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	GENERAL ORDER
Bow Police Department 
	Number:
102

	
	Title:      
AGENCY STRUCTURE & ORGANIZATION

	
	Issue Date:
1/16/2023
	Effective Date:
1/27/2023



PURPOSE:

	The purpose of this general order is to generally describe the organization and administration of the Bow Police Department (BPD) and to assign responsibilities, functions and duties.

POLICY:

It is the policy of the Bow Police Department to apply basic organizational principles by function. The organization of the BPD will support the effective and efficient accomplishment of the Department’s mission and goals, and the efficient delivery of service to the community. 

DEFINITIONS:

Chain of Command – lines of communication going downward or upward within the organization hierarchy through each successive level of command.

Span of Control – the number of persons reporting to any one supervisor.

I.	PROCEDURES

	A.	Organizational Structure							               

		1.	The Chief of Police is responsible for the direction and management of all activities of the Department. This direction will be accomplished through written policies,  general orders, written and oral orders, guidelines, and guidance, as well as by personal leadership exerted through subordinates.
		
a.	The Chief of Police is the Chief Executive Officer of the Department and is responsible for the duties prescribed for that position, and is ultimately responsible for the successful accomplishment of the Department’s Mission.

b.	The Chief of Police maintains the flexibility to reassign any duty or function within a division at any time.
 
c.	The Chief is the final authority on all matters of policy and procedures within the department, and all sworn and civilian staff ultimately reports to him/her. 

		2.	The Department’s organizational structure, as reflected in the Organizational Chart  (see Addendum A) includes units and individuals, each of which is assigned specific functional areas of responsibility that include activities which are directly related to carrying out department objectives. The Department’s organizational chart will be reviewed and updated periodically as needed to reflect the formal lines of authority and communication within the Department.

		3.	The BPD is divided into two major components or units – the Administrative Division and the Patrol Division – each of which is assigned specific functional areas of responsibility that include activities which are directly related to carrying out the division’s objectives.

		4.	The coordination of the Patrol Division is the responsibility of the Patrol Lieutenant who reports directly to the Chief of Police. The Patrol Lieutenant’s duties include carrying out orders and coordinating the activities of the personnel for whom s/he is responsible.

	B.	Command Protocol

1. In keeping with the concept of Span of Control, the number of employees reporting to any one supervisor will generally be kept within an acceptable range. 

2. All members shall strictly follow the chain of command as outlined in this General Order.

3. If outside agencies or units are called to provide mutual aid or for expert or technical assistance, the commanding officer of the outside agency shall have command of their unit.  However, overall command of the operation shall remain with the BPD.  The outside agency's commander shall act as an advisor to the Bow Incident Commander.

4. Absence of the Chief of Police

a.	In the event of an unanticipated or unscheduled absence of the Chief of Police, the senior command staff officer shall be considered in command of the agency. 

b.	If the Chief of Police is not available, the next highest-ranking Officer shall serve as designee. If neither are available, the senior Officer shall be in charge until a ranking Officer is available, and shall make any necessary reports.

(1)	In the cases where two or more department members are present who hold the same rank, command authority shall rest with the member having the greater length of service within that rank.

(2)	If both department members have the same length of service within that rank, command authority shall rest with the member who has the greater length of service with the department as a sworn officer. 

c.	The Chief of Police may designate the Patrol Lieutenant in command in a pre-planned absence. 
			
5. Department personnel with complaints against other police personnel, except the Chief of Police, must present such complaints to the Chief of Police.  An Officer dissatisfied with the decision of the Chief may appeal to the Town Manager, appealing the case through the Chief of Police.  

a.	Complaints by department personnel against the Chief of Police must be presented in writing to the Town Manager. The complaint must simultaneously be delivered to the Chief of Police.

b.	Department personnel shall not approach the Town Manager on any official matter without permission from the Chief of Police.

	B.	Organizing Principles

1.   	Unity of Command

a.	Each member of the Department shall be accountable to only one direct Supervisor at any given time.				                      
 
b.	Nothing in this section prohibits a member from being assigned to work in different functions or components with overlapping responsibilities.        

2.   	Span of Control:  In order to achieve effective direction, coordination and control, the organization of the BPD shall be such that the number of employees under the immediate control of a Supervisor shall not be excessive. 
		 
 		3.  	 Authority & Responsibility 

a. Authority will be delegated to all members to make decisions relative to their assigned duties, and areas of responsibility. 

b. Each employee will be held fully accountable for the proper use of, or failure to use, this delegated authority.				                 

c.	The Supervisor or senior on-duty full time Officer are accountable for the performance of BPD members under their immediate control.

d.	Multi-Tasking

(1)	Because of its size, the BPD recognizes the need for employees to be multi-taskers. Members assigned to a specific assignment by general order (e.g., Firearms Instructor, SRO, Vehicle Maintenance) are required to perform that function, assume responsibility, and receive authority to carry out the assignment.

(2)	In areas where a specific ancillary assignment conflicts in any way with the chain of command, other members questioning a member’s authority on any issue may contact the Chief of Police for clarification.

4.	Accountability: Supervisors shall be held accountable for the performance of all members in their span of control, and shall be responsible for counseling and assisting members to reach the desired level of job performance. 	           

5.	Inter-Department Communication
			
a. The Department’s internal communications system is designed to provide reliable information to be used in management decision making. The system includes the flow of information (written and oral) between individuals, divisions, and the Chief of Police, which facilitates decision making.

b. Information should flow freely in all directions – upward, downward, vertically – in an effort to facilitate the accomplishment of the Department’s Mission, goals, and objectives.

c. Information may flow in several formats and be stored in a number of places to be utilized by appropriate Department personnel. To avoid duplication, overlapping, gaps, or wasted effort, it is important that all members understand and support the Department’s internal communications system, which includes reports relating to personnel activities and needs used in predicting workload, determining manpower and resource needs, and in budget preparation. 

d. The system includes information as to the effective accomplishment of law enforcement functions, such as Incident Reports, statistical and data summaries of specific department activities, etc.; and incorporates both manual and computerized systems to prepare, store, and make available needed data. 

e. All members are required to follow the chain-of-command for inter-department communication. The chain of command flow is to the member’s immediate Supervisor and so forth, until the desired destination is reached or it reaches the Chief of Police.

f.	The Department will endeavor to foster an atmosphere of open communication between all members.
  
g.	Communication between department personnel should occur at shift change when practical.  Other viable means of communication between units is by memo or the e-mail system.

C.          The following is a statement of general responsibilities of each organizational function of the BPD: 

		1.	ADMINISTRATIVE DIVISION

a. The Chief of Police is the commander of the Administrative Division, and 
has the functional responsibility of recruitment, selection, and retention efforts for the Department.

b.	The Administrative Division, which includes the Administrative Lieutenant and the Administrative Assistant, is responsible for, but not limited to:

· Grants administration
· Records 
· Payroll
· Personnel management
· Accounts payable
· Budget preparation and administration
· Purchasing
· Billing and revenue
· Pistol carry permit issuance
· Liaison with local governments & other Town departments

c.	The Administrative Lieutenant is responsible for the direct supervision of the School Resource Officer and the Detective/MPO, and liaison with SAU #67 and local state and government agencies.

d.	Department Prosecutor

(1) The Prosecutor is responsible for the presentation of all BPD cases to the Concord Circuit Court. The Department currently contracts with  the Concord City Prosecutor’s Office and the County Attorney’s Office for those services. 

(a)	For misdemeanor/violation level crimes, the BPD uses the Concord City Prosecutor’s office, which also reviews search warrants and are always available to answer questions.  

(b)	For felony cases, the BPD uses the Merrimack County 
Attorney’s office.

(2) Prosecutors will act as advisors to the BPD on all judicial/legal matters; and through the Chief of Police, are the final authority on all prosecutorial decision-making matters.

d.	The Administrative Assistant, who reports directly to the Chief of Police, is responsible for maintaining all departmental records, to include review, coding, control, and retrieval as well as the transcription of police reports and the preparation of documents for requests from attorneys, insurance companies, government entities and individuals; and handles pistol permits and any other permit processes that are delegated to the Department. 
			
2.	PATROL DIVISION 

a.	The Patrol Division is under the supervision of the Patrol Lieutenant who is responsible for all patrol related matters.
  
			b.	The Patrol Division is responsible for but not limited to:

· Patrol functions (response to calls for service, filing reports, investigation of crimes, incidents, conditions; arresting offenders; traffic direction and control)
· Parking enforcement
· In-service training
· Fleet maintenance
· Equipment issue and control
· Special events planning and management
· Scheduling
· Community outreach
· Crime Prevention activities

			c.	Positions within this division include:

· Patrol Lieutenant
· Sergeant
· Full-Time Police Officer
· K-9 Officer
· Part-Time Police Officer (if funded/authorized)

d.	The Patrol Sergeant supervises the full time Police Officers, and when authorized  the Part-Time Officers as well.

    II.	PART-TIME POLICE OFFICERS					             

A.	It is the policy of the BPD to supplement staffing needs with the appointment of part-time Police Officers as approved by the Town Manager upon recommendation of the Chief of Police pursuant to RSA 105. The Department has two options to accomplish this goal: (a) to recruit and hire/appoint applicants who are NHPSTC certified as full-time Police Officers and are currently employed full-time by or have recently retired from another NH police agency as a full-time Police Officer; and (b) to recruit and hire/appoint applicants who are NHPSTC certified as Part-Time Law Enforcement Officers or are eligible to become part-time certified by the NHPSTC.

1.	Persons selected to serve as Part-Time Officers shall meet the same hiring standards as full-time BPD Police Officers with regard to educational level, prior experience, and physical condition as required by G.O. #145 Recruitment & Selection, and all other selection criteria established by the Department.  

 2.	A BPD Part-Time Officer’s primary function is to provide services to the community commensurate with his/her training and experience.

B.	Part-Time Officers may be granted sworn status prior to completing training that is equivalent to the training required for part-time or full-time certified Officers performing like functions.

1. Part-Time Officers who have not successfully completed training pursuant to New Hampshire Police Standards and Training Council (NHPSTC) rules as contained in the NHPSTC “Administrative Rules, Training Rules, and Technical Assistance Manual,” and the authorized training program of the BPD, may carry a weapon, enforce the law, or make arrests. 

2.	However, Part-Time Officers may only perform the above functions while participating in the Department’s Field Training & Evaluation Program (see G.O. #128), and when under the supervision of a full-time Officer.
 
C.	Authority									

1.	Part-Time Officers who do not have training equivalent to a part-time or full-time Police Officer will be under the direct supervision of a full-time BPD Officer.  Their authority and powers of arrest will be as directed by their full-time Supervisor and commensurate with their training.	
		
2.	Part-Time Officers having training equal to that of a part-time or full-time Police Officer will possess the same powers and authority as that of a full-time BPD Police Officer.
  
3.	A Part-Time Officer’s law enforcement powers should only be used during specific tours of duty or when witnessing a crime of violence.	            

4.	All BPD general orders, policies and procedures that are applicable to full-time Officers shall also apply to Part-Time Officers.

5.	Part-Time Officers are assigned to the Patrol Division.                   

6.	Part-Time Officers should not take any law enforcement action when off duty other than what is expected of normal citizens, except in the case of crimes involving violence or substantial threat to public or Officer Safety.	
		
7.	Per NHPSTC rule Pol 302.12 (a), a Part-Time Officer is restricted to working a cumulative total of no more than 1300 hours in a given calendar year, unless s/he has successfully completed the full-time police academy. The following on-duty or duty related activities shall not count toward the annual total:

· Time spent attending law enforcement related training. 

· Time actually spent attending court as a witness or waiting for a case to be called. 

· On-call time when remaining at their residence out of uniform, engaged in personal pursuits, or awaiting an emergency call-back or mandatory recall.

8.	On or before January 31st of each calendar year, the Chief of Police or designee shall submit to the Director of the NHPSTC an “Affidavit of Hours Worked for Part-Time Officers” form as part of the Annual Training Report for BPD. 

D. Duties & Responsibilities: The primary duties, responsibilities, authorized activities, restrictions upon, and benefits available of/to a Part-Time Officer include the following:

· Assist with the day-to-day delivery of law enforcement services to the community as the need arises, and to assist the full-time sworn personnel of the Department in special event operations within the Town of Bow. [Failure to comply with the duty to assist the Department may result in disciplinary action, including termination.] 

· Successfully demonstrate a working knowledge of all duties and responsibilities of a full-time Police Officer performing like functions.

· Shall hold the rank of Police Officer; are under the supervision of the Chief of Police; shall follow the chain of command as described in this policy; and while assigned to duty shifts, details, or special events, will be held accountable to only one Supervisor at a time. [If the Chief of Police is not on-duty, the senior full-time Duty Officer will be responsible for direct supervision.]

· Wear the same uniform as full-time Police Officers of comparable rank, as per G.O. #118 Uniforms, Equipment & Personal Appearance, and shall be subject to inspections of uniforms and equipment by Supervisors.								  
· Will be afforded the same discretion as full-time Officers while in the performance of duties.

· Are required to complete modules contained in the Field Training & Evaluation Program Manual for an Officer performing like functions under the immediate supervision of a trained FTO.
 
· May work any vacant patrol shift and details as per G.O. #125 Extra Duty Details & Secondary Employment if they have met all NHPSTC and BPD training requirements	

· Shall have liability protection equal to that of full-time Officers.                                                                                                         
            
· Must honor court subpoenas arising out of their police actions while employed by BPD even if doing so requires appearing in court during the course of their regular outside/non-BPD employment.

· Shall receive an annual performance evaluation similar to that for full-time Officers using standardized forms or format utilized for same as determined by the Chief of Police.

E. Training: In compliance with NHPSTC policy Pol 302.12, Part-Time Officers will: 

· Attend and successfully complete the NHPSTC part-time academy and become certified within six months of their date of hire, and successfully complete the BPD Field Training & Evaluation Program.
	
· Receive initial training in the use-of-force; will be retrained annually in the authorized use of force, as per Policy #207; and will receive firearms training and qualifications equal to full-time Police Officers.

· Receive training in Department policies and will have access to these policies through the on-line computer program.

· Receive and are required to meet the same NHPSTC mandated annual in-service training standards as full-time police Officers. 

· Participate in all in-service training sponsored by BPD as well as other NH law enforcement agencies, to include classroom training on RSA 627:5, non-deadly weapons authorized by G.O. #208 Less Lethal Weapons, handcuffing, defensive tactics training, and blood borne pathogen training.	Training certificates from other agencies will be accepted by BPD to fulfill annual training requirements.

III. 		APPLICABILITY & COMPLIANCE
 
A.        This General Order shall apply to all BPD members, including part-time employees, paid 
and unpaid interns, and civilian volunteers consistent with their job classification and specific assigned duties and responsibilities.  BPD members assigned to or assisting other law enforcement agencies shall be guided by this General Order. Formal disciplinary action may be imposed for any violation of this General Order.
	B.	This General Order constitutes departmental policy and is intended for the internal governance of the Bow Police Department. As provided in RSA 516:36,  in any civil action against any individual, agency or governmental entity, including the State of New Hampshire, arising out of the conduct of a law enforcement officer having the powers of a peace officer, standards of conduct embodied in policies, procedures, rules, regulations, codes of conduct, orders or other directives of this local law enforcement agency shall not be admissible to establish negligence when such standards of conduct are higher than the standard care which would otherwise have been applicable in such action under State law.  


By Order of: 
Kenneth P. Miller
Chief of Police



Amends: BPD G.O. #19-01 (12/4/2020)


Sources:  UPenn PD Dir. #20; UNHPD Policy #A-0102, #O-0802; PSUPD Dir.#11; Greenland PD Dir. #102; Canaan G.O. #102; New 
London PD Dir. #102; Sugar Hill PD G.O. AD-104, AD-105; Thornton PD G.O. #102; Wilmot PD Policy #102


CALEA Standards: 11.1.1, 11.2.1, 11.2.2, 11.3.1, 11.3.2, 11.3.3, 12.1.1, 12.1.2, 12.1.3, 12.1.4 





























Addendum A

ORGANIZATIONAL CHART OF THE BOW POLICE DEPARTMENT

(Rev. 3/2022)
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