
 
 

PUBLIC SAFETY COMMISSION 
TUESDAY, MAY 26, 2020 

8:30 AM 
300 WEST WAUGH ST 

 
A G E N D A  

 
Call to Order 
 
Agenda Approval 
 
Personnel Matters 
1. New Employee Confirmation - Police Department 
2. Dalton Police & Fire Department Appreciation / First Responders by PSC - Dr. Luis 

Viamonte  
 
Approval of Minutes 
3. February 25, 2020 
 
Alcohol Applications 
4. (2) 2020 New Alcohol Applications  
 
Police Department 
5. Crime/Crash Statistics for April 2020 
6. Financials for April 2020 
7. Written Directive Review May 2020 
 
Fire Department 
8. Statistical Report for April, 2020 
9. Financial Report for April, 2020 
10. Review SOP 

1. GP-6 Vehicle accident's involving DFD vehicles versus public property 
11. Capital Purchase  

1. Mid-size SUV 
2. Full-size SUV 
3. 3/4 Ton Pickup truck 

 
Adjournment 
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DALTON POLICE DEPARTMENT 

NEW EMPLOYEE PROFILE SHEET 
 

 

 

NAME:   NICHOLAS RYAN HILL 

 

HOURLY RATE:  $18.22 

 

SEX/AGE:   Male/22 

 

EDUCATION:  May 2019  

    Bachelor of Science 

    Dalton State College 

    Dalton GA 

 

May 2015 Graduate 

    Ridgeland High School 

    Rossville GA 

   

WORK:   May 2015 – December 2019 

    Food City 

    Fort Oglethorpe GA  

 

             

MILITARY:   None 

    

MARITAL STATUS: Single 
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DALTON POLICE DEPARTMENT 

NEW EMPLOYEE PROFILE SHEET 
 

 

 

NAME:   LESLIE ALLEN O’NEAL 

 

HOURLY RATE:  $18.22 

 

SEX/AGE:   Male/38 

 

EDUCATION:  2019 

    Grand Canyon University 

 

December 2017 

    Arizona Western College 

    Associates Degrees (2) 

 

2000 Graduate 

    North Canyon High School 

    Phoenix, AZ 

 

WORK:   October 2014 – January 2016 

    Police Officer 

    Somerton Police Dept. 

    Somerton, AZ 

 

    February 2016 – January 2019 

    Police Officer 

    Yuma Police Dept. 

    Yuma, AZ  

 

MILITARY:   December 2000 – December 2005 

    2006 – 2007 - Arizona Air National Guard 

April 2007 – August 2014 

    USMC 

    

MARITAL STATUS: Married 
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DALTON POLICE DEPARTMENT 

NEW EMPLOYEE PROFILE SHEET 
 

 

NAME:   JACQUELINE PEREZ  

 

HOURLY RATE:  $18.22  

 

SEX/AGE:   Female/26 

 

EDUCATION:  May 2011 Graduate 

    Southeast Whitfield High School 

    Dalton GA 

 

    2011 – 2012 

    Dalton State College 

    Dalton GA 

 

    May 2015 

    Bachelor of Business Administration 

    Georgia State University 

    Atlanta GA 

     

WORK:   August 2015 – February 2018 

    Fulton County Schools 

    Atlanta GA 

 

    March 2010 – August 2013 

    Famous Footwear 

    Dalton GA 

 

MILITARY:   None 

       

MARITAL STATUS: Single 
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CITY OF DALTON  

PUBLIC SAFETY COMMISSION 

MINUTES 

FEBRYART 25, 2020 

 

The regular meeting for the Public Safety Commission was held today in the Council Chambers of City 

Hall at 8:30 a.m.  Present were Chairman Bill Weaver, Commissioners Terry Mathis, Kenneth Willis, 

Anthony Walker, Fire Chief Todd Pangle, Police Chief Cliff Cason, and City Attorney Gandi Vaughn. 

Councilmember Annalee Harlan was absent.   

 

AGENDA AMENDMENT 

On the motion of Commissioner Walker, second Commissioner Willis, the Agenda was amended to add 

“Dr. Luis Viamonte Swear-in” after Agenda Approval and “Public Commentary” before Adjournment. 

The vote was unanimous in favor.   

 

OATH OF OFFICE – DR. LUIS VIAMONTE 

City Attorney, Gandi Vaughn administered the Oath of Office to Dr. Luis Viamonte. Dr. Viamonte would 

finish Commissioner Keith Whitwoth’s unexpired term of, December 31, 2020. Commissioner Viamonte 

took his seat at the dais.  

 

MINUTES 

The Commissioners were presented written copies of the regular called meeting minutes of January 28, 

2020. On the motion of Commissioner Mathis, second Commissioner Walker, the minutes were 

approved.  The vote was unanimous in favor. 

 

 

(1) ALCOHOL APPLICATIONS 

On the motion of Commissioner Willis, second Commissioner Walker, the Commission approved the 

following new alcohol application. The vote was unanimous in favor.  

 

1. Business Owner: El Comal Tienda Y Cocina, LLC  

d/b/a:   El Comal Tienda Y Cocina, LLC  

Applicant:  Claudia Alvarez   

Business Address: 616 Fourth Ave, Suite 4-6 

Type:    Pouring Beer, Package Beer 

Disposition:                    New   

 

POLICE DEPARTMENT 

 

Crime and Crash Statistics for January 2020 

Police Chief Cliff Cason presented the Crime and Crash Statistical Reports for the month of January, 

2020. Chief Cason gave a written and oral summary of the crime and crash statistics. As noted in the 

written summary, Chief Cason reported the rate of Year to Date Part I crimes are down by 17.3% when 

compared to the same month in 2019. Chief Cason further reported that during the month there were 116 

non-private property crashes and stated injury crashes decreased from December 2019.   

 

On the motion of Commissioner Walker, second Commissioner Willis, the report was approved. The 

complete report in its entirety is a part of these minutes. The vote was unanimous in favor. 

 

 

Financial Statistics for January 2020 

Police Chief Cliff Cason presented the Financial Report for all divisions within the Dalton 

Police Department for the month of January, 2020. Chief Cason reported that the department 

expended 9.1% of their 2020 budget and are 2% under budget, and on track for the fiscal year. 

 

On the motion of Commissioner Mathis, second Commissioner Willis, the financial report was approved. 

The complete report in its entirety is a part of these minutes. The vote was unanimous in favor. 
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Minutes | Page 2 

 

POLICE DEPARTMENT                              …… Continued 

 

Written Directives 

Police Chief Cliff Cason presented the following directives for approval: 

  

 2.9   Organizational Chart 

 2.23   Records Management System  

 3.19  Personnel Early Intervention System 

 3.12  Emergency Vehicle Driving 

 

On the motion of Commissioner Walker, second Commissioner Viamonte, the Commission adopted the 

following Written Directives. The directives are a part of these minutes. The vote was unanimous in 

favor. 

 

FIRE DEPARTMENT 

 

Monthly Statistical Report – January 2020 

Fire Chief Todd Pangle presented the January, 2020 Statistical Report to the Commission. Chief Pangle 

outlined details of the complete report that included the Incident Type Report, Dollar Value Saved & Loss 

Analysis, NFPA Fire Experience Survey, Incident List by Incident Number, Training Division Monthly 

Report, Fire Safety Division Monthly Report, Engine Company Pre-Plan Updates, and the Inspection 

Summary. 

 

On the motion of Commissioner Walker, second Commissioner Willis, the Commissioners approved the 

January, 2020 Statistical Report for the Fire Department. A copy of the report outlining all incident values 

is a part of these minutes. The vote was unanimous in favor. 

 

Monthly Financial Report – January 2020 

Fire Chief Todd Pangle presented the Financial Report for the month of January 2020 to the Commission. 

Chief Pangle stated the department is 1% under budget for the month and on track for the fiscal year. 

 

On the motion of Commissioner Whitworth, second Commissioner Willis, the Commissioners approved 

the Financial Report for the Fire Department. A copy of the report is a part of these minutes. The vote was 

unanimous in favor. 

 

Architect Agreement-Station One Roof 

On the motion of Commissioner Walker, second Commissioner Mathis, the Commission approved the 

Architect Agreement for Station One Roof presented by Fire Chief Todd Pangle. A copy of the agreement 

is a part of these minutes. The vote was unanimous in favor.  
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Automatic Aid for Fire Services and First Response  

Fire Chief Todd Pangle presented to the Commission the Intergovernmental Agreement for Automatic 

Aid for Fire Services and First Response for approval in support to submit to the Mayor & Council. Chief 

Pangle explained the agreement would better serve the Citizens in a more efficient manner by establishing 

feasible boundary limits and or response areas between the City of Dalton’s Fire Department and 

Whitfield County’s Fire Department.  

 

Chief Pangle further explained in detail the IGA’s articles with regards to Liabilities, Compensation, 

Release of Claims and Injuries to Personnel, No Benefit to Third Parties, Term of Agreement, Standard of 

Equipment, Administration, Construction, and the Severability of Terms.  

 

Chairman Weaver asked City Attorney Gandi Vaughn and Fire Chief Pangle what was the Commission’s 

responsibility with regards to the IGA approval. Chairman Weaver stated the Mayor & Council had tabled 

this item for approval at their regular called meeting. City Attorney Gandi Vaugh and Chief Pangle 

explained the Fire Department was asking for the Public Safety Commission’s support and 

recommendation with the Automatic Aid agreement between the two parties.  

 

City Attorney Gandi Vaugh assisted Chairman Weaver with the exact wording for the motion. On the 

motion of Commissioner Mathis, second Commissioner Walker, the Commission motioned to 

recommend the agreement in approval to the Mayor & Council as presented by Chief Pangle. 

Commissioner Viamonte asked Fire Chief Pangle if there could be an understanding with Whitfield 

County’s Fire Department to make their EMTs grow in numbers within their Department to better assist 

all the citizens of the County and City.  

 

After some discussion, City Attorney asked Commissioner Viamonte to amend the previous 

recommendation of approval to also include a recommendation provision that would enhance the EMT 

services particularly to the Farm Subdivision (Whitfield County’s Station 9).  

 

On the motion of Commissioner Viamonte, second Commissioner Mathis, the Commission motioned to 

recommend the agreement in approval to the Mayor & Council with the a recommendation provision that 

would enhance the EMT services provided to not only the Farm Subdivision, but also Whitfield County 

as a whole. The amended motion was voted unanimously. A copy of the IGA and the Automatic Aid 

Analysis is a part of these minutes.  

 

PUBIC COMMENTARY 

No comments were made by the public.  

 

ADJOURNMENT 

There being no further business to come before the Commissioners, on the motion of Commissioner 

Mathis, second Commissioner Willis, the meeting was adjourned at 10:06 a.m. 

 

 

 

       ________________________ 

       Bill Weaver, Chairman 

ATTEST: 

___________________________ 

Anthony Walker, Secretary 
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2020 ALCOHOL BEVERAGE APPLICATION 
PSC TUESDAY MAY 26, 2020 
M&C MONDAY JUNE 1, 2020 

                                      
(2) 2020 ALCOHOL APPLICATION 

1. Business Owner: Creative Arts Guild Community Support Corporation   

d/b/a:   Creative Arts Guild Community Support Corporation 

Applicant:  Leanne Martin 

Business Address: 520 West Waugh St 

Type:    Pouring Beer, Pouring Wine 

Disposition:                    New  

 

2. Business Owner: Tenoch, LLC  

d/b/a:   Tenoch 

Applicant:  Laura Vital  

Business Address: 319 N. Hamilton St.   

Type:    Pouring Beer, Pouring Wine, Pouring Liquor 

Disposition:                    New  
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To:  Public Safety Commission 

From:  Chief Cliff Cason 

Date:  May 26, 2020 

Subject: Written Directive Review 

 
Number Page  Title/Changes    
 
2.8    News Media / Public Information 
  1  Updated Revision and Re-evaluation dates 
    Section I – Rewording, moved one sentence to next  
     section 
    Section II (A) – Sentence moved from previous section 
     (B) – Re-lettered, rewording 
     (C) – Re-lettered, rewording 
  1-2  Section III (A) – Rewording, removed item 7 and item 9,  
     renumbering 
  2   (B) – Rewording 
  3   (C) – New sub-section on Social Media 
    Section IV (A) – Rewording 
  3-4   (B) – Rewording 
  4   (C) – New item 
  4-5  Section V – Rewording, removed items G, H, and N, re- 
     lettering 
  5  Section VI (A) – Rewording 
    Section VII (A) – Rewording 
     (C) – Rewording 
  6  Section VIII (A) – Rewording 
     (B) – Rewording 
     (C) – Rewording 
     (E) – Lettered as a new item, new wording 
  6-7  Section IX – Removed lettering, removed item B,   
     rewording 
  7  Section X – Rewording 
    Section XI – Removed item A, re-lettering, new wording in  
     new Item B 
 
2.16    Form Development, Modification, and Approval 
  1  Updated Revision and Re-evaluation dates 
    Section I – Rewording 
    Section II (A) – New lettering, rewording 
     (B) – New lettering, new numbering, rewording 
  2   (C) – Rewording 
     (D) – Rewording 
     (E) – Rewording 
    Section III – Rewording 
 
2.26    Field Training Officer and Mentoring Programs 
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    This is a new policy that replaces the previous Police  
    Officer Training Program policy due to the Department  
    changing programs for the field training of new officers. 
 
 
3.14    Employee Timekeeping, Compensation, and Benefits 
  1  Updated Revision and Re-evaluation dates 
    Section I – New wording added 
    Section II (A) – Rewording 
  1-2   (B) – Rewording, added numbering on sub-item 5 
  2   (C) – Rewording, moved sub-items 5 and 8 to a  
     following section and re-numbered 
  3  Section III (A) – Rewording 
     (B) – Rewording 
     (D) – Rewording 
  3-4   (E) – Rewording, removed sub-items 5 and 6 and  
     re-numbered 
  4  Section IV – New section that incorporates the some of the 
     previous Section IV 
  5-6  Section V – Made this into a separate section, added  
     lettering and numbering, rewording throughout 
 
 
3.18    Grievance Procedures 
  1  Updated Revision and Re-evaluation dates 
    Section IV (A) – Rewording 
  2   (D) – Rewording 
  3   (E) – Rewording 
 
 
4.8    Preliminary Investigations 
  1  Updated Revision and Re-evaluation dates 
    Section I – Rewording 
    Section II – Rewording 
    Section III (B) – Lettered, rewording 
  1-2   (C) – Lettered, rewording, moved sub-item 11  
     and re-numbered 
  2   (D) – Re-lettered, rewording 
  3   (E) – New item that was moved from previous sub- 
     section 
    Section IV (A) – Lettered, removed wording 
     (B) – Lettered, rewording 
     (C) – Lettered 
  3-4   (D) – Lettered, rewording 
  4   (E) – Lettered, rewording 
    Section V (F) – New lettering, rewording 
    Section VI (A) – Lettered 
     (B) – Lettered, rewording, new numbering 
  5   (C) – Lettered 
     (D) – New sub-item 
     (E) – New sub-item 
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     (F) – New sub-item 
     (G) – New sub-item 
 
 
4.28    Juvenile Procedures 
  1  Updated Revision and Re-evaluation dates 
    Section I – Rewording 
  2  Section III (A) – Lettering, rewording 
  3   (B) – Lettering, rewording 
     (C) – Lettering, rewording 
     (D) – Lettering, rewording 
    Section IV (B) – Rewording 
     (C) – Rewording 
     (D) – Rewording 
     (E) – Rewording 
  3-4  Section V (A) – Sub-numbering, sub-lettering, rewording 
  4-6   (B) – Re-numbering, sub-lettering, sub-numbering,  
     rewording 
  6  Section VI (A) – Lettering, rewording 
     (B) – Re-lettering 
     (C) – Re-lettering, rewording 
     (D) – Re-lettering, rewording 
  7   (E) – Re-lettering, rewording 
     (F) – Re-lettering, rewording 
     (G) – Re-lettering, rewording 
  8  Section VII (D) – Rewording 
    Section VIII – Rewording title of section, rewording 
    Section IX (A) – Numbering, rewording 
     (B) – Rewording 
     (D) – Rewording 
 
 
6.1    Emergency Call-Out and Notification 
  1  Updated Revision and Re-evaluation dates 
    Rewording Title of Policy 
    Section I – Rewording 
    Section II – Rewording 
    Section III – Rewording 
     (A) – Rewording 
    Section IV (A) – Lettering, rewording 
  2   (B) – Re-lettered, rewording 
     (C) – Lettering, rewording 
     (D) – Re-lettered, rewording 
     (E) – Re-lettered, rewording 
  3  Section V – Rewording 
    Section VI – Rewording 
     (A) – Rewording 
     (B) – Rewording 
     (C) – Rewording 
     (D) – Rewording 
  4   (E) – Rewording 
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     (F) – Rewording 
     (G) – Rewording 
 
 
6.2    Hazardous Materials Incident Response 
  1  Updated Revision and Re-evaluation dates 
    Section I – Rewording 
    Section II (B) – New definition 
     (C) – Re-lettered 
     (D) – Re-lettered 
     (E) – New definition 
     (F) – Re-lettered 
  1-3  Section III (A) – Rewording, removed sub-items 8 and 9,  
     added sub-items 7c and 7d 
  3-4   (B) Rewording, re-numbering, re-lettering, removed 
     sub-items 11a and 11b  
  4   (C) – Rewording 
  5-6   (D) – Rewording, re-numbering 
  6   (E) – New sub-section on decontamination   
     procedures 
 
 
6.7    Automated Emergency Notification System 
  1  Updated Revision and Re-evaluation dates 
    Section I – Rewording 
  2-3  Section III (A) – Rewording 
     (B) – Rewording 
     (C) – Rewording, sub-lettering, sub-numbering 
  3-4   (D) – New sub-section  
 
 
7.2    Robbery or Burglar Alarm Procedures 
  1  Updated Revision and Re-evaluation dates 
    Updated title of policy 
    Section I – Rewording 
    Section II (A) – Restructured this sub-section, rewording,  
     new sub-sections 4 and 5 
  2   (B) – Restructured this sub-section, rewording, new 
     sub-section 4 
  3   (C) – New subsection, several new items,   
     rewording 
 
 
7.15    Roadblocks 
  1  Updated Revision and Re-evaluation dates 
    Section II (A) – Rewording 
     (B) – Rewording 
    Section III (A) – New numbering 
  2   (B) – Rewording 
     (C) – Rewording 
  3  Section IV (A) – New numbering, re-numbering, rewording 
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     (B) – Rewording 
     (C) – Rewording 
  4  Section V (A) – Rewording 
    Section VI – Rewording 
 
 
7.26    Unmanned Aircraft Systems 
  1  Updated Revision and Re-evaluation dates 
    Section I – Rewording 
    Section II – Rewording 
  1-2  Section IV (A) – Rewording, new item 6 
  2-3   (B) – Rewording 
  3   (C) – Rewording 
  4-5   (D) – Rewording, new items 3, 6a, 6b, 6c 
  5   (E) – Rewording, new item 4 
  6   (F) – Rewording, new items 4 and 5 

33



RESTRICTED LAW ENFORCEMENT DATA 
The data contained in this manual is confidential for internal department use only, and will not be divulged outside the department without the 
written approval of the Chief of Police. 

DALTON POLICE DEPARTMENT 

 Effective Date Number 

May 1, 1998 GO88-2.8 
Subject 
News Media / Public Information 
Reference Revised 

O.C.G.A. - 16-6-23; 50-18-70 

CALEA Standards – 54.1.1, 54.1.3, 54.1.4 
May 28, 2019  May 26, 2020 

Distribution Re-evaluation Date No. Pages 

All Personnel  March 2021  May 2022 6 

 
 
I. Policy 
 

It is the policy of the Dalton Police Department that personnel are be committed to fully 
cooperating cooperate fully with news media representatives in support of their “right-to-
know” guarantees of the First Amendment  Personnel will provide and to providing factual 
and timely information on a fair and impartial basis without jeopardizing the rights of victims 
or persons accused of crimes or compromising sensitive investigations.  Information will 
be released in compliance with the Georgia Open Records Act O.C.G.A. 50-18-70. 

 
II. Public Records 
 

A. Information and public records shall be released in compliance with the Georgia 
Open Records Act, O.C.G.A. 50-18-70. 

 
B.A. Except for the restrictions cited in this policy, miscellaneous incident, arrest, and 

other criminal incident information on file of a routine nature are is considered to 
be in the public domain and will shall be made equally available to all news media 
representatives. 

 
C.B. Special news releases that concern a recent event, arrest, or crime will shall be 

available to all news media representatives. 
 

III. Procedures 
 

A. Duties of the Public Relations Specialist City of Dalton Communications Director 
 

1. Distribute information to the media and to the public employees within the 
agency following in accordance with Dalton Police Department policies and 
procedures. 

 
2. Be available for on-call response to the media. 
 
3. Inform the Prepare media releases and social media posts for of major 

public events requiring an extended presence of Departmental personnel. 
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4. Assist the media at crime and incident scenes and with covering routine 
stories. and at the scenes of incidents; 

 
5. Coordinate Assist with the release of authorized information concerning 

confidential investigations and operations. 
 
6. Coordinate and authorize Assist the Department with the authorized 

release of information about victims, witnesses, and suspects. 
 
7. Develop positive working relationships with local media representatives by: 

 
a. Establishing working guidelines; 
 
b. Determining local media deadlines and help media representatives 

meet their deadlines; and 
 
c. Preparing and distributing periodic news releases. 

 
7.8. Arrange and coordinate press conferences, when needed. 

 
9. Develop video and photographic records of the Department's activities. 
 
8.10. Assist the Department with maintaining communications with the public and 

media through electronic sources, such as the internet and social 
networking sites. 

 
B. Other Personnel 
 

1. It is important that the agency all employees “speak with one voice” in 
providing accurate and consistent information.   

 
2. Employees should shall: 

 
a. Direct news media representatives to the Public Relations 

Specialist, Communications Director, lead investigating Officer, 
Incident Commander, or shift Supervisor Watch Commander, or 
any other employee designated by the Chief of Police when asked 
details regarding a collision, crime, or other incident. 

 
b. Assist news personnel, as directed by the Public Relations 

Specialist approved by the Chief of Police or his / her designee, in 
covering routine stories and at collision and incident scenes. 

 
c. Not say, “no comment”;  Not reply to a question from news 

personnel by stating, “No comment.” 
 
d. Not speculate about liability issues or causation. 
 
e. Use secure communications methods for transmitting sensitive 

information. 
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3.2. Ranking Officers Supervisors at crime or incident scenes may release 
factual information of a general nature to the media, as governed by this or 
other Department policies (i.e. death notifications, juveniles, etc.) or if given 
prior approval by the Public Relations Specialist Chief of Police or his / her 
designee. 

 
C. Social Media 

 
1. Employees designated by the Chief of Police are authorized to post 

information on the Department’s social media accounts.   
 
2. Those employees are required to receive training on how to effectively and 

professionally perform this function. 
 
3. Social media shall be used to inform the community about Department 

activities and programs, neighborhood safety concerns, roadway hazards, 
or community events. 

 
4. Social media may also be utilized to request assistance in identifying 

possible suspects or gathering leads for criminal investigations. 
 
5. All information posted to the Department’s social media accounts shall be 

factual in nature and shall not contain opinion, conjecture, or speculation. 
 
6. Only designated employees may reply to comments or questions posted to 

the Department’s social media accounts and shall do so in a professional 
manner. 

 
IV. Information That Shall be Released 
 

A. Arrestee 
 

1. The accused's name, year of birth, residence, occupation, marital status, 
and other background information, except social security number 

 
2. The exact charge, such as the complaint, warrant information, or 

indictments 
 

3. The identities of the investigating and / or arresting Officer(s) and arresting 
Officers and the length of the investigation 

 
4. The circumstances immediately surrounding the arrest, including the date, 

time, location, and the occurrence of resistance, pursuit, if any, or 
possession and / or use of a weapon by the suspect or Police Officer(s), if 
applicable 

 
5. Information necessary to obtain public assistance in apprehension of a 

suspect 
 

B. Incident Information 
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1. Time, substance, and location of complaints or requests for assistance 
 

2. The location, date, and time, injuries sustained, damages, and a 
description of how the incident occurred 

 
3. Amount and type of property taken 

 
4. The name, age, and address of any adult charged with a crime 

 
5. Information warning the public of danger or the nature of and frequency of 

crime in the community 
 

C. Other Identity Information 
 

Identity information for victims, witnesses, suspects, and juveniles shall be 
released in accordance with the Georgia Open Records Act. 

 
V. Information That Shall Not be Released 
 

A. Opinions about a defendant’s guilt or innocence 
 

B. Admissions, confessions, or the contents of a statement attributed to the defendant 
or the defendant’s refusal to make an admission, confession, or statement 

 
C. Reference to the results of investigative procedures, such as fingerprints, 

polygraphs, ballistics or laboratory tests, wiretaps, electronic surveillance, or the 
refusal of a suspect / defendant to take requested tests 

 
D. Statements concerning the identity, character, or credibility of a prospective 

witness 
 
E. Prior criminal record of arrests without dispositions and / or the character of a 

defendant.  Any requests for arrests without a disposition shall be referred to the 
appropriate agency. 

 
F. Opinions concerning evidence or argument in the case and whether it is 

anticipated that such evidence is essential 
 

G. The identities of victims or intended victims of sex crimes, child abuse, or related 
information, which would tend to lead to the victim’s identification 

  
H. The identity of any juvenile under the age of seventeen (17) who is a suspect or 

defendant in any case. 
 
G.I. The identity of any critically injured or deceased person prior to the notification of 

next of kin, except Exception will be when notification has been attempted but is 
not possible within a reasonable amount of time 

 
H.J. Contents of suicide notes 
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I.K. The specific cause of death, until determined by the county coroner or state 
medical examiner 

 
J.L. Specifics of the a crime or any information that could be known only by the guilty 

party 
 

K.M. Information received from other law enforcement agencies without their 
concurrence in releasing said information 
 

N. Suspect information, except that information deemed necessary to warn the public 
of the danger of an un-apprehended suspect or to assist in effecting the arrest of 
the suspect 
 

L.O. Social security numbers and driver’s license numbers 
 

M.P. Supplemental reports that are the subject of a pending investigation or prosecution 
 

N.Q. The month and date of birthdays for all subjects listed in the report 
 

O.R. Telephone numbers 
 

P.S. Any other records or information as outlined in the Georgia Open Records Act 
 
VI. Information That is Restricted to Release by the Chief of Police or Designee 
 

A. Statements of Department policy, official responses to criticisms, comments that 
are critical of another agency, institution, or public official, information concerning 
confidential agency Department investigations or operations, or statements 
pertaining to pending litigation involving the Department. 
 

B. Information regarding an internal investigation of alleged misconduct by members 
of the Department or the disciplinary action taken as a result of any such 
investigation. 
  

C. The names of Department members subject to disciplinary action as a result of an 
ongoing or completed investigation. 

 
VII. Photographs and Suspect Interviews 
 

A. Members of the Department should shall neither encourage nor discourage 
members of the media or any other persons to the photographing of suspects or 
defendants when they are in public places.  In no event should shall the accused 
be photographed in a posed position. 
 

B. Photographs or “mug shots” of an un-apprehended suspect may be released at 
the discretion of the Chief of Police or Division Commander. 
 

C. Personnel Employees shall not allow persons in custody to be interviewed by 
news media representatives. 

 
VIII. Access to Crime and Incident Scenes 
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A. Direct access to crime and incident scenes by news media representatives shall 

be allowed only after all known evidence has been processed and the on-site 
investigation completed. 

 
1. Prior to the processing of crime scenes, the Officer-in-charge shall restrict 

news media representatives and photographers to outside the established 
perimeter established by the Officer in charge. 
 

2. The Public Relations Specialist Communications Director may be called 
requested to respond to any scene at the discretion of the Officer-in-
charge.   

 
3. The Public Relations Specialist Communications Director or designated 

Officer shall will establish a news media staging area outside the perimeter 
of the crime scene and will shall be responsible for obtaining information 
from the commanding Officer-in-charge and providing updates to the 
members of the news media. 

 
B. After the crime scene has been released by the Officer-in-charge, access will shall 

not be restricted, except that permission must be obtained from the owner if the 
location is on private property. 
 

C. Media access to fire scenes is controlled by the Dalton Fire Department’s Incident 
Commander Officer in charge.  The ranking Police Officer at the fire scene shall 
confer with the fire official DFD Incident Commander and assist in establishing an 
observation point for the media. 
 

D. Media access to major incidents, natural disasters, and other catastrophic events 
is controlled by the Incident Commander. 

 
E. During major incidents, natural disasters, and other catastrophic events, the 

Communications Director or designated Officer shall The Public Relations 
Specialist will establish a news media staging area outside of the perimeter of the 
event and will shall be responsible for obtaining information from the Incident 
Commander and providing updates to the members of the news media. 

 
IX. Juveniles 
 

A. Arrest reports, motor vehicle collision reports, and other information regarding the 
identity of persons under the age of seventeen (17) may not be released to the 
media, public agencies, or other unauthorized persons in accordance with the 
Georgia Open Records Act. except collision reports which include juveniles may 
be released. 
 

B. Information regarding juveniles may be released to the following upon showing of 
proper identification: 

 
1. The juvenile, parents or guardian, and juvenile’s attorney, if ordered by 

Juvenile Court 
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2. The District Attorney’s office 
 

3. Law enforcement agency where the juvenile resides 
 
4. Juvenile Court, probation, or other agencies, as set forth in O.C.G.A. 15-

11-82 and 15-11-83 
 
X. Incidents Involving Multiple Agencies 
 

When incidents involve more than one agency, the ranking Police Officer shall confer with 
officials from the other agency(s) to determine who will be responsible for releasing or 
coordinating the release of information to the news media.  This will usually be the agency 
having primary jurisdiction over the incident. 
 

XI. Responsibilities for the Release of Information 
 

A. The Public Relations Specialist shall be appointed by the Chief of Police. 
 

A.B. The Chief of Police shall be notified as soon as possible regarding ongoing criminal 
investigations that may prompt inquiries from the news media. 

 
B.C. Only the Chief of Police or his / her designee are authorized to call press 

conferences, issue press releases, or post information to the Department’s social 
media accounts. 

 
XII. Participation in Policy 
 

All employees are public relations ambassadors of the Department and are encouraged 
to bring suggestions that would enhance public awareness of Department programs and 
activities to the attention of the Chief of Police. 

 
 
 

This policy supersedes any previous policies issued. 
 

BY ORDER OF 
 
 
 

_________________________________________________ 
CHIEF OF POLICE 

 
 
 

 

40



RESTRICTED LAW ENFORCEMENT DATA 
The data contained in this manual is confidential for internal department use only, and will not be divulged outside the department without the 
written approval of the Chief of Police.     

DALTON POLICE DEPARTMENT 
 
 Effective Date Number 

May 1, 1998        GO88-2.16 
Subject 

Forms Development, Modification, and Approval 
Reference  Revised 

CALEA Standards – 11.4.2 
 March 27, 2018  May 26, 2020  

Distribution Re-evaluation Date No. Pages 

All Personnel  March 2020  May 2022 2 
 
 
I. Policy 
 

It is the policy of the Dalton Police Department to provide a systematic method of form 
development, modification, review, and approval of for all forms utilized by the 
Department. 

 
II. Development and Control 
 

A. The Support Services Division Operations Supervisor or his / her designee shall 
be the person vested with the responsibility of the coordination of responsible for 
coordinating the creation, modification, and review of all forms used by the Dalton 
Police Department. 

 
B.A. Creation 

 
1. Any new form that is to be implemented by any Division shall conform to 

the standards set forth in this directive. 
 
2.1. The requestor should shall first determine whether a new form is actually 

needed or if it may be consolidated with another form in order to prevent 
duplication.   

 
3.2. The requested form should shall be accompanied by a statement of the 

form's purpose, form’s origin, number of copies required, and completion 
instructions. 

 
4.3. The form should shall be submitted in electronic format. 
 
5.4. Data elements contained in the form should shall include all needed 

information for that particular form and should be spaced to allow sufficient 
room for entering information. 

 
6.5. The data sequence should shall be consistent with other forms used within 

the agency Department. 
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7.6. The format should be as simple as possible, and easy to read, and easy to 
understand.  Terms used should shall be consistent with those used on 
other agency Department forms. 

 
8.7. Storage and retrieval procedures should shall be given consideration when 

determining the proper size of the form.  Consideration should be given to 
the storage location and the retention time of the form. 

 
9.8. The copies intended for distribution should shall have a clear purpose for 

each component or section receiving the copy. 
 

C.B. Modification 
 

If a current form needs to be modified, the modifications to be made should shall 
be notated on the form.  The modifications should shall conform to the procedures 
outlined above. 
 

D.C. Review of New or Modified Forms 
 
1. The form shall be first approved by the Supervisor and Division 

Commander of the person employee who designed the form. 
 
2.  The form shall be submitted to the Support Services Division Operations 

Supervisor or his / her designee to determine if the form conforms to 
agency Department guidelines, is consistent with the proper form design, 
and is not a duplicate of a form already in use. 

 
3. If the form does not conform to acceptable standards, it will shall be 

returned to the originator. 
 

E.D. Approval 
 

 Upon final design of the form, it will shall be submitted to the Chief of Police by the 
Support Services Division Operations Supervisor or his / her designee for final 
approval. 

 
III. Numbering System 
 

An approved form will shall be assigned a number by the Support Services Division 
Operations Supervisor or his / her designee with each section of the agency Department 
having a separate numbering index.  The form will shall not be printed until the number 
has been assigned. 

 
 

This policy supersedes any previous policies issued. 
 

BY ORDER OF 
 
 
 

________________________________________________ 

CHIEF OF POLICE 
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DALTON POLICE DEPARTMENT 
 
 Effective Date Number 

 October 25, 2005 GO05-2.26 
Subject 
Police Field Training Officer and Mentoring Programs 
Reference Revised 

CALEA Standards – 33.2.4, 33.4.3, 34.1.6 
July 23, 2019  May 26, 2020 

  
Distribution Re-evaluation Date No. Pages 

All Personnel July 2021  May 2022 12 

 
 
I. Policy 
  

It is the policy of the Dalton Police Department to use the Field Training Officer (FTO) 
Program to train new Officers and mentoring programs to guide newly promoted and newly 
assigned personnel. 
 

II. Purpose 
 

The purpose of the FTO Program is to provide each new Officer, after attending the State 
of Georgia’s Basic Law Enforcement Training Course, with the proper training to assist 
with making the transition necessary to become a productive police officer.  The purpose 
of mentoring programs is to provide guidance and support to newly promoted Supervisors 
and newly assigned Investigators in order to foster effective learning of new job duties and 
responsibilities. 

 
III. Definitions 
 

A. Daily Observation Report (DOR) – A report completed by the FTO at the end of 
each tour of duty to document daily activity, performance, and evaluation of the 
Trainee, as well as any instruction, guidance, or training provided to the Trainee. 

 
B. Field Training Officer (FTO) – An Officer that has successfully completed a 

selection process, completed a certified FTO training course, and is utilized to 
train, guide, mentor, and evaluate new Officers. 

 
C. FTO Program Coordinator (Coordinator) – A Supervisor with the rank of Sergeant 

assigned to the Patrol Division who assists the Manager with the administration of 
the FTO Program. 

 
D. FTO Program Manager (Manager) – A Supervisor with the rank of Lieutenant 

assigned to the Patrol Division who administers and oversees all aspects of the 
FTO Program. 
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E. Mentoring Program – A program designed to assist employees that are new to a 
position in becoming familiar with their new job duties and responsibilities by 
pairing them with other employees that are already experienced in that position. 

 
F. Skill – A particular function of the job performed by Officers of this Department that 

a Trainee is required to learn, comprehend, and experience prior to the completion 
of the FTO Program. 

 
G. Trainee – A new Officer that has completed the Basic Law Enforcement Training 

Course (BLETC) and is in the process of completing field training. 
 
IV. Program Phases 
 

A. The FTO Program is divided into various phases in which the Trainee shall rotate 
to different FTOs and, depending on the availability and schedules of FTOs, will 
have the opportunity work on different Patrol shifts. 

 
B. Mini-Academy 
 

1. The Mini-Academy is a two (2) week familiarization period prior to being 
assigned to an FTO for field training. 

 
2.  The Mini-Academy is designed to provide the Trainee with a working 

knowledge of certain basic elements of patrol work and the training 
program prior to being assigned to an FTO for field training. 

 
3. Training topics for Mini-Academy include, but are not limited to: 
 

a. FTO Program structure, requirements, and expectations  
 
b. Department policies and procedures 
 
c. Forms, reports, and computer systems 
 
d. De-escalation techniques 
 
e. Use of force and less-lethal weapons 
 
f. Traffic stops and patrol vehicle equipment orientation 
 
g. Responding to domestic disputes 
 
h. Defensive tactics and handcuffing skills 
 

C. Phase A 
 

1. This is, at a minimum, a four (4) week training period. 
 
2. The first three (3) days worked during this phase are referred to as a “limbo” 

period due to the Trainee not being evaluated during that time. 
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3. A list of Phase A activities, applicable to the skills that should be learned 
during this period, shall be completed by the FTO / Trainee unit. 

 
4. Remedial training may be built into this phase, if required. 

 
D. Phase B 
 

1. This is, at a minimum, a four (4) week training period. 
 
2. The Trainee should be assigned to a different FTO for this phase. 
 
3. A list of Phase B activities, applicable to the skills that should be learned 

during this period, shall be completed by the FTO / Trainee unit. 
 
4. Remedial training may be built into this phase, if required. 
 

E. Phase C 
 
1. This is, at a minimum, a four (4) week training period. 
 
2. The Trainee should be assigned to a different FTO from the previous FTOs. 
 
3. A list of Phase C activities, applicable to the skills that should be learned 

during this period, shall be completed by the FTO / Trainee unit. 
 
4. Remedial training may be built into this phase, if required. 
 

F. Evaluation Phase 
 
1. This is a two (2) week period in which the Trainee is evaluated on his / her 

ability to perform the job skills of a solo police officer. 
 
2. If scheduling permits, the FTO that conducted the Phase A training shall 

also be assigned to the Evaluation Phase. 
 

G. Remedial Training 
 
1. If it is determined that the Trainee is experiencing difficulties in a particular 

phase, and it would not be advantageous for him / her to continue the phase 
or advance to the next phase of the program, the FTO Program Manager 
may make assignments for the Trainee to complete remedial training within 
the current phase or to repeat previous phases.   

 
2. Additional skills, activities, or training may be assigned in order to address 

the identified deficiencies.   
 
3. A Trainee that has been afforded the opportunity to complete remedial 

training but has failed to positively respond to the training may be 
recommended for termination from the FTO Program by the FTO Program 
Manager. 
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H. Abbreviated FTO Program 
 
The Department does not allow for an abbreviated FTO Program. 
 

I. Solo Police Officer Status 
 
1. Following successful completion of the training and learning experience, 

the Trainee is transferred to Solo Police Officer status and assigned to a 
Patrol shift by the Patrol Division Commander. 

 
2. Solo Police Officers shall remain on probationary status until the 

completion of one year of service with the Department and the approval of 
the Chief of Police. 

 
3. Quarterly performance reports shall be completed on all probationary 

employees by their current Supervisor as outlined in policy GO05-3.17, 
Performance Evaluations. 

 
V. Duties and Responsibilities 
 

A. Trainee 
 

1. Trainees must accept responsibility for their own learning as it applies to 
the job of policing. 

 
2. Trainees must learn how to utilize the many resources available to them 

inside and outside the Department. 
 
3. Trainees must take initiative in the learning process.  The FTO Program 

Manager and FTOs should understand that mistakes will occur from time 
to time in any training program.  It is the FTOs’ responsibility to help 
Trainees correct mistakes through the process of failing forward (learning 
from mistakes).  

 
4. Trainees shall complete all required forms, reports, and activities 

throughout the FTO Program. 
 
5. Trainees shall participate in self-evaluation and journaling.  Honest self-

evaluation will assist both the Trainee and the FTO during the training 
process.  Self-evaluation will also ensure that learning transfers from theory 
to practice.  This process is vital to the Trainee’s development. 

 
B. Field Training Officer (FTO) 

 
1. In order for an Officer to be considered for assignment as an FTO, the 

Officer must meet the following minimum requirements: 
 

a. Be a certified Georgia peace officer with a minimum of thirty (30) 
months experience (36 months is preferred), including one (1) year 
with the Department. 
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b. No disciplinary action greater than a written reprimand received in 
the past eighteen (18) months 

 
c. Meets standards for job performance 

 
2. The duties of an FTO include, but are not limited to, the following: 

 
a. Serve as the Trainee’s first-line supervisor, which includes 

monitoring of the Trainee’s actions and ensuring conformance to 
Department policy and procedures. 

 
b. Record daily observations and complete daily performance 

evaluations. 
 
c. Teach the Trainee how to perform the numerous duties and tasks 

required of a patrol officer by using various teaching methods, 
including explanation, demonstration, scenario-based learning, 
quizzing, and testing.   

 
d. Ensure all activities assigned to each phase are completed and 

documented prior to the conclusion of the phase.  
 
e. Administer the program’s written tests and verbal quizzes to 

measure the Trainee’s strengths and weaknesses. 
 
f. Communicate with the FTO Program Coordinator, Program 

Manager, and other FTOs regarding the Trainee’s progress, 
strengths, and weaknesses. 

 
g. Assist other FTO / Trainee units with teaching and program 

activities, such as scenario-based learning.   
 

C. FTO Program Coordinator (Coordinator) 
 

1. The Coordinator should be a certified Field Training Officer.  It is acceptable 
to appoint a Coordinator who is not certified, provided he / she attends FTO 
certification training as soon as practical.   

 
2. The duties of the Coordinator include, but are not limited to, the following: 

 
a. Review and evaluate all forms and reports completed by FTOs, 

Trainees, and Supervisors. 
 
b. Complete End of Phase and End of Program reports with 

recommendations on the Trainee’s progression through the 
program and on remedial training. 

 
c. Take an active role in Mini-Academy training and other scenario-

based learning activities throughout the program. 
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d. Communicate with Trainees, FTOs, Supervisors, and the Manager 
regarding performance issues, scheduling conflicts, remedial 
training, and any other issues that have been identified.   

 
e. Mentor FTOs on the best practices for teaching Trainees, managing 

conflicts, and completing program activities. 
 
f. Take an active role in presenting in-service training for certified 

FTOs. 
 

D. FTO Program Manager (Manager) 
 

1. The Manager should be a certified Field Training Officer.  It is acceptable 
to appoint a Manager who is not certified, provided he / she attends FTO 
certification training as soon as practical.   

 
2. The duties of the Manager include, but are not limited to, the following: 
 

a. Review and evaluate all forms and reports completed by FTOs, 
Trainees, and Supervisors. 

 
b. In the absence of the Coordinator, complete End of Phase and End 

of Program reports with recommendations on the Trainee’s 
progression through the program and on remedial training. 

 
c. Schedule and oversee Mini-Academy training  
 
d. Schedule assignments of FTOs with Trainees, and modify 

assignments as needed.  If there are unexpected circumstances 
where a certified FTO is unavailable to train, such as sick leave, the 
Trainee may be assigned to a non-FTO Officer for a limited period 
of time.  An assignment to a non-FTO Officer shall not exceed one 
(1) week. 

 
e. Keep the Patrol Division Commander informed of any unusual 

problems or situations related to the FTO / Trainee unit and the 
Trainee’s overall performance in the program. 

 
f. Schedule and conduct in-service training for certified FTOs.  This 

shall consist of an 8-hour training session two (2) time per year. 
 
g. Ensure the maintenance and proper storage of all documentation 

and records related to all aspects of the FTO Program for each 
Trainee. 

 
VI. FTO Program Software 
 

A. The Department utilizes an internet-based software company to manage all 
aspects of the FTO Program.   
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B. All reports and forms required for the FTO Program are completed, submitted, and 
stored electronically within the software. 

 
C. Each Trainee, FTO, Coordinator, and Manager shall have their own username and 

password to access their own profile within the software. 
 
D. The software is customized to meet the needs of the FTO Program, which includes 

all forms, reports, skills, activities, tests, performance categories, and other training 
requirements. 

 
VII. Forms and Reports 
 

A. Daily Observation Report (DOR) 
 

1. A DOR is completed by an FTO for each of the Trainee’s tours of duty while 
assigned to the FTO Program. 

 
2. The DOR is comprised of the Activities, Performance, and Summary 

sections and documents the Trainee’s daily progress in the program. 
 
3. A numerical rating is given for each performance category that applies to 

the activities performed during the tour of duty. 
 
4. Once complete, the DOR is submitted through the software to the Manager 

for review and approval.   
 

B. Trainee Daily Self-Evaluation / Journal 
 

1. This form is completed by the Trainee for each tour of duty and documents 
the Trainee’s perception of how well he / she performed during that tour of 
duty.  This form is also the instrument used by the Trainee for daily 
journaling on the activities performed and skills learned during the shift. 

 
2. Once complete, the Daily Self-Evaluation form is submitted through the 

software to the Manager for review and approval.   
 

C. Supervisor’s Weekly Evaluation 
 

1. This report is completed by a Supervisor on the shift that the FTO / Trainee 
unit is assigned and is used for evaluating the performance of both the FTO 
and the Trainee on a weekly basis. 

 
2. Once complete, the report is submitted through the software to the 

Manager for review and approval.   
 
D. End of Phase 
 

1. This report is completed by the Coordinator at the end of a phase and 
explains why the Trainee should proceed to the next phase of the FTO 
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Program, receive additional remedial training in the current phase, or return 
to a previous phase. 

 
2. Once complete, the report is submitted through the software to the 

Manager for review and approval.  
 
3. If the Coordinator is unavailable, the Manager shall complete this report 

and have it reviewed by the Patrol Division Operations Supervisor.   
 
E. End of Program 
 

1. This report is completed by the Coordinator at the end of the Evaluation 
Phase and details why the Trainee should proceed to Solo Police Officer 
Status, return to a previous phase for remedial training, or be terminated 
from the FTO Program. 

 
2. Once complete, the report is submitted through the software to the Patrol 

Division Commander for review and approval.   
 
3. If the Coordinator is unavailable, the Manager shall complete this report 

and have it reviewed by the Patrol Division Operations Supervisor.   
 
F. Trainer Critique 
 

1. This form is completed by the Trainee following each phase of training and 
is an opportunity for the Trainee to rate how well the FTO taught the various 
skills, administered the phase’s activities, and assisted the Trainee with his 
/ her performance issues. 

 
2. Once complete, the form is submitted through the software to the Manager 

for review. 
 
G. Program Critique 
 

1. This form is completed by the Trainee following successful completion of 
the FTO Program and is an opportunity for the Trainee to critique the overall 
effectiveness of the training provided during the program. 

 
2. Once complete, the form is submitted through the software to the Patrol 

Division Commander for review. 
 
H. Complete FTO Program Records 

 
1. At the conclusion of the FTO Program for each Trainee, the Manager shall 

ensure that all required documentation has been completed and submitted.  
  
2. All documentation for each Trainee shall be compiled into one document 

and scanned in to the Department’s Records Management System. 
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VIII. FTO Selection Process 
 
A. The process for selection of FTOs is as follows: 
 

1. A memorandum shall be sent out by the Chief of Police or his / her designee 
listing the qualifications for becoming an FTO. 

 
2. Each Officer interested in the assignment shall submit a memorandum 

detailing his / her qualifications and interest. 
 
3. Each memorandum shall also include a written recommendation from a 

District Commander or Division Operations Supervisor. 
 
4. All qualified applicants shall appear before an interview panel with the 

Manager being one of the members. 
 
5. All documentation shall be forwarded to the Patrol Division Commander for 

final approval of each FTO candidate. 
 

B. Once selected, each FTO shall: 
 
1. Complete the State of Georgia’s forty (40) hour FTO certification course 
 
2. Attend annual FTO in-service training 
 
3. Have a quarterly evaluation completed by the Manager and Coordinator 

that focuses on the FTO’s performance in teaching, mentoring, and 
involvement in the FTO Program.  Once complete, the evaluation form shall 
be entered into Guardian Tracking.   

 
IX. Supervisor Mentoring Program 
 

A. The primary objective of the Supervisor Mentoring Program is to provide each 
newly promoted Supervisor with instruction on new job duties and guidance in 
transitioning to the new role and responsibilities.   

 
B. Upon promotion, the new Supervisor shall begin the mentoring program.  
 

1. The newly promoted Supervisor’s Division Commander or his / her 
designee shall serve as the Manager for the mentoring program. 

 
2. The program consists of thirty (30) tours of duty in which the newly 

promoted Supervisor works with the assigned mentor.  A Lieutenant shall 
be assigned as the mentor for a new Sergeant, and a Division Commander 
shall be assigned as the mentor for a new Lieutenant. 

 
3. The mentoring program may be extended if additional guidance or training 

is required for the new Supervisor to effectively perform his / her job duties. 
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4. The same software used for the FTO Program is used for the Supervisor 
Mentoring Program.  The mentor shall be responsible for completing all 
required documentation and training activities outlined in the software. 

 
a. A DOR shall be completed by the mentor for each of the new 

Supervisor’s evaluated tours of duty.  The DOR for this program is 
designed in the same manner as those in the FTO Program and is 
forwarded through the software to the Manager for review and 
approval. 

 
b. The program also utilizes the Daily Self-Evaluation / Journal form, 

End of Phase report, End of Program report, Critique of Mentor 
form, and Critique of Program form.  All reports and forms are 
forwarded through the software to the Manager for review and 
approval. 

 
c. At the conclusion of the mentoring program for each new 

Supervisor, the Manager shall ensure that all required 
documentation has been completed and submitted.  All 
documentation shall be compiled into one document and scanned 
in to the Department’s RMS. 

 
C. Areas in which new Supervisors shall receive mentoring and guidance include, but 

are not limited to: 
 

1. Job description, duties, and responsibilities of the position 
 
2. Critical policies pertaining to the new assignment 
 
3. Performance evaluations and counseling of personnel 
 
4. Department’s performance evaluation software and reports 
 

D. Completion of Program 
 

1. Upon completion of the mentoring program, the new Supervisor shall 
remain on probationary status until the completion of one year in the rank. 

 
2. Quarterly performance reports shall be completed on all probationary 

employees by their current Supervisor as outlined in policy GO05-3.17, 
Performance Evaluations. 

 
X. Investigator Mentoring Program 
 

A. The primary objective of the Investigator Mentoring Program is to provide each 
newly assigned Investigator with proper training and guidance that will assist him 
/ her to make the transition necessary to become a productive Investigator.  The 
four basic goals of the program are to transfer and apply classroom learning to the 
real problems and situations found in the community; to provide the Investigator 
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an opportunity to become familiar with the working environment; to provide role 
models for the Investigator; and to provide guidance, monitoring, and evaluation. 

 
B. Upon assignment to the Criminal Investigations Division (CID), the Investigator 

shall begin the mentoring program. 
 

1. The CID Division Operations Supervisor shall serve as the Manager for the 
mentoring program and shall make the necessary assignments for new 
Investigators. 

 
2. The program consists of three (3) phases, two (2) weeks each, and a one 

(1) week evaluation period.  The new Investigator shall rotate to a different 
senior Investigator each phase who shall serve as a mentor and provide 
guidance on how to perform new job duties. 

 
3. If it is determined that a new Investigator is experiencing difficulties in a 

particular phase, and it would not be advantageous for him / her to continue 
the phase or advance to the next phase of the program, the Manager may 
make assignments for the new Investigator to complete remedial or 
additional activities within the current phase or to repeat previous phases. 

 
4. A new Investigator that is unable to satisfactorily perform the requirements 

of the mentoring program and does not respond in a positive manner to 
remedial training may be returned to his / her prior job assignment. 

 
5. The same software used for the FTO Program is used for the Investigator 

Mentoring Program.  The mentor shall be responsible for completing all 
required documentation and training activities outlined in the software. 

 
a. A DOR shall be completed by the mentoring Investigator for each 

of the new Investigator’s tours of duty while assigned to the 
program.  The DOR for this program is designed in the same 
manner as those in the FTO Program and is forwarded through the 
software to the Manager for review and approval. 

 
b. The program also utilizes the Daily Self-Evaluation / Journal form, 

End of Phase report, End of Program report, Critique of Mentor 
form, and Critique of Program form.  All reports and forms are 
forwarded through the software to the Manager for review and 
approval. 

 
c. At the conclusion of the mentoring program for each new 

Investigator, the Manager shall ensure that all required 
documentation has been completed and submitted.  All 
documentation shall be compiled into one document and scanned 
in to the Department’s RMS. 

 
C. Areas in which new Investigators shall receive mentoring and guidance include, 

but are not limited to: 
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1. Conducting interviews and interrogations 
 
2. Obtaining search and arrest warrants 
 
3. Evidence collection methods and procedures regarding latent prints, 

footprints, blood, fibers and fabrics, weapons, hair, paint, glass, tool marks, 
and materials from a known source for comparison purposes 

 
4. Chain of evidence and preservation of evidence 
 
5.  Sketching, photography, and other methods of recording crime scenes 
 
6. Accessing software, programs, and databases for investigative purposes 
 
7. Reports and case files 

 
D. Solo Investigator Status 
 

1. Following successful completion of the mentoring program, the new 
Investigator is transferred to Solo Investigator status and given an 
assignment by the CID Division Commander. 

 
2. Solo Investigators shall remain on probationary status until the completion 

of one year in the assignment.  
 
3. Quarterly performance reports shall be completed on all probationary 

employees by their current Supervisor as outlined in policy GO05-3.17, 
Performance Evaluations. 

 
 
 

This policy supersedes any previous policies issued. 
 

BY ORDER OF 
 
 
 

______________________________________________ 
CHIEF OF POLICE 
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I. Policy 
 

It is the policy of the Dalton Police Department to accurately record the attendance of each 
member in accordance with state and federal law and to provide employees with 
compensation and benefits in accordance with City of Dalton guidelines. 

 
II. Timekeeping Procedure 
 

A. Employee Responsibilities 
 

1. Punch Clock in at the beginning of each workday, and punch clock out at 
the end of the workday. 

 
2. Punch Clock in no more than fifteen (15) minutes earlier than the 

established time before the scheduled work time, and clock out no more 
than fifteen (15) minutes later than the established time after the scheduled 
end of duty, except in approved overtime situations. 

 
3. Report any time worked during unpaid meal breaks that is automatically 

deducted by the timekeeping system. 
 

4. Report any additional time worked and any missed punches clock in or 
clock out to the Supervisor on the Payroll Time Adjustment Sheet/Leave 
Request Form (ADM PTA 980011 R0726) as soon as possible. 

 
B. Supervisor Responsibilities 
 

1. Ensure that all employees punch clock in and out. 

2. Make any corrections or changes that are brought to their attention by 
employees. 

 
3. Ensure the accurate, timely entry of vacation, sick time, training, or other 

exceptions to the normal schedule. 
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4. Review weekly time reports the online timekeeping system software to 
ensure accuracy and make any corrections needed ensure any needed 
corrections are made. 

 
5. Ensure all changes and modifications to the automated time system are 

entered prior to 12:00 pm on the Monday immediately following the end of 
the pay period or the next working day after a holiday.  Ensure all required 
time adjustment sheets are submitted prior to the end of the pay period.  

 
C. Special Instructions 
 

1. If the an employee has a position that requires an eight (8) hour work day, 
meal breaks will not be automatically deducted if an employee has less 
than eight (8) hours on the clock.  If an employee leaves early (sick, 
vacation, etc.) and has taken a meal break during that day, this time must 
be manually deducted from the clock.  Additionally, the hours for sick time, 
etc. taken must be manually added to the timekeeping software so the 
employee will have eight (8) hours on the clock. 

 
2. Any missing days on the report timekeeping software must be checked to 

determine if an employee had a day off, sick leave, vacation, etc.  If an 
employee is to be paid for that day, an entry must be made in the 
timekeeping software. 

 
3. Employees should shall not clock in early if they are not actually working.  

If more time is indicated for one day than the employee actually worked, 
the extra time must shall be manually deducted in the timekeeping 
software.  

 
4. If only one person enters time for a section or division, that person should 

shall have another employee enter the time into the timekeeping software 
in his / her absence, including his / her own time. 

 
5.  Employees may take leave (sick and vacation) in increments of fifteen (15) 

minutes or more.   
 
5.6.  Time spent for training, both onsite and offsite, should shall be recorded as 

the actual time spent in training minus any meal breaks.  Only the hours 
spent in training should shall be recorded, not the time that would have 
been spent while if employees are were on their regular assignment.  
Training hours should shall be reported to the employee’s Supervisor on 
the Payroll Time Adjustment Sheet/Leave Request Form as soon as 
possible. 

 
6.7.  Employees who utilize leave under the Family Medical Leave Act (FMLA), 

as outlined in the City of Dalton Employee Handbook, must use all 
accumulated sick and vacation time within the allotted FMLA leave period. 

 
8.  Employees may only earn sick and vacation time as outlined in the 

employee handbook. 
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7.9. Employees who attend court during non-scheduled work time will shall be 
compensated as if they were on duty.  Employees will shall receive a 
minimum of one (1) hour’s of pay for each court appearance.  The one (1) 
hour, and any time beyond the first hour, will shall be compensated as time 
worked.  Employees should shall complete a Payroll Time Adjustment 
Sheet/Leave Request Form for each court appearances during non-
scheduled work time court appearance. 

 
III. Compensation  
 

The City of Dalton Human Resources Department Office maintains a salary schedule that 
establishes pay grades and increases within each grade.  Each job class is assigned a 
pay grade consistent with the duties and responsibilities of the class.  Each position within 
the agency Department has its own job code. 

 
A. Entry-Level salary for the agency Department 

 
The City of Dalton’s salary schedule includes a minimum and maximum rate of pay 
for positions within the schedule.  All newly hired employees will shall be eligible, 
based upon available Department budget, to start at or above the minimum pay 
for his / her their position, as determined by the Chief of Police. 

 
B. Salary differential within ranks 

 
The City of Dalton’s salary schedule includes a minimum and maximum rate of pay 
for positions within the schedule.  An new employee that is promoted to a new rank 
shall be paid at or above the minimum rate of pay for the position, as determined 
by the Chief of Police. 

 
C. Salary differential between ranks 

 
Salary differential between ranks is based upon the City of Dalton’s salary 
schedule.  Each position within the salary schedule is designated a certain pay 
grade and employees shall remain at that particular grade until they change 
positions.  Each grade carries a difference in salary: the higher the grade, the 
higher the salary. 

 
D. Compensatory Time / Overtime 

 
Compensatory time is not authorized by the Dalton Police Department.  For all 
non-exempt employees, any hours worked over a forty (40) hour per week period 
for civilian non-sworn employees and any hours worked over an eighty (80) hour 
per two week period for sworn employees shall be paid at the rate of one and one-
half times their normal hourly rate.  

 
E. Salary Augmentation                       

 
The Dalton Police Department provides the following salary augmentations, based 
on available funding: 

 
1. A newly hired employee with a baccalaureate degree from an accredited 
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university should shall receive a salary increase, determined by the City of 
Dalton’s salary schedule, after one (1) year of employment.  

 
2. If an Officer obtains a baccalaureate degree from an accredited university 

prior to obtaining the designation of Police Officer First Class, he / she 
should shall receive a salary increase determined by the City of Dalton’s 
salary schedule. 

 
3. When an Officer who does not have a college degree obtains the 

designation of Police Officer First Class, he / she should shall receive a 
salary increase determined by the City of Dalton’s salary schedule.  

 
4.  When an Officer obtains the designation of Master Police Officer, he / she 

should shall receive a salary increase determined by the City of Dalton’s 
salary schedule. 

 
5. When a civilian employee who does not have a college degree or has a 

two year degree obtains the designation of Administrative Specialist 2 
he/she should receive a salary increase determined by the City of Dalton’s 
salary schedule. 

 
6.  When a civilian employee obtains the designation of Administrative 

Specialist 3 he/she should receive a salary increase determined by the City 
of Dalton’s salary schedule. 

 
5.7. When a civilian non-sworn employee is awarded a college degree at an 

associate’s level or higher from an accredited university, he / she should 
shall receive a salary increase determined by the City of Dalton’s salary 
schedule. 

 
IV. Benefits 
 

A. Employees may earn sick and vacation time at a rate outlined by the Employee 
Handbook.  Employees may take sick and vacation leave in increments of fifteen 
(15) minutes.  Accrual limits for sick and vacation time are outlined in the Employee 
Handbook.  

 
B. The number of paid holidays per year is set by the City of Dalton.  Holiday leave 

shall be used in increments of eight (8) hours.  There is no accrual of holiday time. 
 
C. Employees that receive a summons for jury duty shall inform their immediate 

Supervisor.  Employees that miss work due to jury service shall continue to receive 
their regular pay for scheduled work hours actually missed.   

 
D. Employees who experience a loss of a family member, as outlined in the Employee 

Handbook, may be granted three (3) consecutive days off with pay.  These days 
are the day before, the day of, and the day following the funeral.  Bereavement 
leave is only paid for the days that the employee was scheduled to work during 
this time. 
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E. Employees that are active members of the military may utilize short-term military 
leave as outlined in the Employee Handbook.  This type of paid leave is generally 
provided for up to 18 working days per calendar year.   

IV. Military Leave 
 

A. Short-Term Military Leave 
 

Employees may utilize short-term military leave as outlined in the employee 
handbook. This type of paid leave is generally provided for up to 18 working days.  
 

V.B. Military Deployment 
 
A. Once an employee has received notice that he / she will be activated or deployed 

(for a period exceeding 90 days), the employee shall notify the Chief of Police 
through the chain of command.  This notification shall be in writing, and copies of 
the appropriate military paperwork shall be submitted as well. 

 
B.1. Employee Point of Contact 

 
1. The employee’s Division Commander or their his / her designee shall serve 

as the Department’s point of contact (POC) for deployed the employees.  
 

2. The employee shall provide the POC with some form of contact 
information, to includeing an email address or phone number. The POC is 
responsible for maintaining periodic contact with the employee during the 
deployment. 

 
C.2. Employee Out-Processing 

 
1. The POC shall be responsible for out-processing. 

 
2.a. The employee shall meet with the Administrative Assistant for the Chief of 

Police’s Administrative Assistant in order to complete all documentation 
applicable to benefits while deployed.  
 

3.b. The employee shall be required to turn in designated issued equipment 
items to the Property and Evidence Section where they will be stored and 
/ or re-issued while the employee is deployed.  

 
4.c. Once all out-processing tasks have been completed, an exit interview will 

shall be conducted by the Chief of Police or their his / her designee. 
 
D.3. Reintegration 

 
1. The POC shall be responsible for the reintegration process.  
 
2.a. Once an employee becomes aware of their his / her return date to the 

Department, they he / she shall notify the POC. 
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3.b. At the earliest opportunity, an in-processing interview will shall be 
conducted by the Chief of Police or their his / her designee prior to the 
employee returning to duty. 

 
4.c. The POC shall make arrangements with the Department’s Training Officer 

Coordinator for the employee to receive any necessary training prior to 
returning to duty. 
 

5.d. If applicable, the POC shall process any needed waivers through the 
Georgia Peace Officer Standards and Training Council (POST).  
 

6.e. The POC shall ensure that the employee is re-issued all necessary 
equipment from the Property and Evidence Section. 
 

7.f. The employee will shall meet with the Accreditation Manager to ensure all 
Departmental policies that were revised or issued while the employee was 
deployed are received and acknowledged. 
 

8.g. The employee will shall complete a two (2) week reintegration period with 
a Police Field Training Officer (PTO) or mentor. Once this phase is 
successfully completed, the employee will shall be returned to full duty.  
 
 

 
This policy supersedes any previous policies issued. 

 
BY ORDER OF 

 
 
 

_________________________________________________ 
CHIEF OF POLICE 
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EMPLOYEE: ______________________________________ 

 
TYPES OF LEAVE/ADJUSTMENT 

 Regular Vacation Sick Holiday Military Jury  
 

 Missed Punch Lunch Training Court Grant OT Other 
     Special Event 
 

 
DATE REQUESTED:   ________________    ________________________________ 
                      Employee Signature 
 
 
__________________________________  ________________________________ 
                      Supervisor Signature                 Date 
 
APPROVED:         DENIED:         
 
ENTERED BY:         DATE:         
 
 
ADM PTA 980011 R0726 

DALTON POLICE DEPARTMENT 

PAYROLL TIME ADJUSTMENT SHEET/LEAVE REQUEST FORM 

Date(s) 
Type of 
Leave/ 

Adjustment  

  
Total 

  
 Hours Time IN Time OUT Reason 

Is this time 

recorded 
on 

Add Deduct clock (Y/N) 
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The Dalton Police Department PAYROLL TIME ADJUSTMENT 
SHEET/LEAVE REQUEST FORM should be filled out in the following 
manner: 
 

1. Employee’s name should be written at the top of the form. 
2. Date(s) for each leave/adjustment should be in the first column. 
3. Type(s) of leave/adjustment(s) should be in the next column. 
4. Total hours to be added to or deducted from the employee’s time 

should be in the next column.  If employee worked less than 8 
hours, indicate a lunch deduction if lunch was taken. 

5. If employee missed a punch, the Time IN or Time OUT should be 
written in the column indicated. 

6. The reason(s) for the leave/adjustment(s) should be listed. 
7. If the time worked is recorded on the clock, mark Y.  If the 

requested time has not been recorded, mark N. 
8. The form must be signed and dated by the employee requesting 

the adjustment. 
9. The form must be approved or denied, signed, and dated by a 

Supervisor. 
10. The form must be signed and dated by the employee entering the 

time. 
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I. Policy 
 

It is the policy of the Dalton Police Department to provide all employees with a definitive 
method by which they may assert grievances.  

 
II. Definition 
 
 Grievance – An issue raised by a Department member concerning a perceived inaccurate 

or inconsistent application of Department policies and procedures, personnel practices, or 
work conditions. 

 
III. Purpose 
 
 A carefully designed grievance process provides members an opportunity to voice their 
 concerns on personnel and policy matters when there is a disagreement and can help to 
 increase morale, identify problems within the organization, and increase the positive 
 perception members have of the organization. 
 
IV. Procedure 
 

A.  Grievance  
 

1. It is recommended, though not required, that employees initially attempt to 
resolve issues of concern regarding job-related grievances by contacting 
his / her their immediate Supervisor in the chain of command.  

 
2. If a solution cannot be reached in an informal manner, or if the employee 

wishes not to discuss the matter with the Supervisor, the employee may 
complete and submit a Dalton Police Department Grievance Form.   

 
a. The form should shall contain specific information concerning the 

grievance.   
 
b. If applicable, dates, names of persons involved, and witnesses 

should shall be included.   
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c. The form should also include any remedy or adjustments sought.   
It shall be directed through the chain of command to the employee’s 
Division Commander.    

 
3. Grievance Forms shall be submitted within ten (10) calendar days of either 

the occurrence or of the member becoming aware of an issue of concern. 
  
4. Upon receipt of the Grievance Form, the time, date, and person receiving 

it shall be noted on the front page. 
 
5. Within twenty (20) calendar days of the Grievance Form reaching the 

Division Commander, he / she shall meet with the employee and discuss 
the findings.  The Division Commander’s findings shall also be noted on 
the Grievance Form.  

 
6. At the conclusion of the meeting with the Division Commander, the 

employee shall sign and date the Grievance Form.  He / she shall also 
indicate on the form if he / she wishes to appeal the Division Commander’s 
decision.   

  
B.  Appeal Process 

 
1. If the employee indicates that he / she wishes to appeal the Division 

Commander’s decision, the Division Commander shall forward the appeal 
through the chain of command to the Chief of Police.  The back of the 
Grievance Form shall be used during the appeal process. 

 
2. Upon receipt of the Grievance Form, the time, date, and person receiving 

it shall be noted on the back page. 
 

3. Within twenty (20) calendar days of the Grievance Form reaching the Chief 
of Police, he / she shall meet with the employee and discuss the findings 
with him / her.  The Chief of Police’s findings shall also be noted on the 
back of the Grievance Form.  

 
4. At the conclusion of the meeting with the Chief of Police, the employee 

shall sign and date the back of the Grievance Form.   
 
5. The findings of the Chief of Police may be appealed through the process 

outlined in the City of Dalton Employee Handbook. 
 

C. Employee Representation 
 

Nothing contained in this policy shall prohibit a member from seeking assistance 
or representation in the grievance process. 

 
D. Maintenance and Control of Grievance Records 

 
Each All formal grievance documentation shall be coordinated by the Division 
Commander that received the grievance.  When completed, the Grievance Form 
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and any supporting documentation shall be forwarded to the Chief of Police and 
maintained in a secure location. 
 

E. Annual Analysis 
 

The Assistant Chief of Police shall conduct an annual analysis of all formal 
grievances, as well as supporting policies and practices within the agency 
Department.  A report of the completed analysis shall be submitted to and reviewed 
by the Chief of Police. 

 
 
 

This policy supersedes any previous policies issued. 
 

BY ORDER OF 
 
 
 
 

____________________________________________________ 
CHIEF OF POLICE 
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I. Policy 
 

It is the policy of the Dalton Police Department that Officers perform a thorough preliminary 
investigation of all dispatched and self-initiated incidents, both dispatched and self-
initiated, and alleged crimes in a manner that ensures the proper gathering of facts and 
information relevant to the incident; the protection and integrity of the crime scene; 
attention to the medical and emotional needs of the victims of crime; identification of 
witnesses and suspects; and adequate and thorough documentation of required reports 
to ensure a successful prosecution and disposition of the case. 

 
II. Definition 
 

Preliminary Investigation – The activities that begin when an Officer is dispatched or 
assigned to proceed to a crime or becomes engaged in a self-initiated police activity and 
leading up to a determination by responding Officer(s) that no further action is necessary, 
an arrest(s) by the responding Officer(s) is made, or the officer(s) a Supervisor determines 
the investigation should be forwarded to the Criminal Investigations Division (CID).  A 
preliminary investigation is a fact-finding process which must be carried out thoroughly 
and accurately.  The nature of the incident or alleged crime will determine the extent of 
the preliminary investigation and the Officer's responsibilities. 

 
III. Preliminary Investigations by Patrol Officer 
 

A. Patrol Officers are responsible for conducting preliminary investigations for the 
majority of cases reported to the Department and for most self-initiated police 
activity.  

 
B. The responding Officer is responsible for conducting a thorough preliminary 

investigation and proper protection, or documentation, and collection of all 
evidence, statements, and interviews unless he or she is properly relieved.  The 
Officer may be relieved by a superior another Officer or Investigator upon their 
acceptance of responsibility for the incident or scene.   

 
C. Officers should shall, at a minimum: 
 

1. Make the scene safe. 
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2. Make a determination and call for whether medical assistance is needed 

and call for assistance if needed, and/or provide care while waiting for 
medical personnel, if possible. 

 
3. Observe all conditions and events, and record the remarks made by 

anyone on at the scene. 
 

4. If possible, identify and locate all persons involved in the case or incident, 
and locate including complainants, victims, witnesses, and suspects.  
 

5. Maintain and protect the crime scene, and arrange for the collection of 
evidence or process the scene themselves. 

 
6.      Interview the complainants, victims, witnesses, and suspects.  Officers 

should shall follow the guidelines in directive GO98-4.4, Conducting 
Interviews and Interrogations. 

 
7.     Inform victims and / or witnesses of the case number, if known, and explain 

the subsequent steps in the processing of the case. and Advise the victims 
and / or witnesses to contact the Officer / Investigator if they discover new 
information or details and or if the suspect or anyone else threatens or 
otherwise intimidates him or her them.  

 
8.    Provide a telephone number that the victims and / or witnesses may call to 

report additional information about the case or to receive information about 
the case. 

 
9.   When applicable, provide each victim and / or witness of a crime with a 

Crime Victim's Bill of Rights notification.  Provide victims and / or witnesses 
with information pertaining to counseling, medical attention, victim 
advocacy, or other measures that are applicable for the situation.  

 
10.    Complete an incident report detailing the findings of the Officer, including 

the evidence that was collected, interviews obtained, suspects identified, 
and future steps that will be taken in the case. 

 
11.   When applicable, Officers should complete a Dalton PD Investigative 

Checklist (DET DPDIC 120810) while working on their investigation.  
 

11.12.  Complete all supplemental reports on actions taken after the initial incident 
report has been completed. 

 
12.13.   Keep his or her Supervisor updated on the status of the investigation.  

 
D.B. In an unusually serious or complex situation, immediate action by the Criminal 

Investigations Division (CID) personnel may be warranted.  CID shall be notified 
of any case that is of a serious nature, when it is apparent a lengthy follow-up 
investigation will may be necessary.  This may include, but is not limited to, cases 
involving: 
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1. Homicide 

  
2. Suspicious Death 
 
3. Suicide 
 
4. Rape 
 
5.  Robbery 
 
6. Kidnapping  
 

E. The Dalton PD Investigative Checklist (DET DPDIC 120810) may be used during 
preliminary and / or follow-up investigations to assist with tracking all required 
investigative functions. 

 
IV. Identifying and Arresting Suspects 
 

A. The arrest of a citizen is a very serious matter and should be done only after 
sufficient facts are gathered to establish probable cause for an arrest and those 
facts are supported by reasonable independent investigation. when the suspect is 
not arrested by the officer immediately following offense(s) committed in the 
presence of an officer.   

 
B. Identification of suspects for the purpose of arrest shall be conducted using the 

guidelines established in directive GO91-7.10, Lineups and Pretrial Identifications. 
 
C. A prudent Officer will err on the side of caution when making an arrest for an 

offense not committed in his or her presence.   
 
D. Before making an arrest or obtaining a warrant, the Officer should shall consider 

the following factors: 
 

1. The need to protect the victim(s) 
 
2. The nature of the crime committed 
 
3. The time and place of occurrence 
 
4. The lapse of time between the crime and the arrival of the police Officer(s) 

on the scene 
 
5. Whether the offender is known to the Officer or a good description of the 

offender is available 
 
6. What information was used to identify the suspect (witness statements, 

video, lineup, show-up, social media, photos on Department or outside 
agency other electronic files, etc.) 
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7. Are those forms of identification acceptable for probable cause 
 
8. Have we properly identified the suspect  Has the suspect been properly 

identified 
 
9. Is there enough information to obtain a warrant 

 
10. Has contact been made or an interview attempted with the suspect(s) in 

the case 
 
11. Are there any other steps that can be taken to strengthen the case 

 
E. The Officer should shall discuss the facts and other information with a Supervisor, 

if possible, and evaluate the decision to make an arrest in cases where an offense 
was not committed in the presence or immediate knowledge of an Officer.  
 

V. Supervisor Responsibilities 
 

A. Go to the crime scene on incidents involving death, rape, serious bodily injury, 
major property loss, or upon request. 

 
B. Ensure that the responding Officer has adequate resources to effectively protect 

the crime scene, interview witnesses, canvass neighborhoods, etc. 
 
C. Confer with and provide guidance to the Officer(s) during the preliminary 

investigation. 
 
D.     Request investigative assistance from CID, if deemed necessary. 
 
E.        Review the Officer’s actions and all reports, supplemental reports, and documents 

related to the preliminary investigation to evaluate the need for further action and 
accuracy of reports.   

 
F. The Supervisor is responsible for determining if the preliminary investigation is 

complete, needs further attention by the Officer, or should be referred to the 
Criminal Investigation Division CID. 

 
VI. Follow-up Investigations by Patrol Officers 
 

A. Patrol Officers may be assigned to follow up on an incident or alleged crime after 
an arrest has been made or after the Officer has completed the preliminary 
investigation and the case remains active. The successful resolution or 
prosecution of a case is not guaranteed at the point when a suspect is arrested.   

 
B. Follow-up investigations are beneficial in securing the full facts of the case and 

often yield further evidence and facts. The following shall serve as a guide in 
determining when a follow-up investigation should be turned over to the Criminal 
Investigation Division CID: 
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1.A. When the follow-up investigation requires prolonged contact with an 
outside agency. 

 
2.B.  When the follow-up may pertain to an ongoing investigation in the Criminal 

Investigation Division CID. 
 

C. When any of the above conditions exists, the Officer will shall confer with his / her 
Supervisor prior to engaging in a follow-up investigation. 

 
D. Supervisors shall utilize the Case Management table within the Department’s 

Records Management System to keep track of follow-up investigations that have 
been assigned to Officers.  This includes assigning due dates for Officers to have 
completed or updated the status of assigned follow-up investigations. 

 
E. Officers shall conduct all assigned follow-up investigations in a timely manner, 

complete supplemental reports detailing their actions, and keep their Supervisor 
advised of the status of their assigned cases. 

 
F. Supervisors are responsible for updating the Case Management table when 

supplemental reports are submitted regarding follow-up investigations that have 
been assigned to Officers. 

 
G. Supervisors shall routinely audit their Officers’ assigned follow-up investigations 

in the Case Management table to ensure assignments and case statuses are up-
to-date. 

 
 

 
This policy supersedes any previous policies issued. 

 
BY ORDER OF 

 
 
 

__________________________________________________ 
CHIEF OF POLICE 
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DALTON POLICE DEPARTMENT 
 
 Effective Date Number 

          July 26, 2011    GO11-4.28 
Subject 

Juvenile Procedures 
Reference Revised 

CALEA Standards – 44.1.1, 44.1.3, 44.2.1, 44.2.2, 44.2.3, 82.1.2  March 27, 2018  May 26, 
2020  

Distribution Re-evaluation Date No. Pages 

All Personnel  March 2020  May 2022 8 

 
 
I. Policy 
 

It is the policy of the Dalton Police Department to establish guidelines concerning the 
contact, release, intake, detention, and referral of juveniles and to The Department shall 
also maintain programs focused on to preventing and controlling juvenile delinquency.     

 
II. Definitions 

 
A. Child / Juvenile - Any individual who is: 

 
1.  Under the age of 18 years  
 
2. Under the age of 17 years when alleged to have committed a delinquent 

act 
 
3. Under the age of 22 years and in the care of DFCS as a result of being 

adjudicated dependent before reaching 18 years of age 
 

4. Under the age of 23 years and eligible for and receiving independent living 
services through DFCS as a result of being adjudicated dependent before 
reaching 18 years of age 

 
5. Under the age of 21 years who committed an act of delinquency before 

reaching the age of 17 years and who has been placed under the 
supervision of the court or on probation to the court for the purpose of 
enforcing orders of the court. 

 
B. Child in Need of Services - A child adjudicated to be in need of care, guidance, 

counseling, structure, supervision, treatment, or rehabilitation and who is 
adjudicated to be: 
 
1. Subject to compulsory school attendance and who is habitually and without 

good and sufficient cause truant, as such term is defined in Code Section 
15-11-381, from school 
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2. Habitually disobedient of the reasonable and lawful commands of his or her 
parent, guardian, or legal custodian and is ungovernable or places himself 
or herself or others in unsafe circumstances 

 
3. A runaway, as such term is defined in Code Section 15-11-381 
 
4. A child who has committed an offense applicable only to a child 

 
5. A child who wanders or loiters about the streets of any city or in or about 

any highway or any public place between the hours of 12:00 midnight and 
5:00 A.M. 

 
6. A child who disobeys the terms of supervision contained in a court order 

which has been directed to such child who has been adjudicated a child in 
need of services 

 
7. A child who patronizes any bar where alcoholic beverages are being sold, 

unaccompanied by his or her parent, guardian, or legal custodian, or who 
possesses alcoholic beverages 

 
8. A child who has committed a delinquent act and is adjudicated to be in 

need of supervision but not in need of treatment or rehabilitation 
 

C.   Delinquent Act - Violation of federal, state law, or local ordinance, however, this 
does not include traffic offenses or status offenses  

 
D.  Juvenile Court Intake Officer - The individual designated by Juvenile Court to 

determine whether any child taken into custody should be released or detained 
and, if detained, the appropriate place of detention.  

 
E. Runaway - A child who without just cause and without the consent of his or her 

parent, guardian, or legal custodian is absent from his or her home or place of 
abode for at least 24 hours (O.C.G.A. 15-11-381). 

 
F. Status Offender - A juvenile who is charged with an offense that would not be a 

crime if committed by an adult (O.C.G.A. 15-11-381). 
 

G. All other terms and definitions relating to juvenile operations are found in O.C.G.A. 
15-11-2. Officers should refer to this code whenever a question arises concerning 
juveniles that are not covered in this policy.  

 
III. Purpose 
 

A. Through participation in area juvenile-focused organizations programs, including 
the School Resource Officer program and the Police Explorer program, the Dalton 
Police Department is committed to the development and perpetuation of programs 
designed to prevent and control delinquency.  All agency Department divisions and 
personnel share in the responsibility of participating in and / or supporting juvenile 
operations and programs.  
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B. In conjunction with Departmental crime analysis efforts, special details and / or 
operations will shall continually be developed and implemented to address actual 
or perceived increases in juvenile delinquency. 

 
C. An annual review and written evaluation of all juvenile delinquency enforcement 

and prevention programs relating to juveniles participated in by the Department 
shall be completed by the Patrol Division Commander or his / her designee.   

 
D. The agency Department encourages review and comment by other elements of 

the juvenile justice system in the development of the agency's Department’s 
policies and procedures relating to juveniles. 

 
IV. Juvenile Investigations 
 

A. It shall be the responsibility of all sworn personnel to investigate juvenile crime or 
complaints, to protect the welfare of any child, and to assist in the prosecution of 
offenders. 

 
B. All Officers of the Dalton Police Department shall be responsible for doing 

conducting preliminary and follow-up investigations which that involve juveniles as 
victims and / or suspects. 

 
C. A Supervisors will shall assist all personnel in juvenile investigations when 

requested to do so. 
 

D. Employees of the Whitfield County Juvenile Court and the on-call Intake Officer 
on call are available to assist personnel with juvenile matters when needed. 

 
E. The investigation of juvenile crimes shall be done conducted in compliance with 

O.C.G.A Title 15 Chapter 11: Juvenile Proceedings.  All Officers with this 
Department shall receive training on and be familiar with this Code Section 
Chapter. 

 
V. Procedures 
 

A. Enforcement Alternatives  
 
1. Officers dealing with juveniles in enforcement capacities may exercise 

reasonable discretion in deciding on appropriate actions.   
 
2. Officers shall use the least coercive alternative that is reasonable and 

consistent with preserving public safety and order.   
 
3. Alternatives that may be considered and employed include: 

 
a.1. Outright release to a parent, legal guardian, or other responsible 

adult with no further action 
 

b.2. Informal counseling, advising the juvenile of the consequences of 
their his / her actions 
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c.3. Informal Referral to community services 
 

d.4. Referral to parents or a responsible adult another agency or 
service for potential diversion alternatives 
 

e.5. Informal counseling of parents, legal guardian, or a responsible 
adult 
 

f.6. Issuance of a citation 
 

g.7. Arrest and referral to Juvenile Court 
 

B. Enforcement Criteria 
 
1. The following general guidelines may be used in determining the 

appropriate enforcement or crime deterrent action to take after the Officer 
has determined if that the juvenile has committed a criminal offense or a 
noncriminal status offense. 

 
2.1. Referring juveniles to their parents or community resources may be 

appropriate following release or informal counseling by the Officer.  Such 
action may be taken in incidents where property damage or personal injury 
is not involved, but intervention is necessary to avoid potential delinquent 
actions or when the juvenile has had no prior enforcement contacts.  
 
a. Officers may elect to transport the juvenile home or direct him / her 

to return home and may make contact with the juvenile’s parents or 
guardians to provide them with information and counseling on their 
child’s actions. 

 
b. Officers may refer the juvenile to appropriate community service 

agencies an agency or community service for potential diversion 
alternatives with or without follow-up. 

 
3.2. Officers may issue a citation to a juvenile offender to appear at intake 

Juvenile Court in lieu of taking them him / her into custody, especially if the 
juvenile has committed a minor traffic offense or status offense.   

 
a. The Officer may issue the citation to the juvenile and release them 

him / her or detain the juvenile until he / she is released to a parent 
or guardian if the: 

 
(1)a. Incident is of a serious or potentially serious nature. 

 
(2)b. Juvenile is fully aware of the seriousness or potential 

seriousness of his / her actions and / or is acting in alliance 
or collusion with others to commit such acts. 

 
(3)c. Juvenile fails to cooperate or to positively respond to 

intervention efforts and directions. 
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(4)d. Juvenile has prior informal warnings for engaging in 
delinquent acts. 

    
b. Upon issuance of the citation, the Officer shall advise the juvenile 

and / or parent or guardian of the charge and the contact 
information for Juvenile Court so they can be advised of a date and 
time to appear. 

 
4.3. Officers, upon approval by the on-call Intake Officer, may take the a 

juvenile into custody and file delinquency charges when the act: 
 

a. The act would be considered a felony if committed by an adult. 
 

b. The act involves deadly weapons. 
 

c. The act is a serious or potentially life threatening gang-related 
offense. 

 
d. The act involves assault. 

 
e. The act occurs while the juvenile is on probation, parole, or when 

they have charges pending against them, or the juvenile is a repeat 
offender. 

 
f. The juvenile refuses to participate in diversion or intervention 

programs. 
 

g. It has been determined that parental or other adult supervision is 
ineffective. 

 
4. An Officer may also take a juvenile into custody if the juvenile is lost, 

seriously endangered, harmed, or is a runaway.   
 
5. The following guidelines will shall be followed for when any juvenile 

reported as a runaway is located: 
 

a. Confirm as a runaway through departmental reports, NCIC, or some 
other means. 

 
b. A Juvenile Court Intake or Probation Officer will shall be contacted 

for further direction, such as detention or release to a responsible 
adult.  

 
c. Take the juvenile into custody and transport to an appropriate 

location. 
 
d. Complete an incident or supplemental report. 
 
e. Copy all documents concerning juvenile contact and Forward all 

necessary documents to the appropriate juvenile Probation Officer. 
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f. Delete Remove the juvenile runaway from the NCIC runaway 
records.  If the juvenile has been entered into NCIC by some other 
police agency, notify that agency for deletion removal of the entry. 

 
g. Notify parents or guardian of the juvenile’s status and location. 

 
6.  In cases of alleged child abuse, Officers will shall determine if immediate 

action  is justified to protect the child and notify their Supervisor.  In all 
cases of child abuse, departmental personnel shall follow the procedures 
outlined in directive GO98-7.3, Whitfield County Child Abuse Protocol. 

 
7. When the child juvenile is also suspected of being a deprived or 

endangered child, the Officer will shall immediately contact the Department 
of Family and Children Services and request their assistance. 

 
8. Officers will shall pay particular attention to juveniles under the influence of 

alcohol or drugs to determine whether emergency medical services are 
warranted. 

 
VI. Juvenile Custody 
 

A. Officers will shall follow the guidelines set forth in O.C.G.A. 15-11-7 through 15-
11-9 when taking a juvenile into custody.  This shall include taking a juveniles into 
custody on status or criminal offenses and when the juvenile is suspected of being 
an endangered child. 

 
B.A. The taking of a child into custody is not an arrest, except for the purpose of 

determining its validity under the Constitution of this State and of the United States 
of America. 

  
C.B. A child under the age of 14 may be taken into custody only if they he / she have 

has committed a serious delinquent act, which is defined in OCGA 15-11-505. 
 

D.C. Upon taking a child into custody, the investigating Officer, with all reasonable 
speed and without first taking the child elsewhere, will shall do one of the following:  

 
1. Release without bond the child to their parent(s), legal guardian, or other 

custodian responsible adult upon their promise to bring the child before the 
Whitfield County Juvenile Court, when required. 

 
2. Deliver the child to an approved medical facility if the child is believed to 

suffer from a serious physical condition or illness which requires prompt 
treatment and, upon delivery, shall promptly contact a Juvenile Court Intake 
Officer. 

 
3. Bring the child immediately before the Whitfield County Juvenile Court or 

promptly contact a Juvenile Court Intake Officer who will shall determine if 
the juvenile will be detained or released. 
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4. Bring the child, who is suspected of committing a delinquent act, before the 
Whitfield County Superior Court, if the act is an act which Superior Court 
has jurisdiction. 

 
5. Bring the child to any suitable place or facility designated or operated by 

the Juvenile Court for juvenile detention. 
 

E.D. Juveniles shall be held in custody for the briefest time necessary to conduct 
identification, investigation, and related processing requirements to facilitate their 
release to a parent, legal guardian, or other responsible adult or transfer to a 
juvenile facility. 

 
F.E. Juvenile offenders in custody will shall: 
 

1. Not be placed in a holding area within sight or sound of adult suspects or 
detainees 

 
2. Be maintained under constant visual supervision 
 
3. Have reasonable access to toilets and washing facilities 
 
4. Be provided food if in need of nourishment, to include any special diets 

necessary for health or medical purposes 
   
5. Be provided access to medical care, if needed 
 
6. Be provided with reasonable access to water or other beverages 
 
7. Be allowed reasonable access to a telephone 

 
G.F. Juveniles placed in secure detention, whether in cells, locked rooms, or other 

locations, will shall be: 
 
1. Separated by sight and sound from any incarcerated adults and juveniles 

of the opposite sex 
 
2. Informed of the estimated time they will be in detention 

 
3. Provided with constant auditory access to Officers responsible for their 

supervision 
 

4. Personally observed by personnel on both a routine and unscheduled basis 
no less than every 30 minutes. 

 
VII. Criminal Procedures 
 

When a juvenile has been taken into custody and a criminal or status offense is being 
pursued, the following procedure shall be administered by all personnel: 

 
A. Notify the juvenile of his / her Constitutional rights without delay. 
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B. The juvenile shall be provided all appropriate warnings, including Miranda. 
 

C. Juveniles are subject to the same requirements as adults and may be handcuffed 
or otherwise restrained as necessary during transport and processing.   

 

D. Notify the juvenile’s parent(s), legal guardian, or other responsible adult of the 
offense and that the juvenile has been taken into custody. 

 

VIII. Juvenile Custodial Interrogation and Non-Custodial Interviews 
 

When conducting an interrogation of a juvenile offender or a non-custodial interview of a 
juvenile, the investigating Officer should shall adhere to the procedures described in policy 
GO98-4.4, Conducting Interviews and Interrogations. 

 

IX. Collecting, Disseminating, and Retaining Juvenile Records  
 

A. Fingerprinting and Photographing 
 

1.  Every child charged with an act that would be a felony if committed by an 
adult shall be fingerprinted and photographed upon being taken into 
custody (O.C.G.A. 15-11-702). 

 

2.  Two (2) sets of fingerprint cards and photographs of the child shall be taken 
and forwarded to the Support Services Division Operations Supervisor.   

 
3. The Support Services Division Operations Supervisor shall ensure that a 

set of the juvenile’s fingerprint cards are sent to GCIC and shall file the 
remaining set of cards and photographs separately from those of adults in 
a drawer that can be secured within his / her office.   

 
4. Fingerprint cards and photograph(s) are the only forms of identification 

maintained by the Department.  The file may be used in investigating the 
commission of crimes and be made available as directed by the court 
(O.G.C.A. 15-11-702).  

 

B. Incident reports that contain juvenile records within the Records Management 
System shall be distinguishable from other reports by an indicator on the main 
screen of the report.  Case files that contain juvenile records shall be marked with 
a “JUVENILE” stamp or label.    

 

C. Juvenile records may be disseminated to Officers within the Department for official 
investigations only.  Others requesting juvenile records may receive them  in 
compliance with the Georgia Open Records Act. 

 

D. When a juvenile becomes an adult, their his / her juvenile records will shall continue 
to be maintained with the same level of security and privacy as all other juvenile 
records. 

 

E. Juvenile records designated for court-ordered expungement shall be received and 
disposed of per the court order. 

 
 
 

This policy supersedes any previous policies issued. 
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BY ORDER OF 

 
 
 
 

____________________________________________________ 
CHIEF OF POLICE 
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I. Policy 
 

It is the policy of the Dalton Police Department to call out personnel and notify other 
agencies when needed for additional support for on-duty personnel. 

 
II. Definition 
 

Call-Out –  A call-out will occurs when an individual employee is contacted during non-
scheduled work time by any member of the Dalton Police Department or the Whitfield 
County 911 Center at the direction of a Command Staff member or Supervisor, and the 
individual employee is informed he / she must physically report for duty at that time. 
 

III. Procedure 
 

The on-duty Supervisor Watch Commander will shall make the determination as to when 
and who to call out in an emergency situation or major incident.  These include, but are 
not limited to, the following: 
 
A. Police Officer-involved shooting 

 
B. Serious injury to an Officer or employee 

 
C. Natural disaster, civil unrest, or major unplanned event 
 
D. Biological disaster 
 
E. Homicide or active shooting in our jurisdiction, where assistance is needed 

 
F. Hostage situation 
 
G. Any serious crime in which assistance is needed 

 
IV. General Guidelines 
 

A. It will shall be the responsibility of the on-duty Supervisor Watch Commander to 
utilize the services of specific Departmental personnel, depending on the 
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circumstances of the emergency situation, and to call on other agency resources 
as needed. 

 
B.A. Personnel that have The individual, who has been called out by the Department 

must shall report to the designated location in a timely manner and shall remain 
on-duty until relieved from duty by a member of the Department, Supervisor or 
member of the Command Staff.   

 
C. Personnel that have been If the individual is called out to perform a job-related task 

the individual will shall remain at work until the job task has been completed or it 
has been determined that there is no need to remain because the task cannot be 
completed. 
 

D.B. Supervisors and Command Staff members shall be responsible for the following 
when having employees called out: 

 
1. To ensure that the person call-out is needed. 

 
2. To be available when the individual called-out employees arrives to inform 

him / her them in detail of the incident or situation. 
 
3. To render assistance or to designate someone to assist those individuals 

that have been called out. 
 
4. To report to the Chief of Police, in writing, any problems that take place 

with a call-out to the Chief of Police. through the chain of command.  
 

5. There are certain situations where an on-duty Supervisor will may contact 
his immediate Supervisor and the Command Staff to implement a strategic 
plan of calling in out the entire resources of the Department.  Such time 
situations would be in case of include a biological disasters, natural 
disasters, or and large civil unrests. 

 
E.C. All employees of the Dalton Police Department are subject to be called out and 

shall have the following responsibilities: 
 

1. To provide the Dalton Police Department with a home telephone number 
and street address.  Some personnel have are issued Departmental mobile 
cellphones telephones and are required to monitor them when off duty for 
emergency call-outs.  Any changes in the above should shall be reported 
to the employee’s Division Administrative Assistant secretary as soon as 
possible. 
 

2. To report to duty as soon as possible when called out. 
 

3. To complete the assigned tasks as soon as possible. 
 

4. To report, in writing, any unnecessary call-out to their Supervisor.  The 
Supervisor shall forward this report through the chain of command to the 
Chief of Police. 
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V. Compensation 
 
 When an individual employee has been called out by the Department, he / she shall be 

compensated a minimum of two (2) hours or the actual time worked, whichever is greater. 
 
VI. Emergency Notifications 
 

When a situation arises and assistance is needed, Officers shall initiate the notifications 
to summon the appropriate agency personnel based on the circumstances.  Any routine 
notification of a non-urgent nature to any entity that may assist with a situation may be 
made by the Whitfield County 911 Communications Center or Supervisor Officer in charge 
of the scene. 

 
A. Fire Department 

 
Notification of the Dalton Fire Department shall be made through the Whitfield 
County 911 Communications Center if needed for the following situations: 

 
1. Reports of fire, explosion, smoke, or suspicious odors 

 
2. Bomb threats 

 
3. Vehicle crashes involving entrapped person(s) entrapment or structural 

damage to a building 
 

4. Hazardous materials incidents 
   

B. Public Works 
 

Notification of Dalton Public Works shall be made through the Whitfield County 911 
Communications Center if needed for the following situations: 

 
1. Damage to roadways, bridges, or traffic control devices 

 
2. Dangerous roadway conditions (flooding, ice, snow, etc…) 

 
3. Obstructions to roadways or bridges 

 
C. Coroner’s Office 

 
Notification of the Coroner’s office shall be made in the case of any unknown or 
suspicious cause of death within the City of Dalton.  Notification shall be made 
through the Whitfield County 911 Communication Center upon approval of the on-
scene Supervisor. 

 
D. Public Utilities 

 
Whenever routine or emergency notifications must be made of water, gas, electric, 
or other public utilities, such notifications shall be made through the Whitfield 
County 911 Communications Center. 

 

82



GO04-6.1 
Emergency Call-Out and Notifications 

 

RESTRICTED LAW ENFORCEMENT DATA 
The data contained in this manual is confidential for internal department use only, and will not be divulged outside the department without the 
written approval of the Chief of Police. 

Page 4 of 4 

E. News Media 
 

If it is necessary to notify the news media of emergency events in order to garner 
provide public information and / or garner public support, for an incident, the 
Supervisor shall notify the Public Relations Specialist the City of Dalton’s 
Communications Director shall be notified.  The Public Relations Specialist will be 
responsible for handling the press release and notification of appropriate media 
personnel.  Information released to the news media shall conform to the guidelines 
established in directive GO88-2.8, News Media / Public Information. 

 
F. Other Law Enforcement Agencies 

 
Notification of other law enforcement agencies shall be made through the Whitfield 
County 911 Communications Center if needed required for the following situations: 
 
1. Unusual occurrences 
 
2. Situations in the All Hazard Plan Incidents covered by policy GO12-6.3, All 

Hazards Plan 
 
3. Civil disorder 

 
G. Emergency Medical Services (EMS) 
  

Notification of EMS personnel shall be made through the Whitfield County 911 
Communications Center when Officers encounter medical emergencies or an 
individual requests medical evaluation.  

 
 
 

This policy supersedes any previous policies issued. 
 

BY ORDER OF 
 
 
 

______________________________________________ 
CHIEF OF POLICE 
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I. Policy 
 

It is the policy of the Dalton Police Department that hazardous materials incidents will be 
conducted safely and efficiently to ensure the safety of Officers and citizens and to 
minimize disruptions of reduce public systems disruptions. 

 
II. Definitions 
 

A. Known Product – A hazardous material that has been positively identified by the 
responder, and its chemical and physical properties are understood. 

 
B. Large Spill – More than 200 liters of any product, any amount of a product deemed 

an Extremely Hazardous Substance, or a vapor release from a vehicle or 
commercial establishment of known or unknown products 

 
C.B. Nonvolatile – Does not readily evaporate at normal temperatures and pressures. 

 
D.C. Unknown Product – A hazardous material that has not been identified by the 

responder, or the responder knows the product's name but has no information on 
the product's chemical, physical, or hazardous properties. 

 
E. Small Spill – 200 liters or less of a substance that is not deemed an Extremely 

Hazardous Substance by the U.S. Department of Transportation 
 

F.D. Volatile – Readily evaporating at normal temperatures and pressures. 
                                                                         

III. Procedure 
 

A. Response to Small Spills: 1 - 20 gallons of known products 
 

1. Upon arrival, the Officer will shall attempt to determine the size of the spill.  
This can be done by determining the carrier and container of the 
equipment.  The small spill scenario will basically involve small motor 
vehicles (i.e., automobiles, pick-up trucks, etc.) 
 

DALTON POLICE DEPARTMENT 
 
 Effective Date Number 

  May 1, 1998 GO92-6.2 
Subject 
Hazardous Materials Incident Response 
Reference Revised 

CALEA Standard – 61.2.2 March 27, 2018  May 26, 
2020  

Distribution Re-evaluation Date No. Pages 

All Personnel March 2020  May 2022 5 
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2. Seeing that it is a small spill, as noted above, the Officer will shall then 
attempt to determine the product identification of the product.  This can be 
done by confirming the vehicle's type of fuel and / or contents contact with 
the owner or operator. 
 

3. If this is a commonly encountered product, i.e., such as gasoline or diesel 
fuel, etc.), the Officer will shall then attempt to determine if the product is 
volatile or nonvolatile.  Volatile products normally will vaporize rapidly into 
the atmosphere in Dalton's climate, while nonvolatile products will not. 

 
4. Volatile products, such as gasoline, alcohols, and acetone, will evaporate 

most any time of the year, while diesel fuel, kerosene, and other heavy 
products will be volatile mostly during the hottest months.  Nonvolatile 
products, such as heavy oils, lubricants, and some antifreezes, etc.) will 
not evaporate at any time of the year. 

 
5. Once the determination of volatile / non-volatile has been made, the Officer 

can shall follow the actions in the guidelines of this directive. 
 
6. For nonvolatile products: 

 
a. Secure the area with a patrol vehicle and call for request traffic 

control assistance as needed. 
 

b. Call for Department of Public Works assistance to remove product 
from road Monday - Friday, 08:00 through 17:00 hours.  Request 
assistance from Dalton Public Works by notifying the Whitfield 
County 911 Center.  If this occurs outside of normal business hours, 
Public Works personnel may have to be called out. 

 
c. Call for Dalton Fire Department assistance after hours until Public 

Works can be notified.  Request assistance from Dalton Fire 
Department by notifying the Whitfield County 911 Center, if the 
substance has entered a waterway or if other assistance is 
needed. 

 
7. For volatile products: 

 
a. Secure the area with a patrol vehicle in a manner that will not cause 

ignition of the product. 
 

b. Determine If there is a traffic hazard, request assistance from 
Dalton Public Works by notifying the Whitfield County 911 Center.   

 
c. Request assistance from Dalton Fire Department by notifying the 

Whitfield County 911 Center, if the substance has entered a 
waterway or if other assistance is needed. 

 
d. If there is no traffic hazard, the Officer may go in service once the 

area is safe. 
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8. Traffic hazard: 

 
a. Call for Department of Public Works assistance to secure traffic 

hazard Monday - Friday, 08:00 – 17:00 hours. 
 

b. Call for Dalton Fire Department assistance after hours until Public 
Works can be notified. 

 
9. No traffic hazard: 

 
Officer goes in service when area is safe. 

 
B. Response to Large Spills any vapor release from a vehicle or commercial 

establishment of known or unknown products 
 

1. Dalton Police Department 
 

1.a. Approach the incident upwind and upgrade, but maintain a safe distance. 
 
2.b. Upon arrival of the first Officer on the scene: 

 
a.(1) Report the incident as a possible hazardous material accident 

incident. 
 

b.(2) Notify the Watch Commander. Supervisor / Officer in charge. 
 
c.(3) Request the Whitfield County 911 Center notify the Dalton Fire 

Department and other applicable agencies. 
 

3.c. Stay upwind and upgrade. 
 

4.d. Evacuate the immediate area of nonessential personnel. 
 

5.e. Avoid contact with any liquid or fumes. 
 

6.f. Eliminate ignition sources (i.e., lighted cigarettes, flares, and combustible 
engines). 

 
7.g. Attempt to rescue the injured, only if prudent at in the Officer's discretion 

judgment.  The Officer should consider the entire incident before 
jeopardizing his / her own safety.  

 
8.h. Notify the Whitfield County 911 Center of the following: 

 
a.(1) Situation description 

 
b.(2) Any identification placards or signs 

 
c.(3) Any known victims 
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d.(4) Other safety hazards and considerations 

 
9.i. Initiate evacuation after consulting with fire department personnel and in 

accordance with GO07-6.8, Emergency Evacuations.  
 

10.j. If Dalton Fire Department is not yet on scene, establish a command post 
location upwind, uphill, and at a safe distance.  Report the exact location 
of the command post to the Whitfield County 911 Center and give identify 
the best approach route to the scene to dispatcher. 

 
11.2. If Dalton Fire Department first is already on scene, the first Supervisor on 

scene shall respond to the command post and make contact with the 
Incident Commander.   

 
a. Supervisor responds to command post and stages other units in a 

safe area. 
 
b. Operates as a liaison to the Police Department at command post 

until relieved by superior. 
 

12.3. The ranking Fire Department Officer at the command post is designated 
the incident commander.  The ranking Police Officer at the command post 
shall take direction from the incident commander which is consistent with 
police responsibility at a hazardous materials incident (perimeter and traffic 
control, evacuation, etc.).  The Dalton Fire Department is responsible for 
designating an Incident Commander for these incidents.  The Supervisor 
shall notify responding Officers where to safely stage or where to perform 
law enforcement activities, such as establishing a perimeter, traffic control, 
or evacuations.  The Supervisor shall remain at the command post and 
operate as a liaison for the Incident Commander until relieved. 

 
C. Perimeter Control 

 
1. The first Officer on the scene shall determine the outer perimeter by using 

the Emergency Response Guidebook or by consulting with the Dalton Fire 
Department. 

 
2. Responsibilities of the first Supervisor on the scene: 

 
a.  Report to the command post. 

 
b. Assign personnel to secure the outer perimeter. 
 
c. Assign an Officer to the Dalton Fire Department staging sector 

area. 
 

3. The Officers securing the outer perimeter of the incident shall deny entry 
or access to the scene, except for public safety personnel (fire, EMS, law 
enforcement) that are essential to the operation of the hazardous material 
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incident (i.e., fire, police, EMS personnel, or others authorized to enter the 
scene by the Incident Commander. 

 
4. If personnel that are authorized to enter the hazardous material incident 

scene are not easily identified by uniform or other means, the a perimeter 
control Officer may give the personnel a piece of crime scene tape.  The 
tape should be fixed to the personnel's belts to make them easily 
identifiable on the incident scene. 

 
5. All personnel authorized to enter the incident area will shall be directed to 

enter through the staging sector area as established by the Dalton Fire 
Department incident command system.  All personnel must access the 
incident through the staging sector. 

 
6.4. The Officers assigned to secure the perimeter of the scene shall maintain 

a route for easy entry and exit of emergency vehicles. 
 
7.5. The Perimeter control Officers shall see ensure that citizens are denied 

access to the outer perimeter area.   The citizens should be advised to 
move upwind and upgrade when leaving the area. 

 
8.6. The outer perimeter is subject to be moved farther away from the incident 

at the discretion of the Incident Commander. 
 

D. Evacuation 
 

1. The Dalton Fire Department Incident Commander calls shall make the 
determination for the evacuation of a specific area (refer to policy GO07-
6.8, Emergency Evacuations). 

 
2. The Dalton Fire Department will shall determine the exact area to be 

evacuated. 
 

3. The Whitfield County 911 Center will shall contact the Whitfield County 
Emergency Management Agency director, the American Red Cross, and 
the Salvation Army to initiate the opening of shelters and to provide public 
transportation as directed in the Whitfield Emergency Management 
Disaster Plan, if needed.   

 
4. The Police Department will shall establish evacuation mass transit 

locations.  These will are to be utilized by civilians that have no other means 
of transportation.  The American Red Cross and the public school systems 
will provide buses for the transportation at these locations. 

 
5.4. The Police Department A Supervisor or Command Staff member shall on 

duty will coordinate the recall of off-duty personnel and contact other law 
enforcement agencies as needed for evacuation assistance (refer to policy 
GO04-6.1, Emergency Call-Out and Notifications).  

 
6. The Police Department command will notify local news media, social 

media, and will utilize the automated emergency notification system may 
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be utilized to broadcast evacuation notices, mass transit locations, and 
evacuation shelter sites. 

 
7.5. The areas to be evacuated will shall be divided up into evacuation sectors.  

Officers shall Units will be assigned to evacuate the sectors with the 
greatest potential danger first.  No law enforcement personnel will shall be 
assigned to enter areas that may expose them to the effects of hazardous 
materials without first being provided with appropriate protective 
equipment. 

8.6. Officers will shall evacuate sectors in the quickest way possible.  This could 
include the utilization of public address systems on patrol vehicles or going 
door to door. 

 
9.7. As evacuation sectors are cleared, the assigned Officers will shall notify 

the incident command post. 
 
10.8. Officers shall Units will patrol the evacuated areas, as safety dictates, to 

prevent looting or unauthorized re-entry. 
 

E. Decontamination Procedures 
 

1. The Dalton Fire Department is responsible for establishing a location to be 
used for the decontamination process and assigning a Site Access Control 
Leader to oversee the documentation and direction of affected public safety 
members. 

 
2. An Officer shall be assigned to assist the Site Access Control Leader at the 

decontamination site with directing other Officers that have been exposed 
to hazardous materials.  Part of this Officer’s responsibilities include 
securing all firearms, Tasers, and other duty gear that are subject to the 
decontamination process. 

 
3. All firearms, Tasers, and other weapons shall be unloaded and / or made 

safe prior to being submitted to the decontamination process.   
 
3. All exposed Department vehicles, uniforms, and equipment shall be 

properly decontaminated, as overseen by Dalton Fire Department 
personnel, prior to being placed back in service. 

 
4. Any uniforms or equipment that are no longer serviceable due to exposure 

or the decontamination process shall be properly disposed of, and a 
request for replacement shall be submitted to the appropriate Division 
Commander.   

 
 
 

This policy supersedes any previous policies issued. 
 

BY ORDER OF 
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_____________________________________________________ 

CHIEF OF POLICE 
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I. Policy 
 

It is the policy of this the Dalton Police Department to utilize, when circumstances dictate, 
an automated emergency notification system in order to enhance the ability to contact 
community members in emergencies and other situations in order to give instructions, 
information, or warnings. 

 
II. Definitions 

 
A. CodeRED – A trademark of Emergency Communications Network and a general 

concept that refers to using a telephone database, combined with a digital map, to 
notify  community members of emergencies, missing persons, or other 
information.  In this policy, the automated emergency notification system is referred 
to by its product name, “CodeRED”. 

 
B. Telephone Database – The names, addresses, and telephone numbers of 

businesses and residents in the community.  The database for this system is 
maintained by CodeRED and updated on a yearly basis or more frequently, if 
needed.  This database may not be used in routine investigations to obtain 
occupant information or telephone number-name cross references. 

 
C. Digital Map – An electronic map provided by the vendor to synchronize with the 

telephone database in order to allow a system user to outline geographic features 
within which notifications may be made. 

 
D. Outbound Session – Refers to any message transmitted by a system user to any 
 notification list or geozone. 
 
E. Notification List – Any pre-determined group(s), individual citizen(s), or first 

responder(s) for which a potential for notification has been identified in advance of 
emergencies. 

 
F. Geozone – A section of the digital map, of any shape, that is selected by a system 

user for use in delivering a message in an outbound session.  Geozones can be 
developed as a situation occurs or in advance, based on a perceived potential 
hazard. 
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G. Mobilization – The ability to use system modules to develop scenarios and 

functions for notifying any or all Department members and responders. 
 
III. Procedures 
 

A. System Users 
 

1. Only trained Whitfield County 911 Center and Whitfield County Emergency 
Management Agency personnel may access the CodeRED system.  

 
2. One person shall serve as the site administrator for the county 

departments.  The site administrator shall be responsible for overall 
maintenance of the system data and phone lines, and for controlling access 
to the system by assigning user names and passwords.  The site 
administrator shall promptly seek appropriate technical assistance if 
problems occur.  One additional person shall be designated as the backup 
site administrator. 

 
3. The Whitfield County 911 Center shall be responsible for launching all 

emergency notification sessions upon request. 
 

B. Testing and Maintenance 
 

Testing and maintenance of the system will shall be completed by employees of 
the Whitfield County 911 Center. 

  
C.  Authorization for Launch 

 
Department Supervisors have the authority to coordinate with Whitfield County 911 
Center personnel to activate the system, when necessary.  including Activations 
may occur during the following situations: 
 
1. Community Policing Operations including: 
 
 a. Missing children / elderly alerts 
 
 b. Crime prevention notices 
 
 c. Investigative canvassing 
 
 d. Endangered missing adult 
 
 e. Prisoner escape 
 

f. Shelter-in-place 
 

2. Staff Notifications  
 
Activation of the mobilization system may be used to notify Department 
personnel.  All mobilization sessions will shall take a lower priority than 
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emergency sessions. In order to maximize the effectiveness of the 
mobilization system, pre-determined lists and groupings must be 
developed prior to activation. 
 

3. Other Situations  
 
a. There may be other situations in which public alerting becomes 

necessary.  It is not practical to define all cases where the 
CodeRED system could be used.  

 
b. The following criteria should shall be used as a general guideline 

for determining the need to launch an outbound session: 
 

(1)a. Severity – Is there a significant threat to public life and 
safety? 

 
(2)b. Public Protection – Is there a need for members of the public 

to take a protective action in order to reduce loss of life or 
substantial loss of property? 

 
(3)c. Warning – Will warning members of the public assist in 

making the decision to take proper and prudent action? 
 
(4)d. Timing – Does the situation require immediate public 

knowledge in order to avoid adverse impact? 
 

(5)e. Geographic area – Is the situation limited to a defined 
geographic area?  Is that area of a size that will allow for an 
effective use of the system, given the outgoing call 
capacity? 

 
(6)f. Are other means of disseminating the information 

inadequate to ensure proper and timely delivery of the 
information? 

 
(7)g. If the answer to all the questions above is, “yes”, then the 

CodeRED system should be considered. 
 

D. Notification Messages 
 

1. The Supervisor requesting an activation of the CodeRED system shall 
provide the Whitfield County 911 Center with the message to be sent. 
 

2. The maximum length of an outgoing message shall be no longer than one 
(1) minute in length. 
 

3. The warning message shall be written in a style that clearly conveys the 
potential hazard to the public.  An effective warning must be specific, clear, 
consistent, and accurate. 
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4. The content of the message shall include, if applicable, the following 
information: 

 
a. The person(s) and organization responsible for generating the alert. 
 
b. A detailed description of the event that has occurred (or may occur) 

and the danger that it poses. 
 
c. A detailed description of the geographic areas that are at risk, using 

well-known landmarks and / or geographic boundaries. 
 
d. Guidance on what people should do to protect themselves. 
 
e. The time available for those in the affected area to take the 

appropriate protective action.   
 
 
 

This policy supersedes any previous policies issued. 
 

BY ORDER OF 
 
 

       
CHIEF OF POLICE 
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I. Policy     
 

Armed robbery and burglary are serious crimes that pose serious risks to citizens and 
Officers.  Officers will shall respond to reports of these crimes with urgency in order to 
maximize safety for employees, bystanders, and Officers and to enhance the probability 
of arrest.     

 
II. Procedures 
 

A. Burglar Alarm – Normal Response 
 

1. When burglar alarms are received, the Whitfield County 911 Center shall 
advise the location of the alarm and dispatch two (2) units to respond. 

 
Dispatch will notify the location and on-duty Officers of the situation; 
 

1. Two (2) units will respond to the scene; 
 

1. Responding Officers will identify themselves and their agency, and 
determine whether there is a problem.  
 

2. Responding Officers will shall not delay their response to burglar alarm 
calls but should not respond in “emergency mode” unless there is a 
significant probability that the crime is in progress. 

 
3. If possible, dispatch the Whitfield County 911 Center shall will keep in 

contact with persons at the location on the phone or stay in contact with the 
notifying party. 

 
4. Responding Officers shall notify the Whitfield County 911 Center of their 

arrival, park away from the location, and approach on foot.   
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5. Officers shall attempt to determine if a crime is occurring or has already 
occurred.  Part of this process, in most cases, shall include an inspection 
of the structure’s exterior doors, windows, fences, etc. 

 
B. Robbery Alarm Procedure - Robbery in progress Response 

 
The Dalton Police Department response to reported robberies will follow these 
guidelines: 

 
1. When robbery alarms are received, the Whitfield County 911 Center shall 

advise the location of the alarm and dispatch two (2) units to respond. 
 

2. Units should Responding Officers shall not delay their response to robbery 
alarm calls and should, in most cases, respond to the scene in emergency 
mode by activating emergency lights and siren until within sight or sound 
of the location.   

 
3. Responding units should shall consider the following responsibilities: 

 
a. The first unit at the scene should observe the most logical point of 

escape. 
 

b. Secondary responding units should observe other points of 
escape.  
 

c. Other responding units should remain an appropriate distance from 
the scene to assist any other units in possibly stopping the a 
suspect vehicle or searching for suspects on foot. if escaping by 
motor vehicle.  

 
d. Shotguns or rifles are recommended for deployment on these types 

of calls. 
 

4. Responding Officers shall request that the Whitfield County 911 Center 
attempt to make telephone contact with someone at the location of the 
alarm.  Upon making contact, the dispatcher shall attempt to ascertain if a 
robbery is in progress, a robbery has already occurred, or the alarm was 
accidentally activated.   

 
4. Rapidly evolving circumstances may require an altered response as 

deemed by a Supervisor. 
 

5. Shotguns or rifles are recommended on these types of calls. 
 

6. If dispatch the Whitfield County 911 Center establishes communication by 
telephone, the location person contacted will be told to stay on the phone.  
The dispatcher will also attempt to determine if the suspects have actually 
left the building or scene, and if so, how long they have been gone and any 
other important facts.  
 

5. Upon arrival at the robbery location, Officers should shall attempt to remain 
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hidden from view until the dispatcher can confirms that the status of the 
situation.  robber has left the premises.  Many businesses including most 
banks train employees to get armed robbers out of the facility quickly and 
to lock the doors behind the subject(s) in order to prevent re-entry and 
reduce the potential for hostage situations.  Officers may approach the 
building if there is a visible notice on the entrance indicating that the 
suspect has left the scene.  
 

6. For accidental activations of a robbery alarm, the dispatcher shall obtain a 
description and instruct an employee or other responsible person to step 
outside the building to speak with Officers.  Officers may consider entering 
the structure with the employee or other responsible person to check on 
the welfare of anyone else inside.   

 
7. If the Whitfield County 911 Center is unable to make telephone contact with 

anyone at the location, Officers shall treat the situation as if a robbery is in 
progress.   

 
C. Robbery – In-progress or Already Occurred 

 
1. Rapidly evolving circumstances may require an altered response as 

deemed necessary by a Supervisor. 
 
2. If the Whitfield County 911 Center establishes communication by 

telephone, the person contacted shall be told to stay on the phone.  The 
dispatcher will also attempt to determine if the suspects have actually left 
the building or scene, and if so, how long they have been gone and any 
other important facts. 

 
3. Many businesses, including most banks, train employees to get armed 

robbers out of the facility quickly and to lock the doors behind the subject(s) 
in order to prevent re-entry and to reduce the potential for hostage 
situations.  Officers may approach the structure if there is a visible notice 
on the entrance indicating that the suspect(s) has left the scene.  

 
4. If no notice is visible, Officers will shall not approach or enter the building 

until instructed to do so by an employee or a dispatcher that is 
communicating with employees.  If dispatch can determine by phone that 
the scene is safe and secure, then dispatch will shall request that an 
employee or other responsible person exit the building and meet an Officer 
to provide further details for initial the preliminary investigation / inquiry.  

 
5. Officers should keep in mind that they may encounter situations in which 

communication cannot be established with anyone inside the building due 
to the employees or other persons being restrained by the suspect(s) or 
other extenuating circumstances. 

 
6. No attempt will shall be made to arrest individuals suspects until they have 

left the building, unless exigent circumstances, such as an active shooter 
situation, necessitate immediate action. 
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7. Officers arriving at the location will shall be responsible for: 
 

a. Securing the crime scene, including all possible exits 
 

b. Identifying and obtaining information from witnesses 
 

c. Informing other Officers of information as it becomes available 
 

 Responding Officers should remember that suspects may have left the 
scene and employees may be unable to communicate with the Officers. 

 
8. Responding Officers will shall immediately determine whether the 

suspect(s) left in a vehicle or on foot.  If a vehicle was used, Officers will 
obtain a description, direction of travel and occupant information.  This 
information will shall be given to the dispatcher Whitfield County 911 Center 
for immediate broadcast.  

 
9. If Officers determine that the scene has developed into a barricaded person 

or hostage situation, the guidelines in policy GO12-6.3, All Hazards Plan, 
shall be followed. 

 
 
 

This policy supersedes any previous policies issued. 
 

BY ORDER OF 
 
 
 

________________________________________________ 
CHIEF OF POLICE 
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I. Policy 
 

It is the policy of the Dalton Police Department that Officers shall only implement 
roadblocks with the proper authority to end pursuits or for the apprehension of criminals.  
Officers shall always consider the safety of themselves and other citizens during 
roadblocks. 

 
II. Definitions 
 

A. Roadblock – For the purpose of the this policy, roadblocks are defined as a 
stationary location of police vehicles and Officers intended for the specific purpose 
of limiting the escape opportunities for suspects who present a potential grave 
danger to the public if allowed to escape.  In addition, carefully designed 
roadblocks may be established to end police pursuits of suspects known to be 
involved in violent felonies. 

 
B. Watch Commander – The District Commander or Sergeant, designated by the 

District Commander, who is responsible for the overall operations of his / her watch 
or unit in accordance with the rules and regulations of the Police Department. 

 
III. Use of Roadblocks for the Apprehension of Criminals 
 

A. Factors Considered in Establishing Roadblocks 
  

1. Sufficient information and descriptions of wanted persons and vehicles 
 
2. The elapsed time between the crime and its discovery 

 
3. The longer it takes to evaluate the seriousness of the crime and assemble 

information, the less effective the roadblock will be. 
 

B. Authority and Site Selection 
 

1. The Watch Commander shall have the authority to implement a roadblock 
to apprehend suspects. 
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2. The site selected should provide for safety and surprise. 
 
3. Intersections permit more areas of escape and complicate traffic control.  

Residential areas create a great danger to the public. 
 
4. Make use of natural obstructions and look for terrain features that offer 

cover and protection. 
 
5. The location should permit observation of vehicles turning around before 

reaching the roadblock.  
 
6. The Watch Commander will shall be responsible for supervising operations 

at the scene of the roadblock and shall have the authority to terminate the 
roadblock. 

 
C. Manning the Roadblock Operations 

 
1. Officers should shall be in their duty uniform to be easily identified. 
 
2. Officers should shall be fully informed about the nature and seriousness of 

the crime, descriptions of the vehicle and wanted person(s), any weapons 
involved, and, if possible, any previous criminal record. 

 
3. Courtesy is extremely important since non-involved persons will be 

inconvenienced. 
 
4. The patrol vehicle(s) should be positioned at a 45-degree angle to the traffic 

flow. 
 
5. If possible, a stop sign should shall be placed at the roadblock point.  

Flares, lights, and properly positioned vehicles make the roadblock safer, 
particularly at night. 

 
6. Officers should shall stay off the road and out of oncoming headlights. 

Once a car has stopped, Officers should not walk in front of the stopped 
vehicle. 

 
7. Investigate all cars, even those known to the Officers. Determine which 

side of the road to seek if cover is required. 
 
8. Officers will shall not remain inside any vehicle positioned in the roadway 

blocking traffic. 
 
IV. Use of Roadblocks for Pursuits 
 

Officers should be mindful of the fact that barricading a roadway must be considered as a 
use of force likely to result in death or serious injury. The use of a roadblock must be 
directly related to the seriousness of the crime for which the suspect is being pursued. 
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A. Factors Considered in Establishing Roadblocks 
  

1. Roadblocks will shall be utilized only as a last resort, when the violator 
being pursued presents a significant threat to Officers and / or citizens and 
has proven to have a total disregard for the lives and safety of the public. 

  
2.1. The following factors should shall be considered before establishing a 

roadblock: 
 

a. The safety of Officers 
 

b. The risk of physical injury to the occupants of the pursued vehicle 
 

c. The protection of citizens and their property 
 

B. Authority and Site Selection 
 

1. The Watch Commander shall have the authority to implement a roadblock 
to end vehicle pursuits. 

 
2. Roadblocks will shall be established in a well-lit and / or visible area of the 

roadway and shall not be positioned in a curve or on a hillcrest so that it 
cannot be seen by the suspect. The roadblock must be clearly visible from 
a sufficient distance to allow the suspect the opportunity to safely stop. 

 
3. Every roadblock must offer the suspect an alternate path of travel / exit 

around the barricade. 
 

4. When setting up a roadblock, Officers shall take measures to protect and 
warn other motorists. Whenever possible, a minimum of three units should 
be used: two units to block the lanes of travel and one unit to warn and 
direct traffic approaching from the opposite direction. 

 
5. Once a decision has been made to establish a roadblock, the Whitfield 

County 911 Center will shall announce on all radio frequencies the location 
of the roadblock and the circumstances surrounding the roadblock. The 
dispatcher will shall also ensure that the pursuing Officer(s) acknowledge 
the location of the roadblock. 

 
6. The Watch Commander will shall be responsible for supervising operations 

at the scene of the roadblock and shall have the authority to terminate the 
roadblock. 

 
C. Manning the Roadblock Operations 

 
1. Only marked police vehicles will shall be used in a roadblock. All 

emergency equipment shall be turned on, however, no headlights or 
spotlights will shall be pointed at oncoming traffic. 

 
2. No civilian vehicles will shall be used in any roadblock. 
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3. Officers will shall not remain inside any vehicle positioned in the roadway 
blocking traffic but should seek protection behind available natural and / or 
man-made barriers. 

 
V. Authorized Forcible Stopping Techniques 
 

Intervention tactics and / or stopping techniques shall only be utilized by Officers trained 
in their use and only after authorization from the Watch Commander. 

  
A. Low Speed Channeling 

 
1. Low speed channeling is defined as directing vehicular traffic into a 

progressively narrowing passageway or lane location on the roadway. In 
order to employ this technique, Officers must ensure that each side of the 
suspect’s vehicle is covered. 

 
2. A minimum of two police vehicles should shall always be used for this 

technique. 
 

3. This tactic should shall only be used at low speeds and only after being 
approved by the Watch Commander. 

 
4. Officers must exercise extra caution once the suspect’s vehicle stops, due 

to the potential for crossfire. 
 
B. Ramming / Bumping / Intentional Contact 

 
The Watch Commander may authorize the use of these techniques, but only if 
deadly force is otherwise justified. 

 
VI. Training 
 

On an annual basis, all sworn personnel shall receive training on the use of agency 
Department-authorized roadblocks and authorized forcible stopping techniques. 

 
VII.  Administrative Review 
 

Any time a roadblock is used for a pursuit or in an attempt to apprehend a criminal, an 
incident report shall be completed and the Watch Commander shall complete an After 
Action Review detailing the circumstances of the incident.  

  
 

 
This policy supersedes any previous policies issued. 

 
BY ORDER OF 

 
 
 

_________________________________________________ 
CHIEF OF POLICE 
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I. Policy 
 

It is the policy of the Dalton Police Department that duly trained and authorized agency 
Department personnel may deploy unmanned aircraft systems (UAS) when such use is 
appropriate in the performance of their official duties and where the collection, 
deployment, and use of any recordings or other data originating from or generated by the 
UAS complies with the privacy protections afforded citizens by the U.S. Constitution, the 
procedures contained in this policy, applicable laws, and Federal Aviation Administration 
(FAA) regulations. 

 
II. Purpose 
 

This policy is intended to provide personnel who are assigned responsibilities associated 
with the deployment and use of unmanned aircraft systems (UAS) with instructions on 
when and how to use this technology and the when information it provides may be used 
for law enforcement and public safety purposes in accordance with applicable laws and 
regulations. 

 
III. Definitions 
 

Digital Multimedia Evidence (DME) – Digital recording of images, sounds, and associated 
data.   
 
Unmanned Aircraft System (UAS) – A powered aerial vehicle that does not carry a human 
operator, uses aerodynamic forces to provide lift, can fly autonomously or be piloted 
remotely, and can be expendable or recoverable. 

 
IV. Procedures 

 
A. Administration 
 

This agency Department utilizes has adopted the use of UAS to provide an aerial 
visual perspective in responding response to emergency situations, and exigent 
circumstances in support of complex investigations, and for to accomplish the 
following objectives:  
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1. Situational Awareness: To assist decision-makers, e.g.,  such as Incident 
Commanders, Command Staff members, first responders, and city, county, 
and state officials, in understanding the nature, scale, and scope of an 
incident and for to accurately planning and coordinateing an effective 
response. 

 
2. Search and Rescue: To assist in missing person investigations, AMBER 

Alerts, and other search and rescue missions. 
 
3. Tactical Deployment: To support the tactical deployment of Officers and 

equipment in emergency situations (e.g., incidents involving hostages and 
barricades, support for large-scale tactical operations, and other temporary 
perimeter security situations). 

 
4. Visual Perspective: To provide an aerial visual perspective to assist 

Officers in providing direction for crowd control, hazardous material scene 
management, traffic incident management, special circumstances, and 
temporary perimeter security. 

 
5. Scene Documentation: To document a crime scene, accident motor vehicle 

collision scene, or other major incident scene, such as a natural disaster, 
hazardous materials release, or active threat. (e.g., disaster management, 
incident response, large-scale forensic scene investigation). 

 
6. To provide assistance with all other types of criminal investigations, details, 

or projects as approved by the Chief of Police or his / her designee. 
 

B. Procedures for Use of UAS Use 
 

1. The agency Department must obtain applicable authorizations, permits, 
and / or certificates required by the Federal Aviation Administration (FAA) 
prior to deploying or operating the UAS, and these authorizations, permits, 
and / or certificates shall be maintained in a and current status. 

 
2. All deployments of UAS must be specifically authorized by a Supervisor.  a 

Division Commander, Operations Supervisor, or Special Operations 
Supervisor of the Dalton Police Department. 

 
3. The UAS will shall be operated only by personnel (pilots and observers who 

have been passed the FAA Part 107 Certification and have been trained 
and certified on the operation of the system.  
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4. The UAS-certified personnel shall inspect and test UAS equipment prior to 
each deployment, or at least quarterly, to verify the proper functioning of all 
equipment and the airworthiness of the device.  

 
5. The UAS equipment is the responsibility of individual Officers assigned 

personnel and will shall be used with reasonable care to ensure proper 
functioning.  Equipment malfunctions shall be brought to the attention of 
the officer’s Special Operations Supervisor as soon as possible so that an 
appropriate repair can be made or a replacement unit can be procured. 

 
6. The UAS equipment and all data, images, video, and metadata captured, 

recorded, or otherwise produced by the equipment is the sole property of 
the Dalton Police Department. 

 
7. All flights will shall be documented on a form or reporting system designed 

for that purpose, and all flight time shall be accurately recorded.  In addition, 
each deployment of the UAS shall include information regarding the reason 
for the flight; the time, date and location of the flight; and the name of the 
Supervisor approving the deployment and the staff assigned; and a 
summary of the activities covered, actions taken, and outcomes from the 
deployment.  The report or form will shall be maintained by the Special 
Operations Supervisor for review and entry into a Department 
computerized file. 

 
8. Except for those instances where officer safety or an investigation could be 

jeopardized, and where practical, the Supervisor or Incident Commander 
of an operation may request the Public Relations Specialist to notification 
of the public of a UAS deployment through social media or traditional media 
outlets.  

 
9. Where there are specific and articulable grounds to believe that the UAS 

will collect evidence of criminal wrongdoing and / or if the UAS will be used 
in a manner that may intrude upon reasonable expectations of privacy, the 
agency will Department shall obtain a search warrant prior to conducting 
the flight. This section shall not prohibit such use without a warrant if 
Officers possess reasonable suspicion that, under particular 
circumstances, swift action is needed to prevent imminent danger to life. 

 
C. Restrictions on Using the for Use of UAS 
 

1. The UAS shall only be deployed and used only to support official law 
enforcement operations, public safety missions, and training. 
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2. The UAS shall not be operated in an unsafe manner or in violation of FAA 
rules. 

 
3. The UAS shall not be equipped with weapons of any kind. 
 
4. UAS-recorded data shall not be collected, disseminated, or retained solely 

for the purpose of monitoring activities protected by the U.S. Constitution, 
such as the First Amendment’s protections of religion, speech, press, 
assembly, and redress of grievances.  

 
D. DME Retention and Management 

 
1. All DME shall be retained for 180 days with the following exceptions: 
 

a. If such recording is part of a criminal investigation, shows a 
vehicular accident, shows the detainment or arrest of an individual, 
or shows an law enforcement Officer’s use of force, it shall be 
retained for 30 months. 

 
b. If such recording contains evidence that is or can reasonably be 

anticipated to be necessary for pending litigation, it shall be retained 
for 30 months or until the litigation is completed.  

 
2. All DME shall be securely downloaded at the completion of each mission 

and stored under restricted access on the Department’s network Records 
Management System or external media device. The UAS-certified 
operators will shall record information for each file that shall include the 
date, time, location, and case reference numbers or other mission 
identifiers, and the identities of all the UAS personnel involved in the 
mission. 

 
3. DME that is obtained as part of a criminal investigation shall be downloaded 

and entered into the Property and Evidence Section in accordance with 
policy GO88-4.10, Property and Evidence Policy and Procedure. 

 
4. Officers shall not edit, alter, erase, duplicate, copy, share, or otherwise 

distribute in any manner UAS DME without prior written authorization and 
approval of the Chief of Police or his / her designee.   

 
5. All access to UAS DME must be specifically authorized by the Chief of 

Police or his / her designee.   
 
6. A Supervisor or administrator in The Support Services Professional 

Standards Unit shall will audit flight DME quarterly to ensure that only 
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authorized users are accessing the UAS for legitimate and authorized 
purposes.  A memorandum shall be submitted to the Chief of Police and 
Patrol Division Commander indicating: 

 
a. The recordings that were reviewed 

 
b. The name of the Officers operating the UAS 

 
c. A description of any policy violations or training needs associated 

with the recordings 
 

E. UAS Supervision and Reporting 
 

1. The Watch Commander shall be notified upon the deployment of the UAS, 
to include the reason for the deployment, and upon the conclusion of the 
deployment.    Supervisory personnel shall manage all deployments and 
uses of UAS to ensure that Officers equipped with UAS devices utilize them 
in accordance with policy and procedures defined herein. 

 
2. The Special Operations Supervisor will shall be the immediate Supervisor 

for the Unmanned Aircraft System UAS Program and shall ensure that 
Officers equipped with UAS devices utilize them in accordance with the 
procedures established by this directive.    

 
3. The Special Operations Supervisor will shall review flight documentation 

and training activities quarterly. The results of the review will shall be 
documented and forwarded to the Chief of Police.   

 
4. A monthly flight record shall be submitted to the U.S. Department of 

Transportation, even if there have been no UAS usage for the month.  The 
monthly report shall include the Blanket Certification of Authorization and 
the Jurisdiction Certificate of Authorization. 

 
5. The Special Operations Supervisor will shall also oversee ensure the 

completion and submission of any and all necessary reports to the Federal 
Aeronautics Administration FAA on flight time and training.  Any changes 
to the flight time counter will shall be documented. 

 
6. The Patrol Division Commander Chief of Police of the agency or his / her 

designee shall publish complete an annual report documenting the 
agency’s Department’s deployment and use of UAS devices and forward 
the report to the Chief of Police. 
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6. Files of flight records should be securely maintained by the  Patrol Division 
Special Operations Supervisor and DME will be entered in Property and 
Evidence in accordance with agency policy and state records retention 
laws and retained no longer than necessary for purposes of training or for 
use in an investigation or prosecution.  

 
F. Training 

 
1. Police Personnel who are assigned to the UAS must complete an agency-

approved training program to ensure proper use and operations.  Additional 
training may be required at periodic intervals to ensure the continued 
effective use and operation, and proper calibration and performance of the 
equipment, and to incorporate changes, updates, or other revisions in 
policy and equipment. 

 
2. All agency personnel with UAS responsibilities, including command officers 

Supervisors, shall also be trained in the local and federal laws and 
regulations, as well as policies and procedures, governing the deployment 
and use of UAS. 

 
3. All personnel who are UAS pilots or observers must remain in compliance 

with required FAA training and examinations.   
 
4. Any Officer or Supervisor may be an observer for the pilot but must be 

briefed on the tasks and duties of that role prior to any UAS operation.   
 
5. All UAS pilots shall be required to attend annual in-service training of at 

least four (4) hours.   

 
 

 
This policy supersedes any previous policies issued. 

 
BY ORDER OF 

 
 
 

________________________________________________ 
CHIEF OF POLICE 
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DALTON FIRE DEPARTMENT 
TODD PANGLE 404 School Street          PUBLIC SAFETY COMMISSION 
Fire Chief  Dalton, GA 30720 Bill Weaver 
Telephone 706-278-7363   Terry Mathis 
Fax 706-272-7107  Kenneth E. Willis 
tpangle@daltonga.gov  Anthony Walker 
   Luis Viamonte 
   
 

April 2020 
 

Incident Response 

 

 

Monthly Synopsis 

Category   Responses Percentage 

Fire            7                     3.86 

Overpressure Rupture, Overheat       0                     0.0% 

Rescue/Medical               85                  46.96 

Hazardous Condition          9     4.97% 

Service Call          15     8.28% 

Good Intent          36     19.88% 

False Alarm          28     15.46% 

 

Total Responses        181 

Average Response Time      3:25 

Estimated Loss                    $9,140.00 
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Dalton Fire Department 
Medical Incident Study 

EMS On scene/Not on scene Prior to DFD Comparison 
4/1/2020 –4/30/2020 

 
 

 

 

Total incidents in time period – 83 

EMS on-scene prior to DFD – 33 

EMS not on-scene prior – 50 

 

During the month of April, Dalton Fire Department arrived on-scene 
prior to Hamilton EMS on 60% of medical responses. 
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Training Division Monthly Report 

April 2020 
 

 

 

Overview 

 

Recruit Class 2020-01 continued throughout the month with 2 candidates enrolled.  Monthly training 

included territory familiarization, pre-fire training, core competency check-offs, special operations 

training, and company level drills chosen by company officers.  Training hours during the month of 

April totaled 2,307. 

 

 

 

Outside Schools 

 

All off-campus training was suspended due to the COVID-19 pandemic. 

 

 

  

Support Functions 

 

 166 hours were spent completing apparatus checks and equipment replenishment 

 Cleaning and maintenance activities accounted for 868 hours in April 

 113 hours were attributed to spring hydrant detail  

 146 hours were attributed to annual fire hose service testing  

 2 hours were dedicated to fire investigation and related activities  

 SCBA maintenance consumed 9 hours during the month 
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Prevention Division Monthly Report
April 2020

Annual Inspections Total: 1
Apartment Inspections Total:
Site Inspections Total: 9
Fire Alarm Inspection Total:
Sprinkler System Inspection Total:
New Kitchen Hood Inspections Total: 1
Knox Box Installation Total:
Occupational Tax Certificate Inspections Total: 3
Alcohol Inspections Total: 1
50 Percent Inspections Total:
80 Percent Inspections Total:
100 Percent Inspections Total: 1
Pre-Incident Surveys Total:
Plan Reviews Total: 5
Addressing Total: 2

Total Inspections 23

Inspections

*Inspections were reduced due to the pandemic.  Preventions focused on converting current and 
historical paper documents to digital format.  Over 3,500 files were converted.  Preventions is now 
all digital.
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05/01/2020 09:50    |The City of Dalton |P      1
628mcoke            |YEAR-TO-DATE BUDGET REPORT |glytdbud

4/30/2020
 
 

FOR 2020 04
 

ACCOUNTS FOR: ORIGINAL TRANFRS/ REVISED AVAILABLE PCT
0010     GENERAL FUND - OPERATING           APPROP ADJSTMTS BUDGET YTD EXPENDED ENCUMBRANCES BUDGET USED
____________________________________________________________________________________________________________________________________

 
 

141400 FIRE DEPARTMENT                    
_________________________________________

 
141400 000010  SALARIES-REGULAR    4,886,425           0   4,886,425   1,480,541.48            .00   3,405,883.52   30.3% 
141400 000011  SALARIES OVERTIME      434,400           0     434,400     112,756.00            .00     321,644.00   26.0% 
141400 000020  FICA      412,300           0     412,300     131,603.30            .00     280,696.70   31.9% 
141400 000030  PENSION      149,000           0     149,000      47,939.97            .00     101,060.03   32.2% 
141400 000032  PENSION - DB PLAN    1,997,725           0   1,997,725     479,906.09            .00   1,517,818.91   24.0% 
141400 000040  HOSPITALIZATION I      744,500           0     744,500     243,970.00            .00     500,530.00   32.8% 
141400 000043  INSURANCE - FIRE       17,000           0      17,000            .00            .00      17,000.00     .0% 
141400 000045  EE LIFE & DISABIL       30,060           0      30,060       9,303.25            .00      20,756.75   30.9% 
141400 000050  GENERAL INSURANCE       28,500           0      28,500            .00            .00      28,500.00     .0% 
141400 000060  WORKER COMPENSATI       91,255           0      91,255      30,418.36            .00      60,836.64   33.3% 
141400 000095 50000 EQUIP MAINT        5,000           0       5,000            .00            .00       5,000.00     .0% 
141400 000100  OFFICE EQUIPMENT        7,200           0       7,200       2,367.12            .00       4,832.88   32.9% 
141400 000110  TELEPHONE       31,000           0      31,000       9,821.36         763.57      20,415.07   34.1% 
141400 000120  TRAINING EXPENSES       42,000           0      42,000       4,647.57            .00      37,352.43   11.1% 
141400 000121  FIRE SAFETY/EDUCA        3,500           0       3,500       2,518.70            .00         981.30   72.0% 
141400 000123  HAZMAT MANAGEMENT       26,900           0      26,900      17,745.50       1,900.00       7,254.50   73.0% 
141400 000330  UTILITIES      131,500           0     131,500      44,303.24            .00      87,196.76   33.7% 
141400 000350  BUILDING MAINT &       60,000           0      60,000      11,863.96       4,570.29      43,565.75   27.4% 
141400 000360  LEGAL FEES        4,800           0       4,800         915.00         307.50       3,577.50   25.5% 
141400 000400  EQUIPMENT MAINT &       24,000           0      24,000       6,779.51         149.25      17,071.24   28.9% 
141400 000410  GAS & OIL       65,000           0      65,000      11,681.15            .00      53,318.85   18.0% 
141400 000440  SUPPLIES       30,000           0      30,000       6,234.41         934.81      22,830.78   23.9% 
141400 000450  CLEANING ALLOWANC       49,920           0      49,920       1,889.00            .00      48,031.00    3.8% 
141400 000460  UNIFORMS      140,000           0     140,000      73,597.22            .00      66,402.78   52.6% 
141400 000830  MAINTENANCE - APP      100,000           0     100,000      69,594.60          34.49      30,370.91   69.6% 
141400 001010  OFFICE SUPPLIES        8,200           0       8,200       1,621.44         116.18       6,462.38   21.2% 
141400 001030  COMPUTER-SOFTWARE       25,100           0      25,100       3,157.21            .00      21,942.79   12.6% 
141400 001040  COMPUTER MAINTAIN        7,000           0       7,000         369.91            .00       6,630.09    5.3% 
141400 001090  WELLNESS PROGRAM        4,000           0       4,000            .00            .00       4,000.00     .0% 
141400 001300  MEALS       16,600           0      16,600       2,437.70            .00      14,162.30   14.7% 
141400 001410  DUES/FEES/SUBSCRI        6,600           0       6,600       1,350.70            .00       5,249.30   20.5% 
141400 001620  VEHICLE IMPACT FE        1,100           0       1,100            .00            .00       1,100.00     .0% 
141400 001665  RADIO SUBSCRIBER       10,750           0      10,750      10,492.20            .00         257.80   97.6% 
141400 001990  MISCELLANEOUS       16,000           0      16,000       2,349.70           8.50      13,641.80   14.7% 
141400 039980  CAPITAL OUTLAY <       37,000           0      37,000            .00            .00      37,000.00     .0% 
141400 084725  BUIDING/GROUNDS M        9,000           0       9,000         888.27         311.55       7,800.18   13.3% 

 
TOTAL FIRE DEPARTMENT                  9,653,335           0   9,653,335   2,823,063.92       9,096.14   6,821,174.94   29.3%

 
TOTAL GENERAL FUND - OPERATING         9,653,335           0   9,653,335   2,823,063.92       9,096.14   6,821,174.94   29.3%

 
TOTAL EXPENSES    9,653,335           0   9,653,335   2,823,063.92       9,096.14   6,821,174.94
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DALTON FIRE DEPARTMENT                                      
Standard Operating Procedure 
 
 
 
______________________________      __________ 
Fire Chief Signature                                     DATE 
 
 

GP-6  Page 1 of 1 
   

S.0.P.:     GP- 6 
Effective: 2/4/2016 
Revised: 2/4/2016 
Reviewed:  05/26/20 
 

Division: All 
 
Subject: Vehicle accident’s involving DFD vehicles versus public property 
 
Policy:  When an accident occurs involving Dalton Fire Department personnel versus public 
property the following SOP shall be followed 
Scope: All Personnel 
 
 
PROCEDURE: 
 

1. In the event there is an accident involving Dalton Fire Department vehicles where the 
public is involved, the fire department personnel operating the vehicle is required to 
submit to a Drug and Alcohol screening regardless of whether there is an injury 
immediately reported or monetary value as associated to loss due to the accident. 
 

2. The only exception to the requirement of a Drug & Alcohol screening is if the fault is 
found to lie with the member of the public operating the other vehicle and a citation is 
given only to that party as such at the scene of the accident. 
 

3. If both parties are cited for the accident the Dalton Fire Department personnel operating 
the vehicle will submit to a Drug and Alcohol screening. In the event that the public 
property is not a vehicle the need for the screening is at the discretion of the Battalion 
Chief, Chief or Deputy Chief. 
 

4. The Battalion Chief, Chief or Deputy Chief as according to the city’s Drug Free 
Workplace Policy retains the right to mandate that the DFD personnel submit to a Drug 
and Alcohol screening for liability reasons. 
 

NOTE: All other matters pertaining to Drug and Alcohol screening is to be followed as 
required by the city’s Drug Free Workplace Policy. 
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Did not meet all specs
Did not meet all specs
Bid Awarded

Ford of Dalton
$29,693.00
3/19/2020
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Vehicle not considered right class

For our purposes, the Ford Explorer is considered a Mid-Sized SUV and not a

full-size SUV.

Ford of Dalton

$39,556.00
3/19/2020

-Awarded Bid
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Did not meet specs

Ford of Dalton
$40,459.00
3/17/2020

High Bid

Did not meet specs
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