is used on a subject as an impact weapon. 

	 Are responsible for the cleaning and maintenance of the EB in accordance with the training 
recommendations. 

12-5.0 FIREARMS 

DEFINITIONS 

 Apply only to this article unless otherwise stated. 

 Firearms: 
1.	 Department-issued firearms. 
2. Privately owned, Department-approved firearms. 

 Firearms discharge: 
1.	 Intentional discharge. 
2.	 Accidental discharge. 
3.	 Discharge of a member’s firearm by another person. 

SWORN MEMBERS 

	 May only justify use of a firearm by the facts known at the time a decision to use the firearm 
is made. Facts unknown, no matter how compelling, cannot be considered later when 
determining if the use of a firearm was justified. 

	 Must communicate to a suspect their identity, purpose, and intention to fire, unless the 
circumstances are such that the suspect already knows or unless such communication 
cannot be reasonably made. 

	 May discharge a firearm in the performance of their police duties only in the following 
circumstances: 
1.	 Self defense from death or serious injury. 
2.	 In defense of another person from death or immediate danger of serious physical 

injury. 
3.	 When all other reasonable means have been exhausted to apprehend or prevent the 

escape of a person who is known or believed to have the potential to cause imminent 
death or serious injury. 

4.	 When an officer is on foot and a vehicle is being used against the officer, or another 
person, and the safety of innocent persons would not be jeopardized. 

5.	 To dispose of or humanely destroy an injured animal. 
6.	 During training/qualifications at the Department’s or any other approved range facility. 

	 Will not discharge a firearm in the performance of their duties in the following 
circumstances: 
1.	 From a moving vehicle. 

EXCEPTION: When the occupants of another moving vehicle are using or attempting 
to use deadly force against an officer and the safety of innocent persons would not be 
jeopardized (e.g., ricocheting bullets, out-of-control vehicle, etc.). 

2.	 To fire warning shots. 
3.	 To call for assistance, except in extreme emergency. Justification for this exception 

rests solely with the member involved. 

12-5.1 AUTHORIZED FIREARMS 

SWORN MEMBERS 

	 Ensure Department-issued firearms and privately owned, Department-approved firearms 
are kept in a secure place when not in use. Access must be limited to ensure safety. 
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	 Carry their issued firearm at all times while on duty, unless otherwise authorized by their 
commander or current procedures. 

	 Conceal their firearms from public view when not in uniform, except when present at crime 
scenes, assignments at law enforcement facilities where their official police identification is 
visible and they are readily identifiable as police officers, or when prior approval has been 
allowed by their commanders. 

	 May be armed when off duty with their: 
1. Department-issued firearm.
 
2. Privately owned, Department-approved firearm.
 
EXCEPTION: Officers who have not completed the Field Training Program unless they
 
were hired under the Lateral Entry Program or are performing a work-related function (e.g.,
 
traveling to/from work assignment, court, etc.).
 
3.	 Privately owned firearm if they are authorized to possess the weapon by a valid 

concealed weapons permit or legislation (i.e., Law Enforcement Officers Safety Act of 
2004). 

12-5.2 SERVICE FIREARMS 

SWORN MEMBERS 

	 Are issued firearms authorized by the Chief of Police. 

	 Are issued firearms by the Materials & Facilities Management Unit. 

	 Are issued semi-automatic pistols as directed by the bureau commanders, and documented 
in the Specifications for Issuance of Firearms. 
NOTE: The Administrative & Technical Services Bureau Commander will provide direction 
for the issuance of semi-automatic pistols to members whose chain-of-command does not 
include a bureau commander. 

	 Must be cognizant of the type of people they may be dealing with when at local institutions 
or hospitals, and, if the circumstances are appropriate, make every effort to secure the 
firearm to protect themselves and others. 

	 Are responsible for the condition of their issued firearms and will: 
1.	 Keep the firearm clean and ready for use at all times. 
2.	 Not modify any Department-issued firearm. 
3.	 Obtain repair, maintenance, and adjustments as necessary from a certified Firearms 

Training Team (FTT) armorer. 
EXCEPTION: Tactical Unit special weapons. 

4.	 Keep a round chambered when carried on duty.
 
NOTE: Topping-off the magazine by adding an additional round is prohibited.
 

SUPERVISORS 

	 Inspect service firearms weekly to ensure they are properly maintained. 

	 Ensure they and their subordinates are equipped with the proper firearms, as directed by 
their bureau commander. 

REFERENCE 

	 Specifications for Issuance of Service Firearms. 

12-5.3 PRIVATELY OWNED, DEPARTMENT-APPROVED FIREARMS 

GENERAL 

	 Sworn members may carry a privately owned, Department-approved firearm, only after 
qualifying on a Department-approved course of fire. The member must also meet all Maryland 
Police and Correctional Training Commissions (MPCTC) requirements before being allowed to 
carry the firearm. 
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	 Failure to maintain qualification on an annual basis or meet firearms requirements will result in 
cancellation of the member’s privilege to carry a privately owned, Department-approved 
firearm. 

	 Probationary officers not hired under the Lateral Entry Program must complete field training 
prior to obtaining approval to carry a privately owned, Department-approved firearm. 
NOTE: Officers may submit their request during field training, but will only be approved at the 
completion of field training. 

	 Firearms must meet all requirements in this section to be approved for use, unless the 
specific firearm was previously approved by the Firearms Training Team (FTT) for the 
member and the member has continuously maintained certification with that firearm. 

FIREARMS CRITERIA 

	 Must be listed on the Maryland Handgun Roster. 

	 Must be either a revolver or a semi–automatic pistol. 

	 Must be of a caliber authorized by the FTT. 

	 Must have an internal safety device that will block the firing pin from striking the cartridge 
unless the trigger is pulled. 

	 Double action/single action (DA/SA) firearms are acceptable, but the external decocking 
lever can only be designed to safely lower the hammer on a loaded cartridge, and not as a 
safety. 

	 Firearms equipped with a “striker” firing pin must operate in the double action mode only, 
where the pin is drawn back with each pull of the trigger prior to its release. 

NOTE: Members are encouraged to contact the FTT prior to the purchase of any firearm they 
intend to submit for Department approval to ensure that the firearm complies with all of the 
above criteria and any additional criteria required by the FTT. 

FIREARMS PROHIBITIONS 

	 Altering or otherwise modifying a Department-approved firearm without re-examination by the 
FTT. 

	 An external safety device (i.e., thumb lever) that requires motor skill movement other than 
“point and shoot.” 
NOTE: Trigger blocking devices, such as a grip safety, deactivated by proper grip alone, 
are acceptable. 

	 Trigger pull less than six pounds for the double action and, if applicable, less than four 
pounds for the single action. 
NOTE: Proof of trigger pull from the manufacturer will be provided if requested. 

NOTE: Members are encouraged to contact the FTT prior to the purchase of any firearm they 
intend to submit for Department approval to ensure that the firearm complies with all of the 
above prohibitions and any additional prohibitions imposed by the FTT. 

AMMUNITION CRITERIA 

	 Ammunition type and caliber will be determined and posted by the FTT with the approval of 
the Training Section Commander. 

SWORN MEMBERS 

	 Must be able to demonstrate field assembly, disassembly, and a function check of the firearm. 

	 Are permitted to carry a revolver off duty, only if they were departmentally trained with a 
revolver prior to conversion to a semi-automatic pistol. 

	 Are provided ammunition for qualification, only if the privately owned, Department-approved 
firearm is of the same caliber as the Department-issued service firearm. 

	 Keep privately owned, Department-approved firearms in excellent working condition and 
loaded with ammunition approved by the FTT. 
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	 May have a maximum of two privately owned, Department-approved firearms approved for 
off-duty use. 

	 Notify their commanders in writing when their privately owned, Department-approved firearm 
has been lost, stolen, sold, etc. 

	 Are responsible for all service, maintenance, knowledge, care, and safe and proper storage of 

the privately owned, Department-approved firearm. 

	 Working a plain clothes assignment or special detail may carry their privately owned, 
Department-approved firearm, in lieu of their issued firearm, when the member meets the 
qualifications outlined in this article and the member's division commander approves the 
request. 

FIREARMS TRAINING TEAM (FTT) 

	 Inspects the mechanical condition of privately owned, Department-approved firearms prior 
to qualification and ensure that the weapons conform to policy. 

	 Monitors qualifications for passing scores. 

	 Indicates approval and signs the Form 145, Weapons Request/Registration, if the member 
has qualified with the privately owned, Department-approved firearm described, or indicates 
disapproval and notifies the member’s commander in writing that the member did not qualify. 

	 Conducts re-qualification for a privately owned, Department-approved firearm when the 
member is regularly scheduled for Department issued firearms qualifications. 

	 Maintains a file of approved Forms 145 and ensures all requests are forwarded to the 
member’s commander. 

	 Has final authority for privately owned, Department-approved firearm approval. 

12-5.3.1 APPROVAL/QUALIFICATION PROCESS FOR OFF DUTY USE 

GENERAL 

	 A member’s commander may approve the request for an officer to carry a privately owned, 
Department-approved firearm while off duty. 

MEMBERS 

	 Desiring to carry a privately owned, Department-approved firearm off duty must: 
1.	 Qualify with the weapon during their scheduled semi-annual qualification, or at a time 

designated by the Firearms Training Team (FTT). 
2.	 Complete a Form 145, Weapons Request/Registration, to accompany the firearm to the 

FTT. 
3.	 Report to the Department Range with the firearm, a holster with at least one retention 

feature, two magazines, approved ammunition (if required), and documented 
specifications (i.e., manual) for the firearm. Speedloaders are recommended for 
revolvers. 

4. Obtain passing scores in MPCTC day and reduced light firearm qualification courses. 

 Failing to qualify with a privately owned, Department-approved firearm may not carry the 
firearm until qualification mandates are met and their commander approves the Form 145. 

 Having successfully qualified with a privately owned firearm for off duty use, but whose 
commander has denied their request, may appeal their commander’s decision to their 
division commander.
 
NOTE: Members whose chain-of-command does not include a division commander will
 
appeal their commanders’ decisions to their bureau commander.
 

COMMANDERS 

	 Distribute approved and disapproved Forms 145 as follows: 
1.	 Original - to the Administrative & Technical Services Bureau. 
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2.	 Copy - to the member’s command file. 
3.	 Copy - to the FTT. 
4.	 Copy - to the member. 

DIVISION COMMANDERS 

	 Review appeals from subordinates who have qualified with a privately owned firearm for off 
duty use, but whose commanders have denied their requests. 

12-5.3.2 APPROVAL/QUALIFICATION PROCESS FOR ON DUTY USE 

GENERAL 

	 A member’s division commander may approve the request for an officer to carry a privately 
owned, Department-approved firearm in lieu of the service firearm while on duty. 
NOTE: Members whose chain-of-command does not include a division commander will 
submit their requests to their bureau commander for approval. 

	 Requests to carry a privately owned, Department-approved firearm in lieu of a member’s 
issued firearm will be submitted using a Form 12L, Intra-Department Correspondence. 

	 A member’s authorization to use a privately owned, Department-approved firearm on duty is 
assignment specific. Members transferred to a new assignment must be approved by their 
division commander to continue their use of the firearm on duty. 

	 Firearms approved for on duty use will be the same caliber as the Department’s issued 
weapon. 

 Revolvers will not be approved for on duty use. 

MEMBERS 

	 Desiring to carry a privately owned, Department-approved firearm on duty will: 
1.	 Submit to their commander a Form 12L, requesting permission to carry their privately 

owned, Department-approved firearm, in lieu of their issued firearm. 
NOTE: Submitted Forms 12L must include an explanation identifying an operational 
necessity supporting the member’s request. 

2.	 Contact a member of the Firearms Training Team (FTT) to schedule a date and time to 
qualify, only after their request is approved. 

3.	 Complete a revised Form 145, Weapons Request/Registration, to accompany the 
firearm to the FTT and attach a copy of the Form 12L approved by their division 
commander. 

4.	 Report to the Department Range with the firearm, a holster with at least one retention 
feature, two magazines, and documented specifications (i.e., manual) for the firearm. 

5.	 Obtain passing scores in Maryland Police and Correctional Training Commissions 
(MPCTC) day and reduced light firearm qualification courses. 
NOTE: Members approved to carry privately owned, Department-approved firearms on 
duty are required by the MPCTC to fire additional rounds of ammunition for qualification. 

	 Failing to qualify with a privately owned, Department-approved firearm, may not carry the 
firearm until qualification mandates are met and their commander approves the Form 145. 

COMMANDERS 

	 Approve submitted Forms 12L only when the request is supported by an operational 
necessity. 

	 Submit approved Forms 12L to their division commander for final approval. 

	 Forward a copy of all Forms 12L approved by the division commander to the FTT. 

	 Provide members with a copy of their approved Form 12L. 

	 Ensure a copy of the Form 12L approved by the division commander is attached to each 
copy of the Form 145. 
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 Distribute approved and disapproved Forms 145 as follows: 
1.	 Original - to the Administrative & Technical Services Bureau. 
2.	 Copy - to the member’s command file. 
3.	 Copy - to the FTT. 
4.	 Copy - to the member. 

12-5.4 SPECIALIZED FIREARMS/WEAPONS 

GENERAL 

	 Specialized firearms/weapons are not standard issued firearms or weapons and require 
specific selection, training, and certification standards. 

	 Units requiring the use of a firearm or weapon other than standard issue will submit 
documentation through the unit commander detailing the reasons, to include: 
1.	 Description of the firearm/weapon requested. 
2.	 Approval of the firearm by the Maryland Handgun Review Board and Firearms Training 

Team (FTT) personnel. 

	 Each command level within the requesting bureau will review and comment on the request. 

	 The bureau commander, after reviewing all documentation, will approve or deny the 
request. 

	 If the request is approved, the requesting unit commander will ensure that all weapons 
training and qualification mandates are met prior to the weapons being issued or 
exchanged. 

	 The FTT will be responsible for the training, maintenance, and certification records of 
specialized weapons issued to all members not assigned to the Tactical Unit. 

	 The Tactical Unit is responsible for the training, maintenance, and certification records of all 
specialized weapons assigned to the Unit. A written Standard Operating Procedure (SOP) 
will be maintained for each type of specialized weapon placed in-service by the Tactical 
Unit and approved through the proper channels. 

12-5.5 SHOTGUNS 

GENERAL 

	 Shotguns are issued to most marked patrol units and selected support units and will be 
inspected: 
1.	 And cleaned on a weekly basis. 
2.	 Annually by a Firearms Training Team certified armorer to ensure the firearms are 

functioning properly. 

	 The shotgun will be an optional weapon for all sworn members of the Department. 
Members with recruit status will be trained to use the shotgun during initial firearms training. 
Upon graduation from the Training Academy, the qualification will become optional. 

	 This policy will not release non-certified officers from the responsibility of safety. All officers 
will be given safety briefings at In-Service Training, providing instruction on how to safely 
unload, handle and clean a shotgun. 

	 Only shotgun-certified officers will deploy the shotgun. However, all officers will inspect the 
shotgun for safety and security during their daily vehicle inspection to ensure it is properly 
secured in the electronic rack with the safety on. 

	 The shotgun will be deployed for situations in accordance with the Department’s firearms 
policy as outlined in this article. 

CERTIFIED OFFICERS 

	 Will qualify on a Maryland Police & Correctional Training Commissions (MPCTC) approved 
course of fire with the shotgun during the calendar year. 
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	 If the weapon is deployed during the shift, will remove the live round from the chamber and 
load it back in the magazine tube. After ensuring the safety is on, secure the shotgun back 
into the electronic rack. 

	 At the end of the tour of duty, will ensure the shotgun is secured in the patrol vehicle. 

	 Conduct daily inspections on the condition of the shotgun ammunition. 

SHIFT/UNIT COMMANDERS 

 Maintain a list of shotgun-certified officers assigned to their shift/unit.
 
 Ensure that shotguns are cleaned on a weekly basis.
 
 Monitor the deployment of the shotgun by officers assigned to their shift/unit.
 

PRECINCT/SECTION COMMANDERS 

	 Maintain a current list of shotgun certified officers in their command, obtained from the 
Training Section. 

	 Maintain a record of all shotguns and ammunition issued to his/her command and ensure 
the weapons and ammunition are properly stored, inspected and maintained. 

	 Establish a proper storage area and protocol for weapon accessibility. 

FIREARMS TRAINING TEAM (FTT) 

	 Provides all training required for entry-level users of the shotgun and In-Service 
qualifications for established users. 

	 Maintains all training records of qualified shotgun users and provides qualification 
information to the MPCTC. 

	 Repairs, as necessary, all Department owned shotguns and conducts maintenance on an 
annual basis. 

	 Provides safety briefings during yearly In-Service Training to instruct all officers in the 
proper methods of unloading and safe handling of the shotgun along with instructions for 
cleaning the shotgun. 

	 Suspends the certification of an officer who fails to maintain minimum qualification scores 
and notifies the officer’s commander by telephone followed by written notification. This 
suspension will be in effect until minimum scores have been achieved. 

12-5.6 PATROL RIFLES 

GENERAL 

	 The Department will permit the deployment of a patrol rifle by a certified member to assist 
patrol officers responding to an incident or situation where the weapon can be utilized in a 
support position against a suspect(s) who is believed to be a potential threat to officers and 
the public. Only certified patrol officers will deploy the weapon and will do so consistent 
with the Department’s Use of Force policy. 

	 Nothing contained within this policy is intended to imply or otherwise infer that use of the 
patrol rifle is meant to replace or reduce the deployment of the Tactical Unit into high-risk 
situations. The patrol rifle is for limited use as defined in this policy, and only until such time 
as the Tactical Unit assumes responsibility for the situation. 

SELECTION CRITERIA AND PROCESS 

	 The Operations Bureau Commander will determine the number of patrol rifles and certified 
officers assigned to each precinct/section. 

	 Officers requesting certification training will submit a Form 12L, Intra-Department 
Correspondence, through the chain-of-command to the precinct/section commander. 
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	 The precinct/section commander will assess an officer’s qualifications based on, but not 
limited to: 
1.	 Previous special weapons experience other than issued firearm. 
2.	 Previous firearms qualification scores. 
3.	 Supervisor recommendations. 
4.	 Internal Affairs Section (IAS) history. 
5.	 Previous training record and performance ratings. 
6.	 Demonstrated ability to exercise good judgment under stressful conditions. 
7.	 Ability to successfully perform strenuous physical activity. 
8. Shift/squad assignment and staffing needs. 

 Commanding officers will recommend selected patrol officers to the Firearms Training 
Team (FTT) for certified training. 

	 Officers selected to train with the patrol rifle must successfully complete and maintain 
satisfactory scores for all established training requirements and successfully qualify bi-
annually with the patrol rifle. 

	 The FTT will issue/assign the patrol rifles to certified patrol officers for deployment as per 
this policy. 

DEPLOYMENT CRITERIA 

	 Deployment will be at the discretion and approval of the shift/unit commander or higher 
ranking member and will be deployed only by an officer certified for its use. Shift/unit 
commanders may deploy the patrol rifle for an unplanned, spontaneous field incident, 
and/or when circumstances exist where they determine the deployment of the patrol rifle 
would allow for a tactically superior advantage. Considerations for deployment include but 
are not limited to potential threats of suspects who are: 
1.	 Believed to be wearing protective body armor. 
2.	 Armed with, or have immediate access to a weapon.
 
3. Situated in a tactically superior position.
 
EXCEPTION: When a certified patrol officer encounters an immediate life-threatening
 
situation that meets the deployment criteria and exigent circumstances exist, he/she may
 
deploy the patrol rifle without prior approval.
 

	 Once the threat is resolved or the Tactical Unit has arrived and assumed responsibility for 
an incident, the patrol rifle will be unloaded and secured in the patrol vehicle trunk. 

 When requesting a patrol rifle, an officer will broadcast his or her unit number, location, and 
the fact that a patrol rifle is needed. 

 If circumstances change and the patrol rifle is no longer needed, the requesting officer will 
notify the responding shift/unit commander and certified patrol officer. 

CERTIFIED OFFICERS 

	 Only certified patrol officers are authorized to deploy a patrol rifle in the field. Patrol officers 
who are equipped with the patrol rifle will: 
1.	 Upon beginning their tour of duty, notify communications that they are available and 

patrol rifle equipped. 
2.	 Properly secure the unloaded patrol rifle, three magazines, and 90 rounds of
 

ammunition in the trunk of their police vehicle until approval is obtained for its 

deployment.
 

3.	 Respond to requests for a patrol rifle as needed. 
4.	 Ensure that each situation meets the deployment criteria and that approval is obtained 

prior to deploying the patrol rifle at an incident, unless exigent circumstances exist. 
5.	 Verbally report the deployment circumstances to the shift commander as soon as 

possible. The details of the incident justifying deployment will thereafter be submitted 
via a Form 12L through the chain-of-command prior to the end of the member’s tour of 
duty. 
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6.	 Clean, maintain, and properly secure the patrol rifle in the assigned precinct 
armory/vault when not in use. 

 Who are promoted to the rank of Corporal may elect to maintain their issued patrol rifle at 
the discretion of their assigned precinct commander. 

	 Who are de-certified or ordered to relinquish their patrol rifle, will turn their assigned 
equipment into the Materials & Facilities Management Unit. 

SHIFT/UNIT COMMANDERS 

	 Respond to all patrol rifle requests. 

	 Determine if deployment of the patrol rifle is appropriate. 
NOTE: Generally, the shift/unit commander’s decision to deploy the patrol rifle will be 
made at the scene. However, in exigent circumstances, authorization may be given via 
telephone or police radio prior to arrival. 

	 Make the necessary notifications and documentation if the patrol rifle is discharged. 

	 Ensure that appropriate documentation is completed. 

	 Ensure the patrol rifle is inspected by the FTT anytime it is discharged. 

PRECINCT/SECTION COMMANDERS 

	 May suspend or revoke an officer’s patrol rifle certification at any time. 

	 Monitor certified patrol officer shift assignments within his/her command to ensure adequate 
patrol rifle certified officer coverage. 

	 Maintain a current list of officers within his/her command who are certified to deploy the 
patrol rifle (obtained from the Training Section). 

	 Maintain a record of all patrol rifles issued to his/her command and ensure that the 
weapons are properly stored and maintained. 

	 Establish a proper storage area and weapon/accessories protocol for maintenance, 
accounting and accessibility. 

	 Of certified members transferring to other patrol assignments will confirm and advise the 
new commanding officer, via a Form 12L, that the member is currently certified, approved 
and authorized to use the weapon. 

	 Critique all situations involving the deployment of the patrol rifle for appropriateness. 

	 Ensure a copy of the Form 12L documenting the deployment is sent to the Firearms 
Training Team (FTT). 

9-1-1 COMMUNICATIONS CENTER 

 Broadcasts the need for a patrol rifle and the location of the request. 

 Assigns the patrol rifle equipped unit to the call as backup. 

 Notifies and assigns the shift commander to respond. 

12-6.0 HOLSTERS 

MEMBERS 

	 Use a holster issued by the Department while on duty. 

	 Working a plain clothes assignment, or special detail, may use a privately owned, 
Department-approved holster if the: 
1.	 Holster has been approved by the Firearms Training Team (FTT) for on-duty use. 

NOTE: The FTT will only approve a holster for on-duty use if it employs the same 
retention system as the member’s Department-issued holster. 

2.	 Member’s commander has authorized use of the holster. 
	 Are encouraged to contact the FTT prior to the purchase of any holster they intend to submit 

for Department approval to ensure the item meets the current FTT standards. 
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	 Submit a Form 145A, Request to Carry Non-Departmental Equipment, to their commander 
to request permission to use a non-departmentally issued holster on duty. 

	 Submit a Form 12L, Intra-Department Correspondence, with the Form 145A if they are 
requesting permission to use a non-FTT approved holster on duty. 
NOTE: Submitted Forms 12L must include an explanation identifying an operational 
necessity supporting the member’s request. 

	 Authorization to use a non-FTT approved holster on duty is assignment specific. Members 
transferred to a new assignment must be approved by their division commander to continue 
use of the holster on duty. 

COMMANDERS 

	 Review Forms 145A submitted by members. 

	 Contact the FTT to determine if the Team has approved the holster for on duty use. 

	 May approve the use of a holster that is approved by the FTT for on-duty use. 

	 Review Forms 12L to ensure the members’ requests are supported by an operational 
necessity. 

	 Submit approved Forms 12L to the division commander for final approval. 

	 Approve the Form 145A for a non-FTT approved holster, upon receipt of a Form 12L 
approved by the division commander. 
NOTE: A copy of the approved Form 12L will be attached to the original and each copy of 
the Form 145A prior to distribution. 

	 Distribute approved Forms 145A as follows: 
1.	 Original - to the Administrative & Technical Services Bureau. 
2.	 Copy - to the member’s command file. 
3.	 Copy - to the requesting member. 

DIVISION COMMANDERS 

	 May authorize the on duty use of a holster that is not approved by the FTT. 
NOTE: Requests submitted by members whose chain-of-command does not include a 
division commander will be reviewed by their bureau commander. 

	 Review Forms 12L to ensure the members’ requests are supported by an operational 
necessity. 

	 Indicate approval or disapproval on the Forms 12L, and return to the submitting commander. 

12-7.0 FIREARMS DISCHARGES 

GENERAL 

	 All firearms discharges by a Department member must be reported, investigated, and 
reviewed. 
EXCEPTION: Lawful hunting, target practice, and authorized training sessions. 

	 For administrative investigation procedures and responsibilities refer to Administrative 
Manual, Article 3. 

	 When a discharge occurs in another jurisdiction: 
1.	 The local law enforcement agency is responsible for the criminal investigation. 
2.	 The Internal Affairs Section (IAS) is responsible for the administrative investigation. 

EXCEPTION: 
a.	 When the firearm is discharged by another person, or 
b.	 The discharge is unintentional and no injury or death results, or 
c.	 The discharge involves the destruction of or an attempt to destroy an animal. 
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MEMBERS DISCHARGING FIREARMS 

	 Will immediately notify the shift commander of the precinct wherein the discharge occurred. 
NOTE: If within another jurisdiction, the member will immediately notify the local law 
enforcement agency and the Baltimore County 9-1-1 Communications Center, for 
notification of the member’s commander via the 9-1-1 Police Liaison. 

	 Are subject to the laws of the jurisdiction wherein the discharge occurred. 

	 Will brief the shift commander or on-scene supervisor of the circumstances surrounding the 
discharge, including the location and/or description of suspects, evidence, and witnesses. 

	 Complete an original and two copies of a Form 229, Officer’s Firearms Use Report or 229A, 
Officer’s Firearms Use Report for Humanely Destroyed Animals unless the discharge 
involved injury or death to a person. 

SHIFT/UNIT COMMANDERS 

	 Follow the instructions, format and reporting procedures for an administrative investigation 
as stated in the Administrative Manual, Article 3, for the following firearms discharge 
incidents: 
1.	 Unintentional discharges by a member when no injury or death results. 
2.	 Unintentional discharges of a member’s issued firearm by another person. 
3.	 Any other firearms discharge by a member and not investigated by the 

Homicide/Missing Persons Unit (HMPU) or IAS. 

 Notify or ensure that the 9-1-1 Communications Center is notified of all firearm discharges 
involving a Department member. 

 Complete the Form UO1, Shift/Unit Commander’s Unusual Occurrence Preliminary Report, 
and forward to the precinct/section commander. 

	 In cases involving injury or death, will ensure that the involved member’s immediate 
supervisor is assigned to complete the Form 229, containing all preliminary information, 
before the end of his/her tour of duty. 

	 Determine if the incident was in- or out-of-policy and forward a copy of the documents from 
the completed investigation to the precinct/section commander as outlined in the 
Administrative Manual, Article 3. 

12-7.1 INTENTIONAL FIREARMS DISCHARGES 

MEMBERS DISCHARGING FIREARMS 

	 Submit the firearm to a Forensic Services Section (FSS) technician or supervisor at the 
scene before returning to the precinct. 

	 Will not write any statements or complete any administrative forms until after being 
interviewed by the Homicide/Missing Persons Unit (HMPU) detectives conducting the 
investigation. 

SHIFT/UNIT COMMANDERS 

	 Respond to and ensure that the scene is secure, evidence (including police 
vehicles/equipment) is preserved in its original position and witnesses are available for 
interviews by the HMPU detectives. 

	 Request HMPU and FSS to respond. 

	 Notify the precinct/section commander wherein the incident occurred, and if different, the 
commander of the member involved. 

	 Notify the involved member of his/her right to legal counsel in cases where injury or death is 
involved. 
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	 Ascertain what occurred from the member(s) involved. 
NOTE: The shift/unit commander will not conduct any formal administrative interviews of 
the member(s) involved until authorized by the detective supervisor in charge of the criminal 
investigation. 

	 Ensure that FSS technician/supervisor inspects the firearms of all members involved in the 
incident prior to leaving the scene. 

	 Arrange an escort to the precinct for any member(s) whose firearm is held by the FSS for 
comparison examination. 

	 Ensure that all members present when the shooting occurred are separated, but not 
isolated, upon returning to the precinct. 

	 Encourage members involved in the incident to contact their families before extensive 
media coverage begins. 

	 Assign an officer not involved in the incident to write the Incident Report. 

	 Refer to the Administrative Manual, Article 3-1.0 (Unusual Occurrences). 

PRECINCT/SECTION COMMANDER 

	 Will review all reports submitted by the shift/unit commander and: 
1.	 Follow procedures in accordance with Administrative Manual, Article 3, if an Unusual 

Occurrence. 
2.	 Ensure that case investigation reports and final disposition recommendations are 

forwarded to the IAS Commander. 

REPORTING OFFICER 

	 Confers with the HMPU supervisor to determine the appropriate offense code(s) and any 
special reporting requirements. 

	 Lists pertinent information about the member involved in the Narrative tab of the report and 
not in the Suspect tab. 

HOMICIDE/MISSING PERSONS UNIT (HMPU) 

	 Conducts a thorough criminal investigation of all intentional firearms discharges by a 
member that occur in Baltimore County and those unintentional discharges resulting in 
injury. 
EXCEPTION: Destruction or attempts to destroy animals. 

	 Reviews all written statements by members and witnesses. 

	 Notifies the Internal Affairs Section (IAS) (if warranted) to respond to the scene. 

	 Initiates criminal charges, if warranted, after consultation with the State’s Attorney’s Office. 

	 Prepares an Incident Supplement if criminal charges are placed against the member 
involved. 

	 Submits a complete report of the criminal investigation to: 
1.	 Criminal Investigations Bureau (CIB) - Persons Crimes Section Commander. 
2.	 Commander responsible for the administrative investigation, and if different, the 

commander of the member involved. 
3.	 The State’s Attorney’s Office. 
4.	 IAS Commander. 

	 Submits an Incident Supplement once the investigation is no longer active and confidential. 
The Incident Supplement will include any updated and pertinent information (e.g., victim, 
suspect, vehicle, etc.). 

	 Ensures the Incident Supplement is not marked confidential so the information may be 
populated into the Records Management System (RMS). 
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12-7.2 UNINTENTIONAL DISCHARGES (NO INJURY OR DEATH) 

SHIFT/UNIT COMMANDERS 

	 Follow previous applicable procedures. 

	 Immediately instruct the member(s) involved that their departmental authority to carry that 
type of firearm (e.g., handgun, shotgun, specialized weapon, etc.) is suspended. Firearm 
suspension will remain in effect until the firearm is determined to be functioning properly 
and the member’s knowledge of the firearm has been demonstrated. 

	 Obtain the firearm in question and transport to the nearest precinct to be secured. 

	 Ensure the firearm is transported to the Firearms Training Team (FTT) for examination on 
the next regularly scheduled workday. 

	 Obtain dates and times for the member(s) involved to report to the FTT to demonstrate their 
knowledge of the firearm. In most cases this should be the member’s next regularly 
scheduled workday. 

	 Review the submitted Form 229, Preliminary Firearms Use Report. 

12-7.3 ANIMAL CASES 

SWORN MEMBERS 

	 Who use a firearm to dispose of any animal posing an immediate threat to the safety of 
humans or to humanely destroy an animal which is injured, will: 
1.	 Make reasonable attempts to contact the animal’s owner or a veterinarian before using 

the discretion to humanely destroy the animal. 
2.	 Weigh the totality of the circumstances against the potential hazards associated with a 

firearm discharge. 
3.	 Obtain the shift/unit commander’s approval when possible and advise him/her of all 

relevant factors known (e.g., lighting, traffic, background, etc.). 
4.	 Complete a Form 229A, Officer’s Firearms Discharge Report for Humanely Destroyed 

Animals, immediately after an incident in conjunction with humanely destroying: 
a.	 Injured wild animals. 
b.	 Injured domestic animals. 

5.	 Obtain a central complaint (CC) number for the incident and document what efforts 
were made to contact the owner of the domestic animal in the Narrative tab of the 
Incident Report. 

6.	 Complete an Incident Report and a Form 229, Preliminary Firearms Use Report, when 
discharging a firearm at any animal posing an immediate threat or attacking an officer 
or other person. 

SHIFT/UNIT COMMANDERS 

 When practical, respond to the scene prior to giving approval. 

 Investigate all situations involving the discharge of a firearm to destroy: 
1.	 Wild/domestic animals posing an immediate threat to the safety of humans (e.g., officer 

shoots a dog while being attacked by the animal). 
NOTE: Form 229 and the Form UOAI, Unusual Occurrence Administrative 
Investigation, are required. 

2.	 Injured wild animals. 
3.	 Injured domestic animals 

NOTE: Form 229A is for documenting the humane destruction of an animal and no 
other forms or diagrams will be needed in these incidents. 

	 Review the Form 229 or 229A for accuracy and forward to the precinct/section commander 
along with all other required documentation (e.g., report, 12L, UOAI, etc.). 
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	 Determine if the incident was in- or out-of-policy and forward a copy of the completed 
investigation to the precinct/section commander. 

PRECINCT/SECTION COMMANDERS 

	 Review animal cases involving a firearm discharge for policy compliance and: 
1.	 Forward closed in-policy cases with a report disposition code of 1 to IAS for statistical 

purposes. 
2.	 Forward a copy of the Form 229 or Form 229A to the IAS and the Information & 

Records Management Unit. 
3.	 Confer with the IAS Commander for out-of-policy cases. 
4.	 Review, endorse, and forward the UOA1 to the Operations Bureau Commander 

through the chain-of-command. 

OPERATIONS BUREAU COMMANDER 

	 Reviews and completes the UOA1 and forwards a copy to the IAS Commander. 

REFERENCE 

	 Administrative Manual, Article 3 (Administrative Investigations and Reports). 

12-8.0 FIREARMS TRAINING AND QUALIFICATIONS 

SCHEDULING 

	 Firearms Training Team (FTT) personnel will determine the number of personnel scheduled 
for training/qualifications each day in the interest of safety and accommodations. 

	 Members unable to attend on the scheduled day will advise their supervisor of the 
circumstances involved. Supervisors will reschedule the member for the next available 
date. 

TRAINING 

	 Firearms training will consist of classroom instruction, range practice, and skill/knowledge 
drills, as determined by the FTT personnel. 

	 Mandates of this Department and the Maryland Police & Corrections Training Commissions 
will be followed for the courses of instruction and met by each member in order to use any 
Department-issued and/or privately owned, Department-approved firearm. 

QUALIFICATION PROCESS 

 Each member must qualify and attain a level of proficiency established by the Department. 

 Members who fail to qualify will: 
1.	 Be required by FTT personnel to immediately notify their commander. FTT personnel 

will follow up with written notification. 
2.	 Relinquish the firearm upon request and be temporarily assigned to a non-line function. 
3.	 Attend remedial training arranged by FTT personnel and the member’s commander. 
4.	 After remedial training and attainment of the established level of proficiency, be re-

tested in order to carry the firearm. 
5.	 Should a member fail to qualify the first time, completion of qualification is required 

within 30 days. 

	 Any member unable to qualify after all avenues of retraining have been completed will be 
considered incompetent to carry a firearm. The Chief of Police may then pursue, but is not 
limited to, any of the following: 
1.	 Reassignment of the member to a non-line function if a physical impairment prevents 

the member from qualifying. 
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2.	 Utilization of alternatives to retain the member as an employee, if such impairment is 
temporary. 

3.	 Termination of employment. 

CHANGE OF ISSUED FIREARM 

	 An officer changing an issued firearm must demonstrate proficiency with the firearm, prior 
to reporting to duty with the new firearm, if the make and model of the new firearm is 
different from that which the officer is qualified to carry. FTT personnel will set the 
qualification requirements. 
NOTE: Qualification with a newly issued firearm does not satisfy the semi-annual 
qualification requirement. 

12-9.0 FIREARMS MAINTENANCE AND REPAIR 

GENERAL 

	 When requesting maintenance or repair of Department-issued firearms, members will: 
1.	 Prepare an original and two copies of a Form 169, Firearms Maintenance Request (top 

half only). 
2.	 Sign the form and obtain their commander’s approval. 
3.	 Transport the firearm and the Form 169 to the Firearms Training Team (FTT). 

NOTE: If a firearm becomes defective while on the range, a member will complete the 
Form 169 as prescribed and have a FTT member approve the form. All other 
applicable procedures will then be followed. 

	 Repair procedures also apply to privately owned firearms damaged while being carried on-
duty when the following criteria are met: 
1.	 The member has obtained authorization to carry the firearm on duty, per current 

procedures. 
2.	 The damage is not a result of the member’s misuse, abuse, or negligence. 

FTT PERSONNEL 

	 Acknowledge receipt of the firearm, sign all copies of the Form 169 and describe the 
firearm loaned. 

	 Return the original of the Form 169 to the submitting commander. 

	 Upon completion of maintenance or repairs, complete the bottom portion of the Form 169, 
noting what work was performed. 

	 Contact the submitting member or commander to advise of the firearm being ready and 
return the second copy of the Form 169 for the submitting commander’s files. 

12-10.0 ARMED AIR TRAVEL 

GENERAL 

	 Sworn members conducting departmental business who are required to carry their firearm 
during air travel must meet the requirements of the Transportation Security Administration 
(TSA). 

PROCEDURES 

	 Department members conducting official law enforcement duties requiring them to fly in 
aircraft while armed will do the following: 

1.	 Complete the Federal Aviation Administration (FAA) approved “Flying While Armed” 
training given by the Training Section. 

2.	 Submit a Form 12L, Intra-Department Correspondence, to their commander stating the 
purpose for travel, complete flight information, destination, and any pertinent 
information. 
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3.	 Receive written approval from the commander. 
4.	 Submit the request for authorization, via telex message, to the National Law 

Enforcement Telecommunications System (NLETS). 
NOTE: This telex request must be made through the Information & Records 
Management Unit. 

5.	 Receive the NLETS message from the TSA, including a unique alphanumeric identifier 
for verification at the airport on the day of travel. 

6.	 Check in with the airline ticket counter on the day of travel, identify him/herself and 
present a copy of the NLETS message with the unique alphanumeric identifier. 

7.	 Receive the Person Carrying Firearms (PCFA) forms provided by the airline and 
proceed to the Armed Law Enforcement Officer (LEO) Screening Checkpoint. 

8.	 Provide the unique alphanumeric identifier from the NLETS message at the Armed 
LEO Screening Checkpoint, display his/her badge, credentials, boarding pass, a 
second form of government photographic identification (e.g., driver’s license, passport, 
etc.) and required airline paperwork to the TSA officer. 

9.	 Complete the LEO log book and proceed to his/her boarding gate. 
10. Provide the PCFA forms at the boarding gate and inform the gate agent of his/her 

presence and status. 
11. Board the aircraft when directed and comply with instructions/directions from the flight 

crew. 

12-11.0 LAW ENFORCEMENT OFFICERS SAFETY ACT OF 2004 

GENERAL 

	 The Law Enforcement Officers Safety Act (LEOSA) of 2004, Chapter 44, Title 18, United 
States Code permits both qualified active and retired law enforcement officers to carry a 
concealed firearm in any state and the District of Columbia without a permit or license. 

	 LEOSA exempts qualified current and retired law enforcement officers from state laws 
prohibiting the carry of concealed firearms. 

	 A qualified law enforcement officer means an employee of a governmental agency who 
meets the following requirements: 
1.	 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; and 

2.	 Authorized by the agency to carry a firearm; and 
3.	 Not the subject of any disciplinary action by the agency; and 
4.	 Meets standards, if any, established by the agency which require the employee to 

regularly qualify in the use of a firearm; and 
5.	 Not under the influence of alcohol or another intoxicating or hallucinatory drug or 

substance; and 
6.	 Not prohibited by federal law from receiving a firearm; and 
7.	 Must carry a photographic identification issued by the agency. 

ACTIVE SWORN MEMBERS 

	 May carry the Department-issued service firearm or an approved off-duty firearm. 

	 Must carry their Department-issued identification card when carrying a firearm. 

	 Must be currently qualified and complete required firearms training designated by the 
Firearms Training Team. 

	 Who carry a firearm outside of Maryland have no police powers and will be subject to 
federal, state and local Laws, which may prohibit the carrying of a firearm on certain public 
and private property. 

	 Are reminded that the Baltimore County Police Department is not civilly liable for any 
actions taken by the member in another state. 

BALTIMORE COUNTY POLICE DEPARTMENT Page 27 
FIELD MANUAL / ARTICLE 12 
GENERAL ORDER # 2016-01 



 

      
     

    

           
        

          
            
 

      
        

 

            
            

           
 

            
       

 
   

        
      

        
        

 

          

             
 

          

            
     

           

      
          

           
            

             
        

          
            
          

        

          

        
 

  

           
      

        
          

          
          

 
 
 
 

	 Who are served with any interim, temporary or a final protective or peace order must notify 
a supervisor immediately and not wait until the officer’s next scheduled shift. 

	 Who have their police powers suspended cannot carry a firearm. Personnel who are the 
subject of any disciplinary action may not carry a firearm under the provisions of the 
LEOSA. 
NOTE: Disciplinary action is defined as when the member’s police powers have been 
suspended. The disqualification will continue until the member’s police powers have been 
reinstated. 

	 Who are encountered by an investigating officer/agency from another state or jurisdiction 
and are questioned about their status as a qualifying officer for the LEOSA, will advise that 
their employment status can be verified by contacting the Public Safety Building Security 
Desk. 

	 Who receive inquiries from retired officers about qualifying for the LEOSA, will direct them 
to the Police Personnel Section - Office of Human Resources (PPSOHR). 

RETIRED SWORN MEMBERS 

	 Must have retired in good standing from service with a public agency as a law enforcement 
officer, other than for reasons of mental instability. 

	 Must have completed 10 years or more of aggregate service or completed any applicable 
probationary period and retired due to a service-connected disability as determined by the 
agency. 

 Must have a non-forfeitable right to benefits under the retirement plan of the agency. 

 Must not be under the influence of alcohol or another intoxicating or hallucinatory drug or 
substance. 

 Must not be prohibited by federal law from receiving a firearm. 

 Must, at the expense of the individual, meet the state’s standards for training and 
qualification for active law enforcement officers to carry firearms.
 
NOTE: Expense for retirees is limited to providing ammunition for their firearm.
 

	 Must carry the Department-issued photographic identification card that indicates the 
individual has, within one year before the date the individual is carrying the concealed 
firearm, been tested or otherwise found by the agency to meet the standards established by 
the agency for training and qualification for active law enforcement officers to carry a 
firearm of the same type as the concealed firearm; or must carry the Department-issued 
photographic identification card and a certification issued by the state in which the individual 
resides that indicates that the individual has, within one year before the date the individual 
is carrying the concealed firearm, been tested or otherwise found by the state to meet the 
standards established by the state for training and qualification for active law enforcement 
officers to carry a firearm of the same type as the concealed firearm. 

 Will contact the PPSOHR to initiate procedures for complying with the LEOSA. 

 May qualify with any weapon approved for an active sworn member. 

INVESTIGATIVE PROCEDURES 

	 Officers encountering an individual carrying a concealed firearm and claiming exemption 
from prosecution under the LEOSA, will: 
1.	 Have the individual produce a current law enforcement agency photographic 

identification verifying their status as an active or retired law enforcement officer. 
2.	 If the individual is a retired officer, they must also produce verification of qualification 

within the last 12-month period with the type of firearm they are carrying. 
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JURISDICTIONAL ASSISTANCE AND AUTHORITY
 
Article 13 

13-1.0	 Assistance Requests [n/a]
 

13-1.1 Routine Other Jurisdiction (OJ) Assistance Requests [rev. 04/2005]
 

13-1.2 Maryland State Police (MSP) Helicopter [rev. 10/2007]
 

13-1.3 Maryland State Police (MSP) Amber Alert Plan [rev. 01/2014]
 

13-1.4 Maryland State Police (MSP) Blue Alert Program [rev. 01/2014]
 

13-1.5 Maryland State Police (MSP) Silver Alert Program [rev. 01/2014]
 

13-2.0	 Mutual Aid Agreements [rev. 08/1998]
 

13-3.0	 Memorandums of Understanding [n/a]
 

13-3.1 Maryland State Police (MSP) [rev. 11/2010]
 

13-3.2 Maryland Transit Administration (MTA) Police [rev. 07/2013]
 

13-3.3 Maryland Department of Natural Resources, Forest, Park and Wildlife 

Services (DNR) [rev. prior to 1994]
 

13-3.4 Maryland Transportation Authority (MDTA) Police [rev. 04/2007]
 

13-4.0	 Statewide Law Enforcement Authority [n/a]
 

13-4.1 Extra-Jurisdictional Authority [rev. 10/2003]
 

13-4.2 Drug Kingpin Act [rev. 07/2013]
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JURISDICTIONAL ASSISTANCE AND AUTHORITY
 

13-1.0 ASSISTANCE REQUESTS 

13-1.1 ROUTINE OTHER JURISDICTION (OJ) ASSISTANCE REQUESTS 

9-1-1 POLICE LIAISON 

	 Obtains information concerning location and the type of routine assistance needed from the 
requesting jurisdiction. 

	 Notifies the closest precinct shift commander or requested support unit supervisor for 
approval to send assistance. 

	 Notifies the Operations Bureau Commander, or designee, if the request requires assistance 
from multiple precincts and/or multiple support units. 

	 Dispatches the needed units when the request is approved. 

SHIFT COMMANDER/SUPPORT UNIT SUPERVISOR 

	 Approves request for routine assistance and authorizes the deployment of resources. 

	 Notifies the precinct commander and the Operations Bureau Commander, or designee, 
regarding the type of assistance provided as soon as it is reasonable. 

OPERATIONS BUREAU COMMANDER 

	 Notifies the Chief of Police, at a reasonable time, whenever assistance is provided under 
this section. 

REFERENCE 

	 Maryland Annotated Code, Criminal Procedures, § 2-102. 

13-1.2 MARYLAND STATE POLICE (MSP) HELICOPTER 

GENERAL 

 A Maryland State Police (MSP) car will act as a monitor.
 
 The senior officer at the scene will determine when to cancel helicopter support.
 

SQUAD SUPERVISORS 

	 May request helicopter support and the MSP monitor vehicle through the 9-1-1 
Communications Center. 

	 Advise the 9-1-1 Communications Center of the location and type of support required, and 
the County monitor vehicle’s number and location. 

13-1.3 MARYLAND STATE POLICE (MSP) AMBER ALERT PLAN 

DEFINITIONS 

	 For the purpose of this section, the following words have the following meanings: 
1.	 Abduction - a child who is missing involuntarily from the person(s) having caretaking 

responsibilities for the child and an eyewitness states that the child was taken by a 
person or persons for whom there is a physical description, a vehicle description (if one 
is involved), and a direction of travel from the point last seen. If no eyewitness is 
available, there exists articulable evidence that the child’s disappearance was 
involuntary. 
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2. Child - a person under the age of 18, who is the subject of a missing person report filed 
with a law enforcement agency in this state and whose whereabouts are unknown. 

AMBER ALERT PLAN 

 Uses the Emergency Alert System (EAS) to alert the public as quickly as possible of victim 
and suspect descriptions in serious child abduction cases. 

 Is activated statewide by the Maryland State Police (MSP) upon request and determination 
that the established criteria exists. 

 Distributes information on these cases via television, radio, Dynamic Message Signs (DMS), 
and broadcast on the Highway Advisory Radio (HAR) network. 

	 Is self-canceling if a child has not been recovered within 24 hours. 
NOTE: Updated alerts may be broadcast if significant new information that may result in the 
location of the abductor and/or the child has been developed. 

ACTIVATION CRITERIA (ALL MUST BE MET) 

 Law Enforcement has verified that a child has been abducted as defined above; 

 The circumstances surrounding the abduction indicate that the child is in serious danger of 
bodily harm or death; 

 A description of the child, abductor, and suspect vehicle exists in enough detail to believe 
that an immediate alert would be helpful; and 

 The abductor and/or child are believed to be in the broadcast area. 
NOTE: Child abduction by a non-custodial parent is not a case which would routinely meet the 
criteria unless the investigating agency can articulate a reasonable suspicion that the parent 
intends to physically harm the child. 

INVESTIGATING OFFICERS 

 Verify that the activation requirements have been met.
 
 Ensure that reports are faxed to the MSP Headquarters Duty Officer as soon as possible 


after requesting activation of the Maryland Amber Alert Plan. 

 Complete a report on all instances, verified or not, of reported child abduction. 
NOTE: These procedures are in addition to those in the Field Manual, Article 3, regarding 
critical missing and abducted children. 

SHIFT COMMANDERS 

	 Upon confirmation of the activation criteria, request the activation of the plan by contacting 
the MSP Headquarters Duty Officer. 
NOTE: If the shift commander is unsure whether a particular situation meets the activation 
criteria, he/she shall make an inquiry with the MSP Headquarters Duty Officer. 

 Provide the MSP Headquarters Duty Officer with callback information and a point of contact. 

 In addition to all required Department notifications, notify the Public Affairs Section. 

 Contact the MSP Headquarters Duty Officer to cancel the alert when the subject of the alert 
has been located. 

	 In the event another law enforcement agency activated the alert and the child is located in 
Baltimore County, make notification to the activating agency and the MSP Headquarters 
Duty Officer. 

REFERENCE 

	 Field Manual, Article 3 (Juvenile Procedures). 
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13-1.4 MARYLAND STATE POLICE (MSP) BLUE ALERT PROGRAM 

DEFINITION 

	 For the purpose of this section, the following phrase has the following meaning: 
1.	 Law Enforcement Agency - a state, county or municipal police department or agency, or 

a sheriff’s office. 

BLUE ALERT PROGRAM 

	 Uses the Emergency Alert System (EAS) to notify the public as quickly as possible when 
specific criteria are met involving a person who is suspected of killing or seriously injuring a 
law enforcement officer. 

	 Provides a description of the fugitive, a description of his/her vehicle, and a direction of 
travel to be displayed on overhead Dynamic Message Signs (DMS) and broadcast on the 
Highway Advisory Radio (HAR) network. 

	 Is active for four hours and can be extended based on the necessity of the investigation. 

ACTIVATION CRITERIA (ALL MUST BE MET) 

	 The fugitive’s whereabouts are unknown. 
	 The fugitive is suspected of killing or seriously injuring any law enforcement officer of any 
law enforcement agency, regardless of the officer’s duty status, as long as the fugitive knew 
or should have known the person injured or killed was a law enforcement officer. 

	 The fugitive poses a serious threat to the public and other law enforcement officers. 

	 The fugitive is travelling in a vehicle and there is enough descriptive information about the 
vehicle to issue an alert. 

INVESTIGATING OFFICERS 

 Verify that the activation requirements have been met. 

 Notify their supervisor to respond to the scene. 

 Complete the appropriate report, whether verified or not. 

SHIFT COMMANDERS 

	 Upon confirmation of the activation criteria, request the activation of the plan by contacting 
the MSP Headquarters Duty Officer. 
NOTE: If the shift commander is unsure whether a particular situation meets the activation 
criteria, he/she shall make an inquiry with the MSP Headquarters Duty Officer. 

	 Report all known information to the MSP Headquarters Duty Officer. 

	 Provide the MSP Headquarters Duty Officer with callback information and a point of contact. 

	 In addition to all the required Department notifications, notify the Public Affairs Section. 

	 Contact the MSP Headquarters Duty Officer to cancel the Blue Alert when the subject of the 
alert has been located. 

	 In the event another law enforcement agency activated the alert and the offender is 
apprehended in Baltimore County, make notification to the activating agency and the MSP 
Headquarters Duty Officer. 

13-1.5 MARYLAND STATE POLICE (MSP) SILVER ALERT PROGRAM 

DEFINITION 

	 For the purpose of this section, the following phrase has the following meaning: 
1.	 Cognitive Disorder - a mental disorder that affects cognitive functions such as memory 

processing, perception and problem solving (e.g., Alzheimer’s Disease, dementia, etc.). 
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SILVER ALERT PROGRAM 

	 Directs the Maryland State Police (MSP) to coordinate a notification plan to be activated 
when certain criteria are met involving a missing person with a cognitive disorder. 

	 Is activated statewide by the Maryland Emergency Management Agency (MEMA) upon 
request from the MSP Silver Alert Coordinator. 

	 Allows the MEMA to issue an alert to all Maryland police departments, media outlets, and 
9-1-1 centers. Media outlets shall be contacted directly by the investigating agency if new 
information becomes available. 

	 Provides procedures for the State Highway Administration (SHA) to provide a description of 
the missing person, a description of his or her vehicle and a direction of travel to be 
displayed on overhead Dynamic Message Signs (DMS) and broadcast on the Highway 
Advisory Radio (HAR) network. 

	 Will be active for four hours and can be extended based on the necessity of the 
investigation. 

ACTIVATION CRITERIA (ALL MUST BE MET) 

	 The missing person suffers from a cognitive disorder such as Alzheimer’s Disease or 
dementia. 
NOTE: There is no age requirement for the activation of the Silver Alert. 

	 The person’s disappearance poses a true threat to his or her health and safety. 
	 The missing person must be travelling in a vehicle and there must be enough descriptive 

information about the person and the vehicle for police to issue an alert. 

	 The investigating police agency has already activated a local alert by contacting media in 
the area. 

	 The missing person has been entered into the National Crime Information Center (NCIC) 
database. 

NOTE: If the preceding criteria are not met, standard missing person’s procedures will be 
followed. 

INVESTIGATING OFFICERS 

 Verify that the activation requirements have been met.
 
 Notify their supervisor to respond to the scene.
 
 Complete the appropriate report, whether verified or not.
 
NOTE: These procedures are in addition to those in the Field Manual, Article 1, regarding
 
missing persons.
 

SHIFT COMMANDERS 

	 Upon confirmation of the activation criteria, request the activation of the plan by contacting 
the MSP Headquarters Duty Officer. 
NOTE: If the shift commander is unsure whether a particular situation meets the activation 
criteria, he/she shall make an inquiry with the MSP Headquarters Duty Officer. 

	 Provide the MSP Headquarters Duty Officer with callback information and a point of contact. 

	 In addition to all the required Department notifications, notify the Public Affairs Section. 

	 Contact the MSP Headquarters Duty Officer to cancel the Silver Alert when the subject of 
the alert has been located. 

	 In the event another law enforcement agency activated the alert and the subject is located in 
Baltimore County, make notification to the activating agency and the MSP Headquarters 
Duty Officer. 

REFERENCE 

	 Field Manual, Article 1 (Investigations). 
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13-2.0 MUTUAL AID AGREEMENTS 

GENERAL 

	 The Baltimore County Police Department (BCOPD) presently has Mutual Aid Agreements 
with the Harford County Sheriff’s Office and the Police Departments of Baltimore City, Anne 
Arundel County, Howard County, and the Maryland Transportation Authority. 

	 If the BCOPD Chief of Police or the highest-ranking official in a jurisdiction with a Mutual 
Aid Agreement or their designee, feels that an emergency exists for which insufficient 
resources are available, then assistance may be requested by the jurisdiction where the 
emergency exists. 

MUTUAL AID ASSISTANCE RESPONSE 

	 Mutual Aid Assistance requests directed to the BCOPD Chief of Police or the highest-
ranking official in another jurisdiction, must be made by the highest-ranking official in the 
jurisdiction where an emergency exists. If the requested party agrees, personnel and/or 
equipment may be sent to the requesting party. 

	 Officers will report to the senior police officer in charge or designee. 

	 The officer-in-charge or designee will coordinate radio communications with outside 
personnel. 

	 The officers from the assisting jurisdiction should be assigned to non-line functions, 
including but not limited to processing arrestees, transporting of prisoners, assisting in the 
operations of detention centers, non-line security functions, and non-line traffic control. 

OJ ASSISTANCE INCIDENT SUMMARY REPORT 

	 Communicated via a Form 12L, Intra-Department Correspondence. 

	 Submitted to the Operations Bureau Commander within 48 hours when emergency 
assistance is either sent to or requested from another jurisdiction. 

	 Includes: 
1.	 Type of incident/emergency. 
2.	 Date, time, and location of incident/emergency. 
3.	 Reason for the request and action taken. 
4.	 Type of assistance received/rendered. 
5.	 Arrests made or injuries sustained. 

REFERENCE 

	 Respective Mutual Aid Agreements. 

13-3.0 MEMORANDUMS OF UNDERSTANDING 

13-3.1 MARYLAND STATE POLICE (MSP) 

GENERAL 

	 The Maryland State Police (MSP) and the Baltimore County Police Department (BCOPD) 
are coordinating resources to provide efficient and effective law enforcement services to the 
citizens of Baltimore County. 

CRIMINAL ENFORCEMENT 

	 The BCOPD has the primary responsibility for all criminal investigations occurring within 
Baltimore County, except when: 
1.	 An offense is witnessed by the MSP or the MSP is the first to discover evidence of a 

crime occurring on an interstate route, Maryland Route 695, and all related 
interchanges. 
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2.	 An MSP member, in the performance of his/her duties, is involved in a shooting or uses 
deadly force resulting in serious injury or death. 

3.	 The accused is a member of the MSP and the alleged criminal misconduct is reported 
to have occurred while they were on duty. 

TRAFFIC ENFORCEMENT 

	 The MSP has primary responsibility for traffic enforcement on interstate routes, Maryland 
Route 695, and their respective interchanges. 

TRAFFIC ACCIDENTS 

	 The MSP will investigate traffic accidents occurring in Baltimore County when an accident: 
1.	 Occurs on an interstate route, Maryland Route 695, and all related interchanges. 
2.	 Involves a vehicle owned or leased by MSP. 
3.	 Involves a vehicle owned or leased by the State of Maryland and the operator or a 

representative of the state requests the investigation be conducted by the MSP, unless 
there would be an unreasonable delay. 

	 The BCOPD will investigate traffic accidents occurring in all other areas of Baltimore 
County. 

 The BCOPD will investigate traffic accidents occurring on an interstate route, Maryland 
Route 695, and all related interchanges in Baltimore County when an accident: 
1.	 Involves a vehicle owned or leased by BCOPD. 
2.	 Involves a vehicle owned or leased by Baltimore County and the operator or County 

representative requests the investigation be conducted by the BCOPD, unless there 
would be an unreasonable delay. 

	 If either MSP or BCOPD witness, or is the first to arrive at the scene of a traffic accident, 
the agency with primary responsibility shall respond and conduct the investigation, unless 
impractical. 
NOTE: MSP and BCOPD members are not relieved of their duty to address traffic issues 
and to render aid for situations upon which they arrive or witness. 

CATASTROPHIC EVENTS 

	 The BCOPD has primary responsibility to provide law enforcement related emergency 
services for catastrophic events occurring within Baltimore County (e.g., natural disasters, 
airplane crashes, train accidents, floods, etc). 

CAMPUS POLICE SUPPORT 

	 The BCOPD has the primary responsibility to provide immediate law enforcement 
emergency support services to the campus police at the University of Maryland, Baltimore 
County and Towson University. 

STATE INSTITUTIONS 

	 The MSP will be the primary responding agency and conduct follow-up investigations to all 
calls for service on State of Maryland property to include the Spring Grove Hospital Center 
and other areas under their control, the Rosewood Hospital Center, the Charles H. Hickey 
Jr. School, and state parklands. 

ANTICIPATED SPECIAL EVENTS 

	 Within Baltimore County, MSP, and BCOPD command staff will coordinate respective 
activities to effectively apply available resources. 
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13-3.2 MARYLAND TRANSIT ADMINISTRATION (MTA) POLICE 

GENERAL 

	 The Maryland Transit Administration Police has primary responsibility, within Baltimore 
County, on MTA/MARC transit property, stations, buses, trains, parking lots, and within 
fenced-in track areas between stations. 

	 Baltimore County Police Department (BCOPD) has concurrent jurisdiction with the MTA 
Police. 

	 BCOPD has primary responsibility for investigations of: 
1.	 Homicide, murder, and manslaughter. 
2.	 Rape and first and second degree sex offenses. 
3.	 Shootings and stabbings. 
4.	 Robbery, abduction, and carjacking. 
5.	 First and second degree arson and threat of arson. 
6.	 All other crimes of violence as cited in the Maryland Annotated Code, Criminal Law 

Section 14-101(a). 
7.	 Traffic accidents involving death or serious bodily injury. 
8.	 Weapons of Mass Destruction (WMD) involving, but not limited to chemical, biological, 

radiological, and nuclear devices. 

REPORTING 

	 The MTA Police will utilize BCOPD reports and charging documents. 

	 The BCOPD provides the MTA Police officer with the CC number and disposition codes. 

	 Police reports initiated by the MTA Police will be reviewed by an MTA Police supervisor and 
delivered by them to the BCOPD Information & Records Management Unit. 

ENFORCEMENT 

	 When an arrest is affected, it will be made by the officer first observing the unlawful act or 
the first officer on the scene. 

	 Completion of arrest forms and related documents will be the responsibility of the arresting 
officer. 

PRISONERS 

	 The MTA will transport their prisoners to the local facility for processing. 
EXCEPTION: The BCOPD will provide a prisoner transport vehicle when required. 

	 Prisoners will be incarcerated in BCOPD facilities, in accordance with Maryland law and 
local ordinances. 

	 BCOPD desk officers will be responsible for the fingerprinting and photographing of 
prisoners arrested by the MTA. 

	 Persons arrested by MTA personnel will be transported to their bail hearing by the MTA. 
EXCEPTION: When circumstances arise beyond the control of the MTA (e.g., delayed bail 
hearing, etc.), the BCOPD will transport the prisoner at the discretion of a BCOPD shift 
commander. 

MEDICAL ATTENTION 

	 The MTA will be responsible for medical attention for their prisoners: 
1.	 Prior to detention in a BCOPD facility. 
2.	 During detention in a BCOPD facility, if the medical problems are unrelated to the 

detention. 

	 When a BCOPD supervisor feels an MTA prisoner has a possible mental disorder, the MTA 
will have the prisoner evaluated in accordance with BCOPD procedures, prior to detention 
in a BCOPD facility. 
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	 All other medical needs of MTA prisoners will be met by existing BCOPD procedures. 

SEARCH WARRANTS 

	 The BCOPD provides assistance in securing and executing MTA Police search warrants 
when requested. 

EVIDENCE 

	 All evidence and property recovered by the MTA Police will be submitted to the BCOPD 
Evidence Management Unit. MTA Police are responsible for the transportation of evidence 
and property on a daily basis. 

	 The BCOPD Forensic Services Section (FSS) will be responsible for the testing of evidence 
collected by the MTA Police and processing crime scenes located in Baltimore County. 
This will be at the discretion of the FSS, subject to prior or immediate commitments of 
equipment and/or personnel. 

MOTOR VEHICLE LAW 

 The MTA Police have the authority to enforce traffic laws within Baltimore County. 

 The MTA Police are responsible for the towing or removal of vehicles on MTA property. 

REFERENCE 

	 Respective Memorandums of Understanding. 

13-3.3 MARYLAND DEPARTMENT OF NATURAL RESOURCES, FOREST, PARK AND 
WILDLIFE SERVICES (DNR) 

DNR 

	 Has law enforcement authority over all property within and contiguous to the boundaries of 
the Patapsco Valley, Gunpowder Falls, and Soldiers Delight State Parks. 

	 Has primary police responsibility on the above state park lands and facilities. 

	 May request Baltimore County Police Department (BCOPD) assistance, when necessary. 

ENFORCEMENT 

	 When an arrest is effected, it will be made by the officer first observing the unlawful act or 
the first officer on the scene. 

	 Completion of arrest forms and related documents will be the responsibility of the arresting 
officer. 

	 DNR will utilize the BCOPD juvenile process. 

	 DNR will handle prosecution for violations of motor vehicle laws in accordance with their 
established procedures. 

	 Arrests made outside of state park properties/facilities will be processed through BCOPD 
facilities in accordance with BCOPD rules and regulations. 

PRISONERS 

	 DNR will transport their prisoners to the local facility for processing and assist in processing 
as necessary. 
EXCEPTION: The BCOPD will provide a prisoner transport vehicle when required. 

	 Prisoners will be incarcerated in BCOPD facilities, in accordance with Maryland law and 
local ordinances. 

	 Prisoner property will be held for safekeeping by officials of the detention facility where the 
prisoner is incarcerated, in accordance with BCOPD procedures. 
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	 Persons arrested by DNR personnel will be transported to their bail hearing by the DNR. 
EXCEPTION: When circumstances arise beyond the control of DNR (e.g., delayed bail 
hearing, etc.), the BCOPD will transport the prisoner, at the discretion of a BCOPD shift 
commander. 

MEDICAL ATTENTION 

	 DNR will be responsible for medical attention for their prisoners: 
1.	 Prior to detention in a BCOPD facility. 
2.	 During detention in a BCOPD facility, if the medical problems are unrelated to the 

detention. 

	 When a BCOPD supervisor feels a DNR prisoner has a possible mental disorder, the DNR 
will have the prisoner evaluated in accordance with BCOPD procedures, prior to detention 
in a BCOPD facility. 

	 All other medical needs of DNR prisoners will be met by existing BCOPD procedures. 

COURT 

	 DNR and BCOPD personnel will appear in court as necessary to testify in any matter 
resulting from joint police action. 

FORENSIC SERVICES 

	 Evidence collection, preservation, presentation, and disposition is the responsibility of the 
agency with primary police responsibility for the incident. 

	 All firearms officially coming into possession of DNR will be examined by the Maryland 
State Police (MSP) Crime Laboratory. 

	 The BCOPD will not provide personnel or equipment for the testing and identification of 
suspected controlled dangerous substances. 

	 Subject to prior or immediate commitments of equipment and personnel, the BCOPD will 
provide forensic services upon request. 

WARRANTS/SUMMONSES 

	 DNR executes court summonses or subpoenas directed to them. 

	 DNR secures and executes arrest and search warrants as necessary to discharge their 
official duties. 

	 Unserved DNR arrest warrants will be retained by the DNR Communications Center. 

	 When requested, the BCOPD will assist the DNR in securing and executing search 
warrants. 

DEATH/INJURY NOTICES 

	 In the event of serious injury or death on DNR property, the notice of the next-of-kin will be 
made by the police agency with primary police responsibility. 

CROWD CONTROL 

	 In the event of major demonstrations that threaten to disrupt normal operations or pose a 
danger to life and/or property on DNR property, the BCOPD will assist in providing law 
enforcement services, upon request by the DNR. 

VEHICLE TOWING 

	 DNR will be responsible for towing or otherwise removing vehicles from DNR property. 

FACILITIES 

	 DNR and BCOPD will make facilities available to each other for report writing and other 
necessary police functions. 
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13-3.4 MARYLAND TRANSPORTATION AUTHORITY (MDTA) POLICE 

GENERAL 

	 The Maryland Transportation Authority Police have the primary responsibility, within 
Baltimore County, for all requests of police services, enforcement of traffic laws, 
investigation of all traffic accidents, and investigation of all crimes on MDTA and Maryland 
Port Authority (MPA) properties. 

	 MDTA police are responsible for conducting follow-up investigations of all incidents 
occurring on their properties. Members of the Baltimore County Police Department 
(BCOPD) agree to assist the MDTA police in follow-up investigations upon request to the 
extent possible. The precinct commander of the precinct closest to the location of the 
incident will be the point of contact for assistance requests. 
EXCEPTION: All crimes enumerated under BCOPD of this section. 

	 MDTA and BCOPD shall have concurrent jurisdiction in specified areas. The first agency at 
any incident scene shall provide the necessary law enforcement services. Specified areas 
consist of: 
1.	 I-895 from mile marker (mm) 145 to I-95 mm 63.4. 
2.	 I-95 from mm 61 to mm 63.4. 
3.	 I-95 from mm 49 to mm 50. 
4.	 Exit 4 (I-895) to MD Rte. 295. 
5.	 Exit 44, Broening Hwy. to the Baltimore County line. 
6.	 I-695 from mm K43.7 north to the crossover at mm K42.9. 
7.	 Exits 42 and 43, Bethlehem Blvd. and Peninsula Expressway (connects entrance and 

exit ramps). 

BCOPD 

	 Has primary responsibility for investigations of: 
1.	 Homicide, murder, and manslaughter. 
2.	 Rape, first and second degree sexual offenses. 
3.	 Robbery, abduction, and carjacking. 
4.	 All other crimes of violence as cited in the Maryland Annotated Code, Criminal Law 

Article, § 14-101. 

	 The MDTA points of contact are the Tunnel Command, Francis Scott Key (FSK), and Port 
Detachment Commanders, as applicable. 

REFERENCE 

	 Respective Memorandums of Understanding. 

13-4.0 STATEWIDE LAW ENFORCEMENT AUTHORITY 

13-4.1 EXTRA-JURISDICTIONAL AUTHORITY 

BCOPD 

	 Supports the use of extra-jurisdictional police powers granted by law. For these purposes, 
an emergency is defined as a sudden or unexpected happening or unforeseen combination 
of circumstances, that calls for immediate action to protect the health, safety, welfare, or 
property of an individual from actual or threatened harm or from an unlawful act. 

PROHIBITIONS 

	 Enforcing the provisions of the Maryland Vehicle Law. 
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	 Serving arrest warrants, unless in conjunction with the lawful exercise or jurisdiction under 
this authority. 
NOTE: Members of the Warrant/Apprehension Task Force have arrest authority only to 
serve arrest warrants outside of Baltimore County, provided that a Memorandum of 
Understanding has been signed by the other jurisdiction. Other Department members do 
not have this authority. However, other members can still go outside Baltimore County to 
serve arrest warrants, but only with the aid of the other jurisdiction’s police officers and 
providing the other jurisdiction’s police officers actually make the arrest. 

	 Using personal vehicles, except in extreme circumstances. 

	 Using equipment unauthorized by the Department. 

	 Using extra-jurisdictional authority to facilitate or solicit secondary employment activities 
that would require or place the member in a position to make arrests for a prospective 
employer. 

OFFICERS 

 Refer to the Criminal Procedures, Title 2, for the provisions and limitations of this authority. 

 Acting under extra-jurisdictional authority must: 
1.	 Abide by Department rules and regulations. 

NOTE: A violation of a departmental rule or regulation does not and is not intended to, 
abrogate the legality of any law enforcement action taken pursuant to the authority 
granted by law. 

2.	 Be serving in a full duty capacity, without restrictions or limitations.
 
EXCEPTION: Life or death situations.
 

3.	 Be carrying their badge and identification card and be suitably armed, unless 

circumstances dictate otherwise.
 

4.	 Notify the 9-1-1 Police Liaison as soon as possible. 

9-1-1 POLICE LIAISON 

	 Notifies the following: 
1.	 Commander of the officer exercising the authority. 
2.	 Commander of the MSP barracks having concurrent jurisdiction.
 

EXCEPTION: When the action takes place in Baltimore City.
 
3.	 The law enforcement agency with primary jurisdiction where the action took place. 

REFERENCE 

	 Maryland Annotated Code. 

13-4.2 DRUG KINGPIN ACT 

GENERAL 

	 The Drug Kingpin Act grants statewide law enforcement authority to local officers when 
expanded police powers outside of Baltimore County are needed in an investigation related 
to the State Narcotics Law. 

ROUTINE REQUESTS 

	 Only officers essential to the investigation will be included in the statewide authority 
application. 

	 Officers requesting this authority will submit a Form 47, Confidential Report of Investigation, 
to their commander. The report will contain the: 
1.	 Name, rank, assignment, and identification numbers of all officers requesting expanded 

police powers. 
2.	 Complete name, date of birth, sex, and race of principal suspects. 
3.	 Justification for statewide authority. 
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4.	 Proposed investigative techniques that will be used. 
5.	 Type of drugs involved in the investigation. 
6. Jurisdictions involved in the investigation. 

 If the officer’s commander approves the request, the report will be forwarded to the 
Vice/Narcotics Section (VNS) Commander. 

	 The VNS Commander will review the request and initiate the appropriate Maryland State 
Police (MSP) Forms for the statewide authority if justification exists. The forms will be 
forwarded to the Criminal Investigations Bureau (CIB) Commander for review prior to 
submission to the MSP. 

	 The Superintendent of the MSP may either approve or disapprove the request. 

	 All requests for statewide authority are to be for specifically identified cases only and for a 
specified period not to exceed six months. 

	 Renewals must be filed in accordance with the above procedures and must contain a 
reference to the MSP control number. 

	 Upon approval, it will be the responsibility of the requesting agency to make all notifications 
as required under the Maryland Annotated Code. 

	 Upon conclusion of the investigation, a report will be made to the MSP detailing the results 
of the investigation. The investigating officer will submit a Form 47 detailing the results of 
the investigation. A copy of this report will be forwarded to the VNS Commander. The VNS 
Commander will complete the appropriate MSP final report on the investigation. 

EMERGENCY REQUESTS 

	 Emergency use of the statewide law enforcement authority will be permitted upon 
notification and approval by a Narcotics Unit supervisor. 

	 Emergency requests can be made by telephone when time limitations would preclude 
making a written request. 

	 If statewide authority must be used by an officer in an investigation prior to receiving written 
authorization, the officer will notify the precinct/unit commander and the VNS Commander. 

	 The VNS Commander will notify the MSP Superintendent immediately upon receiving 
notification of an emergency request. 

	 The investigating officer will submit a Form 47 containing the information under “Routine 
Requests” within 24 hours. 

	 The VNS Commander will complete and forward the appropriate report to the MSP within 
48 hours after using statewide authority. 

	 The CIB Commander will be notified of the incident when the report is submitted. 

OUTSIDE AGENCY PROCEDURES 

	 Officers making an arrest in another jurisdiction must notify the agency responsible for the 
area where the arrest is made. 

	 Arrests made by other agencies inside Baltimore County under statewide authority will be 
referred to the Narcotics Unit officer in charge when they contact the BCOPD. When 
contacted, a: 
1.	 BCOPD Narcotics Unit officer will determine who is responsible for collection of 

evidence based upon the facts of the case. 
2.	 Baltimore County central complaint (CC) number will be drawn and an Incident Report 
completed using the offense code “Other Jurisdiction Incident.” The report will include 
suspect data and property seizure information when applicable and will be made 
regardless of who seized the property. 

 BCOPD officers will adhere to Department rules and regulations when acting under 
statewide authority. 

REFERENCE 

	 Annotated Code of Maryland. 
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PUBLIC INFORMATION 
Article 14 

14-1.0 Media Access [rev. 05/2011] 

14-1.1 Investigation Information [rev. 05/2011] 

14-1.2 Arrest and Charging Information [rev. 05/2011] 

14-1.3 Special Considerations [rev. 05/2011] 

14-1.4 Incidents Involving Public Affairs Section Notification [rev. prior to 1994] 
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PUBLIC INFORMATION
 

14-1.0 MEDIA ACCESS 

PUBLIC INFORMATION 

	 Will be handled in accordance with the Maryland Public Information Act (MPIA). 

	 Inquiries from public media sources should be referred to the Public Affairs Section. 

	 Except as specifically restricted herein, includes telex messages, accident reports, 
miscellaneous, and criminal incident reports and arrest reports of a routine nature. 
NOTE: All restrictions should be considered carefully. 

	 Will be made available upon request to accredited news media representatives. 

POLICE DEPARTMENT 

	 Will inform the citizens and media of the events and activities that affect the community in 
order to foster a relationship of mutual trust, cooperation, and respect. 

	 Does not issue press cards. 

	 Treats freelance writers and photographers as the general public. 

	 Is responsible for releasing information when the Baltimore County Police Department has 
primary jurisdiction in a multi-agency incident. 

PUBLIC AFFAIRS SECTION 

	 Is responsible for discussing Department policy and for making official comment on 
sensitive matters. 

	 Comments on Internal Affairs Section investigations. 

	 Provides factual information to the media and coordinates requests for information between 
the media and Department personnel. 

	 Releases news as necessary at their discretion. 

	 Arranges for and assists at news conferences. 

	 Plans, develops, writes, and distributes positive image-building, explanatory, and other 
informational releases and/or articles about programs, activities, and Department members. 

	 Assures coordination occurs when information impacts another agency. 

	 Refers special requests considered to be background, statistical, documentary, or of a 
special nature to the appropriate Department member. That member will be notified as to 
the pending inquiry or interview. 
NOTE: Department members receiving such requests will promptly notify the Public Affairs 
Section. 

	 Sends a full explanation of specific acts violating departmental policy to a reporter’s 
employer when privileges are denied. 

	 Will be referred to when validity of media credentials is questioned. 

	 Publishes the departmental newsletter and other resources to the public. 

MEDIA 

	 Has access to all members but will not be allowed to interfere with the police mission. 

	 Problems will be referred to the officer in charge, supervisor, precinct commander, or the 
Public Affairs Section Commander. 

	 Representatives experiencing difficulty gathering information under the above provisions 
will be referred to the Public Affairs Section Commander. 
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DEPARTMENT MEMBERS 

	 Who know the facts of a case/investigation will release information promptly, impartially, 
courteously, and objectively as circumstances allow. 

	 Who do not know the facts of a case/investigation will make every effort to assist in 
referring the inquiry to the proper Department authority. 

	 Will not prejudge information for its news value. 

	 Will adequately and courteously explain denial of information (e.g., privacy rights, safety, 
etc.). 

	 Will not withhold, delay, or selectively release information to favor a particular media 
representative or agency. However, specific inquiries made independently may be honored 
at the time of inquiry. 

	 Are authorized to give information to known media representatives over the phone. 
Members will attempt to establish and verify the identity of unknown media callers by 
returning the call or contacting the appropriate news agency. 

COMMANDERS 

	 Will forward newsworthy information concerning major operations (e.g., planned raids, 
multiple arrests, etc.), promotions, projects, programs, and other activities to the Public 
Affairs Section, in writing, in advance of effective dates. If there is an urgent need to 
release the information, notification will be made by telephone. 

	 Are encouraged to allow Department facilities to be used by the media for recording 
interviews, news stories, and documentaries when appropriate and requested. 

	 Will designate one member, preferably a desk officer, on each shift to handle media 
information requests with regard to events occurring in the precinct. 

	 Will inform the Public Affairs Section of major changes in operations, procedures, and 
personnel. 

14-1.1 INVESTIGATION INFORMATION 

RELEASABLE INFORMATION 

	 Type or nature of incident. 

	 Location, date, time, injuries sustained, damages, and description of how incident occurred. 

	 Amount, type, and value of property taken. 
EXCEPTION: Federal investigations (e.g., bank robbery, etc.). 

	 Victim’s identity and general address (hundred block only). 
EXCEPTION: See “Information Release Prohibitions” in this subsection and in section 14-
1.2, Arrest and Charging Information. 

	 Requests for aid in locating evidence, complainants, victims, witnesses, missing persons, or 
suspects (race may be released as descriptive information in such cases). 

	 Number of officers or people involved and length of the investigation. 

	 Name of officer in charge of the case, the officer’s supervisor, and his/her division/unit 
assignment, in accordance with Article 7 of the Administrative Manual and the 
Memorandum of Understanding between Baltimore County and the Fraternal Order of 
Police. 
EXCEPTION: Undercover officers. 

INFORMATION RELEASE PROHIBITIONS 

	 Identity of a sex crime victim, adult or juvenile, or related information which may divulge the 
victim’s identity. 

	 Identity of a juvenile suspect, defendant, or respondent in any case over which the Juvenile 
Court of Baltimore County has jurisdiction. 
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	 Identity of any critically injured or deceased person prior to notification of next-of-kin. 
EXCEPTION: When notification has been attempted but is not possible within a 
reasonable time as determined on a case-by-case basis by the shift/unit commander on 
duty or the Public Affairs Section. 

 Specific cause of death, until determined by the State Medical Examiner.
 
 Investigative and evidentiary information regarding a criminal case.
 
 Contents of suicide notes.
 
 Personal opinion not founded on fact.
 
 Unofficial statements concerning personnel or Internal Affairs Section matters.
 
 Home addresses and telephone numbers of Department members.
 
 Witness names, addresses, and phone numbers.
 
 Medical Records, without approval from the Legal Section.
 
 Crime scene film, digital, or video images.
 

EXCEPTION: When in the opinion of the primary investigating unit’s commander release of 
such information will assist with the investigation. 

14-1.2 ARREST AND CHARGING INFORMATION 

RELEASABLE INFORMATION 

 The accused adult’s name, age, description, residence, employment, and marital status. 

 Substance or text of the charge as contained in the complaint, warrant, indictment, or 
information. 

	 The name, age, and address of a juvenile only when charged as an adult or waived to adult 
status. 
NOTE: Identifying information will not be released until the bail hearing has been 
completed. 

	 The fact a juvenile was taken into custody on delinquent charges, including sex, age, 
general area of a juvenile’s residence, and substance of the charge. 

	 Identity of the investigating and arresting officers, agency, and length of the investigation, in 
accordance with Article 7 of the Administrative Manual and the Memorandum of 
Understanding between Baltimore County and the Fraternal Order of Police. 
EXCEPTION: Undercover officers. 

	 Circumstances immediately surrounding the arrest, including: 
1.	 Time and place of arrest. 
2.	 Pursuit information, if applicable. 
3.	 Resistance and injuries sustained as a result. 
4.	 Possession and use of weapons by suspect or police. 
5. Description of items or contraband seized. 

 Amount of bond, scheduled court dates, and place of detention. 

 Chronological arrest book information, which is open to inspection. 
NOTE: The information may generally be released at the time of or immediately following 
arrest or formal charging. 

INFORMATION RELEASE PROHIBITIONS 

	 After the incident, but prior to arrest or during investigation: 
1.	 Suspect’s identity or location except that the existence of the suspect may be 

acknowledged without further comment. 
EXCEPTION: After a warrant has been obtained, a suspect may be identified to assist 
in apprehension. 

2.	 The results of any investigative procedure (e.g., lineup, etc.). However, the fact that 
tests were performed may be acknowledged without further comment. 
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3.	 Information which, if prematurely disclosed, would significantly interfere with an 
investigation or apprehension. This includes unchecked leads, specifics of method of 
operation (MO), and details known only to the police or suspect. 

4.	 Identity of a victim/witness, if such disclosure would prejudice an investigation to any 
significant degree or if it would place the victim/witness in clear personal danger. 

 After arrest and formal charging: 
1.	 Prior criminal record, character, or reputation of defendant. 
2.	 Existence or contents of confessions, admissions, or statements made by the
 

defendant or failure to make such.
 
3.	 Results of defendant’s tests or the defendant’s refusal or failure to submit to any tests. 
4.	 Identity, credibility, character, statements, or expected testimony of victims or
 

witnesses.
 
5.	 Opinions about the defendant’s guilt or innocence, the merits of the case, or what is 

expected to be used in court. 
6.	 Possibility of a guilty plea, plea-bargaining, or other dispositions. 
7.	 Reports, transcripts or summaries of proceedings from which the media and public 

have been excluded by judicial order or in accordance with the Maryland Public 
Information Act (MPIA). 

14-1.3 SPECIAL CONSIDERATIONS 

CRIME/INCIDENT SCENE ACCESS 

	 With regard to general access: 
1.	 Courtesy will be extended to media representatives actively covering the incident. 
2.	 Closer access will be provided for media personnel, equipment, and vehicles than for 

the general public, provided it does not interfere with the police mission or general 
traffic flow or unless a danger of personal injury exists. 

	 With regard to direct access: 
1.	 Department members cannot grant third parties (e.g., members of the media, etc.) 

permission to enter the private property of others. The Department’s right to enter 
private property to process crime scenes, search for additional victims/suspects, etc., is 
only valid for the time necessary to accomplish the law enforcement purpose. This 
right cannot be transferred to persons who are not necessary to accomplish the 
Department’s official business. 

2.	 Permission must be obtained from owners or their representatives prior to allowing 
third parties access to private property. 

3.	 Media access is allowed after all known evidence has been processed and the on-site 
investigation is completed. 

	 The officer in charge will designate a media information area in hostage/barricade incidents. 
This area may be moved closer to the scene when safe. 

RECORDING/TELEVISING/PHOTOGRAPHING 

 Is allowed in public places as long as it does not interfere with police operations. 

 Is allowed on private property as long as permission was granted by the owner or 
representative. 

 Members may: 
1.	 Facilitate or assist the media as long as it does not jeopardize or compromise the 

investigation or prosecution. 
2.	 Take protective action (e.g., covering a body) and provide a courteous and logical 

explanation for such action. 
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	 Of suspects/accused at incident scenes or other public places is permissible. Members will 
not pose: 
1.	 The suspect/accused for photographs, telecasts, or interviews. 
2.	 With the suspect/accused or agree on a prearranged time and place to be
 

photographed, televised, or interviewed.
 

PHOTOGRAPHS/MUGSHOTS 

	 May be released, when appropriate (e.g., consent of investigator or supervisor, discretion of 
the Public Affairs Section), to help locate an individual who is charged or sought by the 
authorities. 

	 Including film, digital image, and video tape, will not be released of a subject in custody. 

INTERVIEWS 

	 With the media by persons in police custody are prohibited. 

FIRE SCENES 

	 Media access is controlled by the fire official in command. 

	 Ranking officers will confer with fire officials and assist in establishing an observation point 
for the media. 

	 Decisions governing media mobility rest with the judgment of the fire official in command. 

CONFIDENTIAL/INTERNAL INVESTIGATIONS 

	 Confidential intelligence or investigative information from the Criminal Investigations 
Bureau, Intelligence Unit, or Vice/Narcotics Section will not be released except by express 
permission of the respective commanders, Operations Bureau Commander, Chief of Police, 
or their designees. 

	 Sensitive or investigative information from the Internal Affairs Section will not be released 
except with permission from the Chief of Police or designee. 

	 Released internal investigation information will conform with state law as it concerns the 
rights of police officers. 

SUICIDES 

	 The fact that a suicide occurred may be acknowledged, along with factual information 
describing how it occurred. 

	 The fact that a suicide note exists may be acknowledged without further comment. 

	 The victim’s name, age, sex, occupation, and general address may be released after 
notification of next-of-kin. 

REQUESTS BY CITIZENS FOR INFORMATION RESTRICTION 

	 When a citizen requests that information on an incident not be released or reported to the 
media, members will explain that police reports are generally considered public information 
and accessible to the media. Members will explain that such a request will be noted in the 
official incident report, but that the media will make the decision whether or not to publish 
unrestricted information. Members may also notify the Public Affairs Section of such 
requests when advisable. 
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14-1.4 INCIDENTS INVOLVING PUBLIC AFFAIRS SECTION NOTIFICATION 

INCIDENTS REQUIRING PUBLIC AFFAIRS SECTION NOTIFICATION 

 Homicides.
 
 Burglaries and thefts in excess of $50,000.
 
 Disasters resulting in loss of life or extensive property damage.
 
 Fatalities resulting from fire, drowning, or electrocution.
 
 Traffic, aircraft, or train accidents where fatalities occur.
 
 Deaths of persons in custody.
 
 School bus accidents involving any injuries.
 
 Missing children under 10 years of age.
 
 Missing persons when foul play is suspected.
 
 Extensive searches.
 
 Strikes, riots, disorders involving groups of people.
 
 Shootings involving citizens or police officers.
 
 Bomb threats or where a device is found.
 
 Hostage/barricade incidents where life is threatened or endangered.
 
 Any incident involving persons who, by their position in society, are of interest to the public.
 

OFFICER-IN-CHARGE 

	 Ensures that confirmed, official accounts of events are reported. 

	 Contacts the 9-1-1 Police Liaison at the earliest possible moment (generally within two 
hours) with an oral summary. Information should include who, what, when, where, why, 
and other non-restricted supporting data. 

	 Answers inquiries made by any media representative who responds to a scene. 

9-1-1 POLICE LIAISON 

	 Obtains necessary information from the officer-in-charge on the scene. 

	 Prepares a written news release, in narrative form and in simple, easily understood 
language. 

	 Releases all non-restricted information. 

	 Forwards copies of releases to the Public Affairs Section. 

	 Directs media representatives to the proper precinct, section or Department authority when 
more detailed information is requested than is available. 

PUBLIC AFFAIRS SECTION 

	 Determines the type and extent of action/coordination by the Section on a case-by-case 
basis. 

	 Notifies the 9-1-1 Police Liaison as to the extent of the Section’s direct involvement in an 
incident. 

	 Assists officers needing advice, counsel or a Public Affairs Section representative at an 
incident scene. 
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OUTREACH PROGRAMS
 
Article 15 

15-1.0 Crime Prevention and Community Relations [rev. 10/2014]
 

15-2.0 Victim/Witness Assistance [rev. 05/2014]
 

15-3.0 Bicycle Patrol [rev. 12/2015]
 

15-4.0 Citizens on Patrol (COP) [rev. 10/2014]
 

15-5.0 Police Explorer Program [rev. 10/2014]
 

15-6.0 Emergency Contact Information [rev. 05/2015]
 

15-6.1 Residential [rev. 05/2015]
 

15-6.2 Commercial [rev. 05/2015]
 

15-7.0 Homeless Shelters [rev. 01/2014]
 

15-8.0 Prescription Drop Boxes [rev. 09/2016]
 

15-9.0 Security Surveys [rev. 12/2015]
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OUTREACH PROGRAMS
 

15-1.0 CRIME PREVENTION AND COMMUNITY RELATIONS 

GENERAL 

	 Crime prevention and community relations are two of the most important services the 
Department can provide. 

	 For related crime prevention procedures refer to the Community Outreach Officer’s Manual. 

	 For related Citizens On Patrol (COP) procedures, refer to the Citizens On Patrol (COP) 
Manual. 

	 For a detailed job description of duties for members of precinct Community Outreach 
Teams, contact the Baltimore County Office of Human Resources (OHR). 

	 Individuals are not permitted to accompany Department members during their tours of duty 
for the purposes of observation. 
EXCEPTION: The Chief of Police may grant a request for an individual to accompany a 
Department member during the member’s tour of duty only after the: 
1.	 Request has been approved by a bureau commander. 
2.	 Approving bureau commander has provided the Chief with his/her recommendation 

establishing why an exception should be granted. 
NOTE: Department personnel in an operational or training setting do not require the 
approval of the Chief of Police, but will obtain prior approval from their commander and the 
commander of the location where they intend to complete their observation. 

15-2.0 VICTIM/WITNESS ASSISTANCE 

INVESTIGATING OFFICERS 

	 Provide victims/witnesses with as much information as possible about the incident, 
including any arrest information. 

	 Issue victims/witnesses copies of the Maryland Crime Victims and Witnesses Rights and 
Services Brochure, documenting that it was issued on the report. 

	 Refer victims/witnesses to appropriate support agencies for services such as counseling, 
compensation programs, victim advocacy, etc. 

	 Provide victims with a telephone number and complaint number to report additional 
information or to inquire as to the status of the investigation. 

	 Maintain the confidentiality of victims and witnesses consistent with investigative 
procedures and the public information policy. 

	 Request response of the Critical Incident Support Team (CIST) via the 9-1-1 Police Liaison 
if victims, witnesses, family members, or police officers have been traumatized by an 
incident. This request must be approved by a supervisor. 

	 Advise victims/witnesses to contact the police immediately if threatened or otherwise 
intimidated by a suspect involved in the incident. 

	 Recontact victims/witnesses periodically to determine whether their needs are being met, if 
the impact of the crime was unusually severe. 

	 Explain procedures to victims/witnesses regarding their role in prosecution. 

	 Schedule line-ups, interviews, and other case-related events under police control at the 
convenience of the victim/witness, when feasible. 

	 Provide transportation to victims/witnesses, when necessary. 

	 Keep victims/witnesses separated from persons who may make them feel uncomfortable 
while in police facilities (e.g., suspects and their relatives, press members, etc.). 
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COMMUNITY OUTREACH TEAM OFFICERS 

 Assist with follow-up investigations when needed.
 
 Provide assistance needed to allay the fears and concerns of victims/witnesses.
 

PRECINCT COMMANDERS 

	 Administer and coordinates the Department’s role in victim/witness assistance. 

	 Serve as liaison with other bureaus and divisions in facilitating the victim/witness assistance 
program. 

	 Facilitate an inter-agency government committee to monitor and address victim/witness 
assistance issues. 

ADMINISTRATIVE & TECHNICAL SERVICES BUREAU 

	 Ensures the prompt and lawful return of property taken as evidence. 

	 When possible, uses photographs as evidence in lieu of actual property. 

	 Ensures the confidentiality of records and files regarding victims/witnesses in accordance 
with Maryland Law. 

	 Provides training regarding victim/witness rights, types of assistance, and legislative 
changes to the following: 
1. Entrance level recruits. 
2. In-service training classes, all ranks. 
3. Non-sworn employees. 
4. Other agencies/employees (e.g., 9-1-1 Communications Center, etc.). 

COMMUNITY RESOURCES BUREAU 

	 Maintains a resource file for assistance to victims/witnesses and ensures that the 
information is available at all times via the 9-1-1 Communications Center or other systems. 

EMPLOYEE RELATIONS TEAM 

	 Informs all Department personnel of the Baltimore County assistance options available to 
employees and family members who become the victim/witness of a crime, sustain a serious 
injury, or are confronted with a death in the family. 

	 Informs all newly hired, non-sworn employees about the victim/witness programs available 
to employees and the public. 

	 Maintains a Bereavement and Protocol Manual outlining policies and procedures to assist 
the family after a line-of-duty death. 

15-3.0 BICYCLE PATROL 

GENERAL 

	 Only officers, who have successfully completed the Baltimore County Police Department’s 
Bicycle Officer Training Program, or other comparable training being offered by another 
agency, will be assigned to bicycle patrol duties, or use bicycle patrol equipment. Training 
received from other agencies must meet the minimum standards of the Baltimore County 
program, and have the approval of a Baltimore County Police Department Bicycle 
Instructor. 

	 Bicycles may be used during all shifts, and bicycle officers assigned to post units may 
utilize bicycles at their discretion. 

	 Police bicycles may be used for: 
1. Traffic enforcement. 
2. Patrol activities. 
3. Designated special events. 
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4. Plain clothes activities. 

BICYCLE PATROL OFFICERS 

 Have the same duties and responsibilities as other patrol personnel.
 
 Respond to calls for service and handle all related duties.
 
 Ride in pairs whenever practical.
 
 Equip their patrol cars with the Department-issued bicycle rack.
 
 Secure the bicycle to the patrol car rack when not in use.
 
 On bicycle patrol, will park their cars in highly visible locations that are well lit at night.
 
 Notify dispatch that they are on bicycle patrol and state their general area.
 
 On bicycle patrol, will prefix their unit’s call number with “Bicycle Patrol.”
	
 Should not use bicycles in extreme weather and/or road conditions.
 
 Must operate bicycles in compliance with all appropriate laws.
 
 Adequately secure bicycles to fixed objects when left unattended.
 

PRECINCT/SECTION COMMANDERS 

 Assign bicycle patrol officers to areas where they can be most effective. 

 Monitor bicycle patrol activities to evaluate their effectiveness. 

COLLISIONS/INCIDENTS 

	 Minor incidents where no damage/injury results need not be reported. 

	 Incidents involving damage to any property or the bicycle, the officer’s supervisor will initiate 
an investigation, documenting it on a Form 12L, Intra-Department Correspondence, and 
forward it to the precinct commander. 
NOTE: Tire or rim damage due to hazardous roads does not require an investigation. 

	 Bicycle crashes involving an occupied vehicle in transit will be documented on an 
Automated Crash Reporting System (ACRS) report. 

COVERT SURVEILLANCE 

	 Plain clothes officers using patrol bicycles for covert surveillance must fulfill the same 
qualifications as uniformed officers. 

REFERENCES 

 Administrative Manual, Article 7 (Personnel Issues). 

 Administrative Manual, Article 8 (Departmental Property). 

 Field Manual, Article 2 (Traffic Procedures). 

15-4.0 CITIZENS ON PATROL (COP) 

PRECINCT COMMANDERS 

	 Encourage and support the formation of Citizen On Patrol (COP) organizations in their 
precincts. 

	 Monitor all COP groups operating in their precinct to ensure compliance with applicable 
laws and the COP Manual. 
NOTE: Special attention should be paid to those groups receiving County funding. 

	 Provide information to COP groups on crime trends and special problems or other 
applicable information in accordance with the Field Manual, Article 14 (Public Information), 
and the Maryland Public Information Act (MPIA). 
EXCEPTION: As determined by the commander, on a case-by-case basis. 

	 Maintain and analyze records of COP program activities to determine their effect on the 
crime rate, calls for service, etc. 
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	 Ensure that Department members do not distribute a COP member’s personal telephone 
number, address, or similar information without the member’s consent, or pursuant to a 
valid subpoena or court order. 

	 Complete the Grants Review Comment Sheet for each grant application and forward it to 
the Grants Management Team. 

PRECINCT OFFICERS 

	 Whose posts contain a citizen-patrolled area, will meet periodically with COP members 
while the precinct officers are on patrol. 

	 Reinforce COP procedures when coming in contact with COP members. 

	 Refer individuals seeking membership in a COP program to the appropriate organization or 
umbrella group. 
NOTE: “Umbrella groups” are coalitions or associations of two or more COP groups. 

 Help with acclimating new COP members to police patrol. 

 Check on the safety of COP members when requested by dispatch. 

COMMUNITY RESOURCES TEAM (CRT) 

	 Maintains a directory of all Baltimore County COP groups based on the rosters submitted 
by each Community Outreach Team (COT). 

	 Coordinates the issuance, amendment, and circulation of proposed changes to the COP 
Manual. 

COMMUNITY OUTREACH TEAM (COT) 

	 Responds to referrals/inquiries from citizens seeking to establish COP groups. 

	 Maintains a roster of COP groups and leaders in their precincts. 

	 Issues Baltimore County Police Department Citizens On Patrol brochures and booklets on 
how to start a COP group. 

	 Distributes the COP Manual to the COP directors when a group has decided to organize. 

	 Contacts the CRT when a new group is established and supplies them with the following: 
1.	 Name of the new COP group. 
2. Name, address, and telephone number of a contact person and an alternate. 

 Advises COP directors about the Crime Prevention and Youth Grants Program. 

 Serves as the liaison between COP groups and the Grants Management Team. 

 Provides assistance and attends the initial community COP meetings. 

 Maintains contact with the COP groups and monitors their effectiveness toward fulfilling the 
COP mission as outlined in the Department’s COP Manual. 

	 Notifies the CRT of any changes in group status or contact information. 

	 Submits in writing to the CRT proposed amendments to the COP Manual. 

	 Maintains and analyzes financial records of COP groups awarded a Crime Prevention and 
Youth Grant. 

	 Conducts at least one inspection and audit per year of all COP equipment utilized by active 
COP groups to ensure that all equipment is maintained and in good working order, per the 
rules of the Crime Prevention and Youth Grants Manual. 

COP MEMBERS 

	 Have the primary responsibility of furnishing accurate descriptions of suspects and vehicles, 
the location and time of the incident, and suspect activities. 

	 Provide their base station operator with their current location when contact is made. 

	 Patrol only in designated areas. 

	 Encountering any suspicious or criminal activity will maintain an adequate distance to 
ensure their safety. 
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	 Report promptly to the 9-1-1 Communications Center any of the following: 
1.	 Suspicious persons or conditions that could indicate criminal activity. 
2.	 Any criminal incident. 
3.	 Persons requiring immediate medical attention. 
4.	 Traffic incidents (e.g., accidents, DUI drivers, etc.). 
5.	 Any incident that would normally require police involvement. 

	 May display on a vehicle while on patrol in the community one or more amber flashing lights 
subject to the following conditions: 
1.	 The Department has authorized the COP group to display the amber flashing lights in 

their designated patrol area. 
2.	 The COP member’s amber flashing light will be extinguished at the request of a 

uniformed law enforcement officer. 
3.	 The Department may require that a sign meeting specifications set by the Department 

appear on the COP vehicle that identifies the group conducting the patrol while the 
amber flashing light is displayed. 

	 Must give their consent before a Department member can distribute their telephone 
numbers, addresses, or similar information absent a valid subpoena or court order. 

PROHIBITIONS FOR COP MEMBERS 

	 Taking any overt action other than calling for police when they observe suspicious activity 
or incidents that may be criminal in nature. 

	 Operating their vehicles in any manner that would violate any traffic laws of this State or 
County. 

	 Engaging in any foot or vehicle pursuit. 

	 Confronting any suspicious individuals encountered while on patrol. 

	 Making an apprehension or detaining any individual. 

	 Divulging to the general public information they receive from police concerning criminal 
activity. 

	 Carrying any type of weapon. 

COP PROGRAM EQUIPMENT 

 Maintained in good working order by COP members. 

 Returned in good condition to the COP’s respective precinct. 

 Repairs are the responsibility of the respective COP organization. 

COP PROGRAM COMMUNICATIONS 

	 Each COP organization should establish a communications base station or have two units 
on patrol at a time. 

	 The base station should be at a fixed location when communications are established with 
mobile units. 

	 Communications should occur through either the use of cellular phones or two-way radios. 

	 The base station operator (or mobile unit operators) should ensure that contact is made 
with each unit at least once every 30 minutes. 

	 When a mobile unit operator cannot be contacted by another member, the 9-1-1 
Communications Center should be notified immediately. In this instance, the mobile unit’s 
last known location will be given to the 9-1-1 Communications Center, along with a 
description of the operator and vehicle. 

CRIME PREVENTION AND YOUTH GRANTS 

	 Program is administered by the Department under the direction of the Budget Management 
Section Commander. 
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	 Will be available to eligible COP groups. 

	 Information is available to all commands via the Crime Prevention and Youth Grants 
Manual. 

SANCTIONS 

	 May be taken against any COP Group, umbrella group, or individual group member that 
violates COP rules. Sanctions may include: 
1.	 Loss of recognition as a COP; prohibiting the group from participating in training 

opportunities offered by the Department; excluding the group from the distribution of 
any departmental equipment and/or departmental correspondence regarding crime 
statistics, departmentally-sanctioned COP operations, etc. 

2.	 Denial of grant funding from Baltimore County; refusal of future endorsements to any 
other grant source; recall of equipment purchased with Baltimore County funding; 
forfeiture of unspent funds. 

3.	 Initiation of criminal and/or civil proceedings when the infractions violate the law. 

REFERENCES 

 Administrative Manual, Article 10 (Miscellaneous Administrative Procedures).
 
 Citizens On Patrol Manual.
 
 Crime Prevention and Youth Grants Manual.
 
 Field Manual, Article 14 (Public Information).
 

15-5.0 POLICE EXPLORER PROGRAM 

GENERAL 

	 The Baltimore County Police Explorer Program is directed by a committee of sworn 
personnel and chartered annually through the Exploring/Learning for Life Division of the Boy 
Scouts of America. 

	 Each precinct is assigned a designated explorer post and meeting area. 

MEMBERSHIP ELIGIBILITY 

	 Must be a citizen of the United States. 

	 Be at least 14 years of age and not reached their 21st birthday. 

	 Attending school and maintain a minimum grade “C” average. 
	 Must have approval and support of parents or guardian. 

	 Must be a responsible citizen with integrity and moral character. 

	 Must be of sound health, without any physical impairment that would render them unable to 
safely perform the duties of the position without possible harm to themselves or others. 

EXPLORER MEMBERS 

 Upon acceptance into the program are placed on a three-month probation period.
 
 Are expected to attend regularly scheduled meetings.
 
 Are governed by the Baltimore County Explorer Program, Rules, and Regulation Manual.
 

EXPLORER POST/ASSISTANT ADVISORS 

	 Explorer Post Advisors will be sworn police officers who have completed the mandatory 
training requirements established by the Exploring/Learning for Life Division of the Boy 
Scouts of America. 

	 Assistant Advisors can be sworn or non-sworn personnel. Assistant Advisors must 
complete all Post Advisor training requirements. 

	 Must complete the annual Exploring/Learning training to maintain advisor status. 
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	 Notify their immediate supervisor of any activities, travel, and/or any changes to the post or 
program. 

	 Notify their supervisor and the Explorer Advisor Coordinator of any explorer personnel 
issues or infractions that may result in disciplinary actions and/or criminal charges. 

	 Attend the monthly explorer advisor meeting. 

	 Complete monthly reports, record all activities, and maintain financial records. All monthly 
reports will be forwarded to the Explorer Advisor Coordinator. 

SUPERVISORS OF POST/ASSISTANT ADVISORS 

 Ensure that all position requirements have been completed.
 
 Ensure required documentation is completed and forwarded to the appropriate location.
 
 Complete a yearly audit of Post financial records.
 

EXPLORER ADVISOR COORDINATOR 

	 Is responsible for maintaining all records of the mandated training requirements established 
by the Exploring/Learning for Life Division of the Boy Scouts of America. 

	 Ensures completion of the annual Explorer re-charter, County budgetary requests, and 
documentation records of the program. 

	 Works in partnership with the Board of Directors for the non-profit organization, “Friend to 
Police Exploring,” and ensures all fundraising activities are conducted under their authority. 

15-6.0 EMERGENCY CONTACT INFORMATION 

15-6.1 RESIDENTIAL 

FORM 29, VACANT HOUSE FORM 

	 Completed upon receiving notification of a vacant house from the occupant. 

	 Used to aid patrol officers in detecting unusual conditions at vacant homes and provides 
contact information. 
NOTE: Officers will inform the citizen that the police will not be able to physically check the 
home. 

	 Prepared in duplicate: 
1.	 Original - precinct file. 
2.	 Copy - appropriate post car. 

	 Midnight shift desk officers will remove the outdated Forms 29 from the precinct file on a 
daily basis and forward them to the appropriate post cars for removal. 

15-6.2 COMMERCIAL 

NIGHTCARD DATABASE 

	 Located on the Department’s Intranet page. 
	 Used to maintain contact information (e.g., business name, address, telephone number, 

emergency contact name and telephone numbers, etc.) for businesses located within 
Baltimore County. 

	 Updated or modified using a Form 48, Business Information (Nightcard). 
NOTE: Members receiving information in reference to a new business, a closed business, 
or updated contact information will complete a Form 48 and submit it to the Community 
Outreach Team (COT) within whose command the business is located. 

	 Precinct COT supervisors will ensure: 
1.	 Businesses located within the geographic boundaries of their command are entered 

into the database. 
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2.	 The database is updated upon receipt of a Form 48.
 
NOTE: Forms 48 will be destroyed once the database is updated.
 

3.	 The information contained in the database for businesses located within the 
geographic boundaries of their command is reviewed for accuracy at least once per 
year. 

15-7.0 HOMELESS SHELTERS 

DEFINITION 

	 Homeless Person - any individual within the geographic confines of Baltimore County 
without shelter or the means to provide shelter, and with no immediate plans to leave the 
County. 

DEPARTMENT MEMBERS 

	 Provide assistance to homeless individuals brought to their attention. 

	 May refer to the booklet of services for the homeless provided to each precinct. 

	 May contact the Department of Social Services (DSS) at any time for referral and 
assistance. 

	 When appropriate, may initiate a Field Interview Report (FIR) and a METERS/NCIC check 
on each homeless person contacted. 

	 Actively seek out and assist homeless persons in the case of extreme, life threatening 
conditions. Members will transport homeless persons to the nearest shelter if necessary. 
The shelter will be designated by the DSS. 

	 Should only use police facilities for temporary shelters as a last resort. Homeless persons 
will not be housed in prisoner holding cells. 

	 Notify their supervisors when assisting homeless persons. 

15-8.0 PRESCRIPTION DROP BOXES 

GENERAL 

	 The procedures described in this section are specific to this program and do not supersede 
or revise other sections of the Department’s Field Manual and Administrative Manual. 
Members receiving medications, property, or found controlled dangerous substances (e.g., 
while conducting patrol, working at a precinct desk, during a call for service, etc.) will 
complete an Incident Report and package the materials as required by current Department 
policy. 

	 The keys for the prescription drop boxes will be kept within the precincts according to 
established key security procedures. 

ELIGIBLE TYPES OF MEDICATIONS FOR DISPOSAL 

 Non-narcotic prescriptions.
 
 Narcotic prescriptions.
 
 Over the counter medications.
 
 Herbals.
 
 Veterinary medications.
 

INELIGIBLE TYPE OF ITEMS FOR DISPOSAL 

 Needles/sharps.
 
 Biohazard material.
 
 Illegal drugs (e.g., marijuana, heroin, cocaine, etc.).
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DESK OFFICERS
 
	 Request permission from the shift commander prior to opening a prescription drop box. 

NOTE: The approving shift commander will assign a supervisor to serve as a witness 
anytime the prescription drop box is opened, and when its contents are packaged for 
submission to the Evidence Management Unit (EMU). 

	 Wear disposable gloves and use due care when emptying the prescription drop boxes due 
to sharps and leaking/spilled substances. 
NOTE: Needles/sharps, biohazards, illegal drugs, and all ineligible items are not to be 
included in the program and will be handled according to current Department policy. 

	 Remove the heavy-duty trash bag from the prescription drop box and place the bag into a 
cardboard box during the day shift each Sunday. 
NOTE: Desk officers will not remove the bag if it appears that the trash bag in the 
prescription drop box is empty. They may also need to remove the bag prior to Sunday if 
the drop box appears to be nearing its capacity. 

	 Place a new heavy-duty trash bag into the prescription drop box. 

	 Draw a central complaint (CC) number for an Assistance Request and assign the call a 
disposition code of “8” and a situation found code of “E3.” 

	 Complete a Form 15, Property Inventory. The cardboard box and contents will be listed as 
one item and described as “miscellaneous medication.” 
NOTE: The contents of the bag will not be inventoried. 

	 Complete a Form 128, Disposition of Property/Evidence, and indicate for the item to be 
disposed/destroyed. 

	 Seal the cardboard box with evidence tape and attach a Miscellaneous Property Tag. 

	 Place the cardboard box and approved Form 15 and Form 128 into an evidence locker or 
other secure location. 

	 Make an entry in the Evidence Log Book. 

	 Contact the Baltimore County Fire Department, Hazardous Materials Unit, in the event of an 
unknown spill in the prescription drop boxes. 

PRECINCT COMMANDER 

	 May designate members not assigned to the desk to complete the duties assigned to desk 
officers in this section. 

	 May amend the day of the week and shift during which the prescription drop box will be 
emptied. 

EVIDENCE MANAGEMENT UNIT 

	 Collects packaged prescription drop box contents and has them destroyed. 

	 May consolidate the contents of the prescription drop boxes received and awaiting 
destruction. 
NOTE: The Commander of the EMU will ensure members of the Accreditation & 
Inspections Team are present to witness any consolidation activity. 

15-9.0 SECURITY SURVEYS 

GENERAL 

	 Security surveys of individual residences and businesses are completed as a service to the 
community. 

	 Providing general crime prevention information should not be considered the completion of a 
security survey. 
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DEFINITIONS
 
	 Basic Residential and Commercial Surveys - provide basic crime prevention 

recommendations (e.g., upgrading locks on exterior doors/windows, installing a fence to 
secure a vulnerable area, install lighting, etc.) for individual homes or small to mid-sized 
businesses. These are most often completed by Community Outreach Team (COT) and/or 
Business Patrol Initiative (BPI) officers. 

	 Comprehensive Surveys - provide comprehensive recommendations for large businesses, 
government agencies, and communities. These surveys are ideally done during the 
planning stages of facility building to ensure that Crime Prevention Through Environmental 
Design (CPTED) is considered during construction. They contain more detail than the 
surveys completed for residences and smaller businesses, and usually involve a lighting 
assessment. These surveys are conducted by the Community Resources Team (CRT), or 
COT officers who have received advanced security training. 

	 Crime Prevention Through Environmental Design (CPTED) - the proper design and effective 
use of the built environment, leading to a reduction in the fear and incidence of crime and 
disorder resulting in an improvement in the overall quality of life of a building, space, or area. 
This concept utilizes a layered, counter-measure approach that contains: outer perimeter, 
building exterior, building interior, maintenance, and miscellaneous concerns. 

MEMBERS 

	 Provide general crime prevention information to residents or business owners, as 
necessary. 

	 Offer security surveys to any resident or business owner that may benefit from this service, 
and to victims of residential or commercial burglaries. 

	 Advise recipients that completed security surveys are strictly recommendations, and do not 
guarantee the protection of assets, nor presume any departmental responsibility for any 
recommendations given. 

	 Forward a copy of the Incident Report to the precinct COT using the Distribute To fields of 
the Field-Based Reporting system if the victim requests a survey, and an Incident Report is 
completed. 

	 Advise individuals to contact the precinct COT to schedule an appointment for the security 
survey, if a survey is desired and no Incident Report is completed. 

COMMUNITY OUTREACH TEAM MEMBERS 

	 Conduct residential and commercial security surveys: 
1. Requested by citizens and business representatives. 
2. Referred by patrol officers and other Department members. 
3. Assigned by the COT Supervisor. 

 May conduct self-initiated security surveys. 

 Consult with the CRT prior to completing security surveys that involve large businesses, 
multiple residences, government buildings, and situations that may impact government or 
require government intervention (i.e., action by the Baltimore County Council). 

 Provide the survey recommendations to the person requesting the survey. 

 Forward a copy of all completed security survey recommendations to the COT supervisor. 

COMMUNITY OUTREACH TEAM SUPERVISORS 

	 Coordinates and assigns requests for security surveys received by the COT. 

	 Establishes and maintains a confidential file for all security surveys conducted in the 
precinct with a one year retention period. 
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	 Ensures the CRT is consulted prior to completion of all security surveys involving large 
businesses, multiple residences, government buildings, and situations that may impact 
government or require government intervention. 

	 Ensure members conducting surveys have received adequate training. 

COMMUNITY RESOURCES TEAM 

	 Conducts security surveys that impact the availability of government services (e.g., street 
lighting, road service, etc.), involve government buildings, or impact on an entire 
neighborhood. 

	 Assists members conducting security surveys, upon request. 

	 Provides a copy of the survey recommendations to the facility/department head, or person 
requesting the survey. 

	 Submits all comprehensive security survey recommendations to the CRT supervisor for 
review and approval. 

	 Forwards a copy of all comprehensive security survey recommendations to the Office of the 
Chief after approval by the CRT supervisor. 

	 May conduct other security surveys at their discretion. 

	 Notifies the precinct COT supervisor when conducting comprehensive surveys within their 
precinct. 
NOTE: The CRT will include members of the precinct COT in completion of these surveys, 
if possible. 
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