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I. ACKNOWLEDGEMENTPRIVATE 

The original Model Police Operations Manual (MPOM) and Model Sheriffs' Operations Manual (MSOM) were developed in 1984 and 1986 respectively.  The MPOM was updated in 1989.  Since 1994, the Manual entitled Model Law Enforcement Operations Manual (MLEOM) combined the police and sheriffs' operations manuals into one manual.  

This update (2007) of the Operations Manual is basically an addition to the Operations Manual of 1996. This edition builds on and adds to the work provided by numerous police and sheriffs' departments since 1984.  

The new sections of this Model Manual have been added based on an initiative involving GMA, ACCG, GIRMA and the GACP. Research for, and development of, the 27 new sections was completed by Legal & Liability Risk Management institute (LLRMI). The new material provided by LLRMI is marked (NEW 2007). The new sections cover policies or procedures relating to “high liability” areas of law enforcement.
II. INTRODUCTION

The Model Law Enforcement Operations Manual (MLEOM) was original developed by the Georgia Department of Community Affairs to be a usable, comprehensive document which identifies professional standards and requirements for law enforcement operations, particularly for those areas of high liability and officer safety.  It can be used by law enforcement agencies interested in developing their own policies and procedures manuals as a "starting point", and recognizes the importance of having a written body of policies and operating procedures in place. 

The nature and environment of the law enforcement profession require that all officers be given specific and consistent direction in carrying out their duties and responsibilities. To this end the Model Manual should be modified to reflect the particular management practices and operations of individual agencies.  To assist Agencies with the modification, some key words have been underlined.  The underlining usually indicates that the Agency must make a decision regarding the procedure that the Agency will follow.  Most underlined words will have to be replaced with the Agency's policy, practice or procedure.   

In conceptualizing the design for the MLEOM, the underlying theme was to give all members of an agency a clear understanding of their role and responsibilities.  Although written as an overview of operations with a strong inter-relatedness among sections, the Manual is general in its approach, allowing the necessary flexibility to add individualized departmental policies and procedures.  As such, the MLEOM offers a framework upon which to build a comprehensive manual covering agency operations.

While officers are responsible for making discretionary decisions, they perform their duties as part of a larger organization and are bound by law and professional standards.  The policies, rules and procedures set forth to guide them should allow for the full exercise of discretion, and should also provide:

Definitions and performance standards which identify acceptable behavior;
Lines of authority and the chain of command necessary to establish a structure which allows officers to work effectively within the framework of the organization;

Operational guidelines which are consistent with the restrictions of the law, and offer direction in situations where officers may not be able to find an adequate answer based on their own experiences;

The means to limit civil liability on the part of individual line officers, supervisors, the agency and governing authority.  It is recommended that agency manuals address high liability topics with the following preface:

"This directive is for Agency use only and does not apply to any criminal or civil proceeding.  Agency policy should not be interpreted to create a higher legal standard of safety or care in an evidentiary sense with respect to third party claims".

This Manual is also intended for use by agencies that have already developed their own policy and procedures manual, but recognize the continuing need to compare and update it in order to keep current with service demands, changes in procedures and new statutory and case law.

III. DEVELOPING AND IMPLEMENTING A POLICIES AND PROCEDURES MANUAL
Task Force Approach
To facilitate the acceptance and use of a new manual, it is suggested that as many staff as practical (3-10) be involved in its development and implementation.  The Task Force approach to developing a manual is usually the best method for involving a large number of staff in a structured process. This approach creates a sense of personal involvement and responsibility for carrying out the new policies and procedures.  In addition, it provides a vehicle for more meaningful staff input and allows staff members' abilities and potential to be challenged and recognized.

In some cases it may be advisable for the management staff to first develop a draft of the agency's manual, and then present it to line staff for review and comment.  This approach seems to work best in small agencies where staff resources are scarce.

Task Force members should be selected on the basis of their job knowledge, position, willingness to work and motivation.  Personnel from other agencies, particularly those with special knowledge, should also be utilized when appropriate.  Internally, one person should be selected by the Chief Executive Officer to serve as Task Force Coordinator and given primary responsibility for directing the manual development effort.

The Task Force should address all operational areas where written guidance for agency personnel is necessary. If the agency's system of management and operations is complex, it may be advisable to divide the Task Force into smaller groups to better distribute the work and accommodate members' skills and abilities.

The suggested activities of the Task Force include at a minimum: 

· Reviewing and evaluating current operations and management; 
· Reviewing legal and procedural requirements; 

· Identifying policies and procedures topics and contents; 

· Collecting and reviewing relevant resource documents;

· Preparing the manual.  

Agencies are encouraged to use the Model Manual as a beginning point for such an effort. Of course, each Task Force should modify the Model to reflect their government's and agency's specific ordinances, management philosophy, conditions and practices. 

Role of Legal Counsel
Legal counsel should be an active participant in this process, and should render an opinion on the Manual prior to its adoption by the local governing authority. Special attention should be paid to those sections in the Manual which address high liability topics, such as pursuit driving, the use of force, search and seizure and arrest.

Before it is implemented, the Agency's manual should be approved and adopted by both the Chief Executive Officer and the governing authority.
Distribution and Training
After the manual has been approved by the appropriate officials, copies should be distributed to agency staff. Placing the manual in a three ring binder or similar notebook will protect it and keep it in order,  and will allow for changes and insertions of new material.  Once training has been completed, staff should be expected to follow the manual's directions, keep it accessible for use and keep it updated to reflect changes in agency policies and procedures.  Staff members should be required to sign a statement documenting that they have received a copy of the manual, have read and understand it, and acknowledge that they must conduct their work by it. 


Agency staff must be trained and tested on the manual's contents to ensure that they understand the policies and procedures in place.  This kind of training should include both classroom and on-the-job exercises covering all applicable operational topics, and should be an integral part of the agency's on-going training program.  Documentation indicating that this training has been conducted should be maintained by the agency's training officer. 

Manual Revisions
Once the manual is in place, the Chief Executive Officer should designate the person(s) responsible for routinely reviewing its contents to ensure that policies and procedures are still valid and reflect current legal requirements and professional practices.  If agency operations or legal requirements change significantly, the corresponding policies and procedures should be rewritten or supplemented using the same method under which the manual was initially developed.  Whenever changes are made to a section of the manual, the revised date should be placed in the appropriate section of the chapter's title page.

DISCLAIMER
The contents contained herein are not intended to be used as legal advice or opinions.  Rather, they reflect modern law enforcement management thought and standards, and court precedents regarding the daily operations of law enforcement agencies.

Neither the Georgia Department of Community Affairs, Georgia Association of Chiefs of Police, nor their respective representatives assume any liability for the contents, implementation or adoption of this Manual or parts contained herein.

MINIMIZING LIABILITY
Agency and personal liability can be minimized by adherence to a properly constructed policies and procedures manual which has been officially adopted by the governing authority. However, it should be noted that a law enforcement agency and its officers can be held liable for their actions independent of the existence of a policies and procedures manual.

As noted previously, it is highly recommended that legal counsel carefully review and render an opinion on the agency's policies and procedures manual prior to its adoption, and that the governing authority formally adopt the manual before it is implemented.
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