


Salisbury University Police Department

CHAPTER 81 - COMMUNICATIONS

The directives in this chapter relate to the department's communication system; a function that satisfies the immediate
information needs of the department in the course of its normal daily activities and during emergency situations.

81.1 Administration

81.1.1 Agreements ~ Shared/Regional Facility
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iv. Fail to keep proper logs.

V. Deny access to properly identified representatives of the FCC.

Vi, Permit profane, indecent, or obscene language.

vii. Willfully permit damage to radio equipment.

viii. Allow the interception, use or publication of the content of a radio

message without permission of the proper authority.

C. It is the responsibility of each PCO reporting for duty to become familiar with
any activity called to his attention by the PCO going off duty.
d. It shall be the responsibility of each PCO to maintain the communication center

in a clean manner and to report to the Communications Supervisor any
deficiencies found.

e PCO's are not permitted to leave the communications center unless sufficient
staff is available.
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The department’s main telephone number (410-543-6222) has three lines and is equipped with a rollover
feature that will send incoming calls first to the main telephone number and then to the other lines (53000 and
53001) in a pre-determined sequence as each line is being used. When the main line is busy, it rolls over to the
second. If both the first and second lines are busy, it rolls over to the third. If the lines go unanswered or all lines
are in use, the incoming call will be sent to the University’s main switchboard staffed by an attendant between the
hours of 8am-5pm. After hours, the switchboard is controlled by an automated attendant with menu options that
can be selected to route the caller to the desired personnel or departments.

81.2.2 Continuous Two-Way Capability

All officers are issued a portable radio and battery, and charger, linked with our Communications Center
which furnishes 24-hour, two-way radio capability. Portable radios and charging units will be kept in operational
readiness by the officer assigned. Security Guards shall sign out a portable radio for use while they are on duty.
Radios will be maintained in the Squad Room and shall be signed out using the form provided. Guards will return
the radios to the charging stations at the end of their tour of duty.

Under certain conditions, such as undercover or surveillance operations, continuous radio
communications may be temporary suspended at the discretion of the supervisor.

Whenever any personnel may be having a problem with a radio or battery, he/she will advise the Field
Operations Commander who will inspect the unit to analyze/repair the problem or if a replacement is needed.

Refer to 22.2.7 —

Chapter 81 pg. 5 5" Ed.



patrol, follow-

Chapter 81 pg. 6 5" Ed.



B. Recording the Status of field personnel

1.

Chapter 81

Officers shall keep the PCO advised of their status; 10-7, 10-8. Officers will at all times
be available on the radio and shall acknowledge all contacts with on-duty personnel and
the communications center.

As a measure to reduce radio traffic, officers may broadcast directly from one unit to
another. Conversations will be as brief as possible as Communications may be holding a
call for service. Supervisors will monitor unit to unit radio traffic and direct it to another
call group if necessary. The PCO will advise units to prepare for a broadcast, but will
wait a reasonable period before broadcasting. Each unit, sworn and civilian, will
acknowledge the broadcast.

All terminals in the communications center can display the status of all officers on duty.
They will be either available, en route to a call, on the scene of a call or a traffic stop, or
out of service. Each unit will advise their beginning tour of duty (10-41) and ending tour
of duty (10-42) via the radio in order that all on duty personnel and PCOs are aware of
who is available.

Whenever an officer is on routine patrol, the officer will be listed on the top half of the
status display terminal as available. If the officer(s) is assigned to or initiates a
complaint, the information will be entered in a terminal located in the communications
center. The complaint number and all associated times are automatically generated by
the computer. When dispatched, the officer(s) status from the top half of the status
display terminal will change from available to en route. This is done automatically by
the computer by assigning an officer(s) to a call and then pushing the record. When the
officer(s) arrives on the scene (10-23), the PCO will change that officer(s) status on the
status display terminal to at scene. When the officer(s) clear the scene (10-24), the PCO
will close out the complaint with a call for service (CFS) disposition and bring officer(s)
back to the available position.

Whenever an officer reports a traffic stop, the PCO will record all information by
computer and change the officer status from available to traffic on the status display
terminal. When the officer clears from a traffic stop the PCO will return the officer back
to the available status.

Whenever officers suspend police duties or go out of service they will notify the
communications center of the location where they will be out of service. The officer will
record on the daily activity sheet all activities to include assigned calls for service.

In the case of a meal period, the officer will request permission to take the assignment.
The Squad Supervisor, who will ensure that enough resources are available to handle
complaints, will make the decision.

It is the responsibility of the supervisor to know where the officers under his supervision
are at all times. This is necessary for the officer's safety as well as assuring that each
officer’s on duty time is utilized effectively by way of preventive patrol, investigation of
complaints and so forth.
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3. Telephone

All officers and PCOs have the ability to contact police and service agencies via direct
telephone contact (landline, cellular telephones).

4, Salisbury University Departments (Maintenance/Housekeeping)

The University Police Department Communications Center has the base station
capability of
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Responding to a field personnel emergency request for assistance or activated emergency
alarm

Officers in need of emergency assistance can immediately notify communications personnel that
assistance is needed or they can activate the emergency duress button on their portable radios.
Duress or panic buttons are also located in the processing area, temporary detention areas and
within the interview rooms. If activated within the agency, PCOs will notify via radio for
additional on-duty officers to respond to the location where the officer is in need of emergency
assistance. The Communications Center is also equipped with a panic button.

Responding officers shall:

Respond and arrive safely to alarm;

Request/provide updated verification information from/to Communications Center;
Determine safety of complaints/officers;

Coordinate tactical positioning of other responding units; and

Conduct preliminary investigations as necessary.

apwdnE

Supervisors are fully accountable to ensure that the appropriate number of officers respond to
any call as assistance may be needed (ie. bank runs, crimes in progress, etc.). Two officers
assigned to such a call will coordinate a simultaneous arrival, where possible.

Bank Runs

A
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Mobile: Md. reg., Adam Mary Lincoln 115, AML 115, Rt. 13 and Bateman
SU: 10-4,123

Mobile: 123, 10-8 traffic stop
SU:  10-4,123

If the mobile unit has no contact with SU after five minutes on a traffic stop, it
is the PCO's responsibility to check the officer's status. When officers clear a
traffic stop, they will make sure to receive an acknowledgement by the PCO.

If an officer is stopping a suspicious vehicle, he will advise at the time of the
stop; the state, the registration number, the number of occupants, and, if
possible, the description of the occupants.

If a patrol unit observes an incident which requires police action, and the unit
is on an assignment, the information will be forwarded to the PCO.

The PCO will dispatch the proper unit. Under no circumstances will a unit give
another unit an assignment.

Communications between the primary unit and the PCO is of the utmost
importance; officers will not tie up the system by communicating with
one another in a long dissertation.

3. Crime in Progress:

a.

Chapter 81

If possible, maintain communications with caller until patrol units arrive
on the scene and/or collect information concerning new developments.

Secure as much information as possible concerning the perpetrator which
includes, but is not limited to:

i. Name, description of perpetrator;
ii. Exact location of perpetrator;
iii. Type of weapon, if any and so forth.

Dispatch initial responding units to the scene with backup unit, if needed:;

i. If warranted, and by the direction of the Squad Supervisor, give the
appropriate response code.

ii. If allied police resources are needed, the Supervisor will advise PCO to
contact the appropriate agency.

Unnecessary transmissions on the radio will cease. If it is necessary to carry on

a long conversation, do it by telephone. The airways cannot be tied up with
long conversations.
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81.2.7 Victim/Witness Requests for Information

When a call is received from a victim or witness requesting infor
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i. Investigating a complaint against an employee;
ii. Clarifying the particulars of an incident;
iii. Training purposes;
iv. Supervision and management to ensure quality service.

E. The REVCORD system allows for the exporting of audio files from the system. Audio files may
only be exported to accomplish an official police objective, such as police investigations, training
purposes, audits, etc. Exported audio files are considered confidential records. Any Officer
requesting an audio record be exported from the REVCORD system must complete SUPD form
050 (Electronic Record: Request / Release Form.) The completed form 050 must be provided to
the
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81.2.11 Emergency Messages

A.
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81.3  Facilities and Equipment
81.3.1 Communications Center Security

The Communications Center is a restricted area with an entry door which will be locked. Only authorized
personnel will be allowed in the center. The purpose for limiting access is to create a secure and appropriate area

for communications personnel to carry out their duties in an efficient and effective manner.

A. Authorized personnel are:

1. Communications personnel;

2. All Sworn staff;

3. Administrative personnel as necessary;

4. Any person that supervisory staff or communications personnel admit to conduct business or to

repair or maintain equipment within the center.

The on-duty PCO or Squad Supervisor has the authority to require other persons to leave the
communications center, if necessary.

B. In order to ensure the safety of the Communications personnel and equipment, the door will remain

closed and secured when feasible and reasonable. Entry is limited to those persons authorized via card
reader access and no personnel shall circumven
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81.3.3
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