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PURPOSE
The purpose of this policy is to establish an effective and fair selection process that results in
the appointment of those persons who possess the skills, knowledge, and abilities to best
protect and serve the citizens of North Kingstown.

II.

POLICY
It is the policy of the North Kingstown Police Department that successful applicants are
chosen from a diverse candidate pool; reflective of the community served; that all applicants
have equal opportunity for employment, and that those appointed as police officers are the
most highly qualified. It is the goal of the North Kingstown Police Department to have the
sworn officers reflect the ethnic and gender composition of the Town of North Kingstown.
The recruitment and selection process is designed to accomplish that goal.

III.

PROCEDURE
The recruitment of qualified applicants is the responsibility of the North Kingstown
Police Department.
A. The Recruitment Process will be administered by a member of the Command Staff per
appointment by the Chief of Police. All members of the department are encouraged to
actively recruit qualified candidates for application to the department.
B. The selection process will be conducted in accordance with the department’s
Recruitment Plan and the plan will be analyzed annually to determine the progress
made towards stated objectives and any revisions as needed.

C. The Recruitment Plan shall outline the steps to achieve the goal of an ethnic, racial,
and gender workforce composition in the sworn law enforcement ranks in approximate
proportion to the makeup of the available workforce for the state of Rhode Island. The
Plan will also include:
1. A statement of recruiting objectives
2. State a plan of action necessary to achieve the objectives identified in number 1
3. Have a goal of achieving a sworn workforce that is representative of the available
workforce for the state of Rhode Island
4. Identify employees and others that are responsible for the plan administration.
D. Applicants are selected based on their meeting:
1. Basic requirements.
2. Job-related competitive standards.

IV.

RECRUITMENT ANNOUNCEMENT
A. The goal of the recruitment process is to aggressively recruit qualified candidates by
providing public awareness and access to all segments of the population.
The department’s job announcement and recruitment publicity will include:
1. Description of duties, responsibilities, requisite skill, educational
requirements and other minimum qualifications.
2. A list of documents required.
3. Advertising entry-level job vacancies through electronic, print, or other media
sources.
4. Advertising the department as an “Equal Opportunity Employer” on all
employment applications and recruitment advertisements.
5. Advertising official application deadlines.
B. The department ensures that job announcements do not set standards that even
unintentionally screen out an individual or class of individuals with disabilities.
Job announcements and recruitment notices will provide an accurate job description.
C. Qualifications – All applicants for the position of police officer must meet the
following standards and requirements at the time of application:
1. United States Citizen
2. Age 21
3. Valid driver’s license
4. No criminal convictions

V.

EQUAL EMPLOYMENT OPPORTUNITY
A. It is the practice of the Town of North Kingstown to extend Equal Employment
Opportunity to all individuals based on job-related qualifications, regardless of race,
color, creed, sex, national origin, age, religion, handicap, or other non-merit factors.
This procedure applies to all areas of personnel administration to include recruitment,
selection, training, promotion, transfer, demotion, layoff, or termination and applies to
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all employees and applicants for employment with the North Kingstown Police
Department.
B. Any individual or candidate who has a complaint or knowledge of violation of the
department Equal Employment Opportunity plan may file a complaint with the Chief of
Police.
C. Specific steps will be taken to ensure Equal Employment Opportunity during recruitment
drives. They are as follows:
1. Advertisements will be marked “Equal Employment Opportunity.”
2. Advertisements in various print and electronic media, including minority
publications.
3. Providing recruitment information packets to various minority community service
organizations.
D. Personnel assigned to recruitment activities will be knowledgeable in personnel matters
in particular, Equal Employment Opportunity.

VI.

RECRUITMENT PROCESS
A. The goal of the Recruitment Process is to aggressively recruit qualified candidates by
providing maximum public awareness and access to all segments of the population. The
Recruitment Process will be administrated by a member of the Command Staff as
directed by the Chief of Police. This appointee will create a Recruitment Team that will
assist with administering the Recruitment Plan.
B. Prior to beginning the selection process the Training Office will provide informal
training to personnel involved in the recruitment/selection process. Personnel assigned
to recruitment activities will be knowledgeable in personnel matters and selection
criteria and methods including:
1.
2.
3.
4.
5.
6.
7.
8.
9.

Recruitment needs and commitments of the department.
Career opportunities, salaries, benefits, and training.
Federal and State compliance guidelines.
Needs of the community.
An understanding of cultural and ethnic diversity within the community.
Record-keeping system for tracking candidates.
All aspects of the selection process utilized by the police department.
Disqualifying characteristics that candidates may exhibit.
Medical requirements.

C. Notice of vacancies to be filled shall be published by Town Manager’s Office. The
notice will provide all necessary information to enable the applicants to apply.
D. A selection procedure packet will be provided to each applicant at the time of
application. This packet contains:
1. Employment application.
2. The order of events in the selection process.
3. Information about the purpose, development, and job-relatedness
of the selection criteria.
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4. Information about the administration scoring and interpretation of
all elements used in the selection process.
5. Expected duration of the selection process and department policy
on reapplication and re-testing.
E. Contact with Applicants
The Recruitment Team is responsible for maintaining contact with each candidate from
the time of initial application to final employment disposition.
1.
2.
3.
4.
5.

Applications made in person will be confirmed and acknowledged upon
receipt.
Contact will be made with each applicant periodically at each stage of the
application process.
The Recruitment Team will maintain an application status log. Contacts with
applicants will be recorded.
All candidates not selected will be informed in writing.
Applications will not be rejected due to a minor omission or deficiency that
can be corrected prior to the testing or interview process.

VII. RECRUITMENT PLAN
A. Prior to each recruitment process the Recruitment Administrator will conduct an analysis
of the current ethnic and gender makeup of the sworn members of the department as
compared to the community.
B. Specific action steps to accomplish the department’s gender and minority recruitment
goals:
1. Utilizing minority personnel, especially those in the ranking positions, in the
department’s recruitment and selection activities.
2. Depicting women and minorities in law enforcement roles in recruitment
literature if any.
3. Conducting recruitment activities outside of the department’s jurisdiction to
attract qualified law enforcement candidates.
4. Assigning a cross section of the department, including all ranks, sexes, and
minorities to recruitment campaigns, when possible.
5. Featuring women and minorities in advertising materials.
6. Soliciting input from RI Human Services and Diversity office.
C. Based on the analysis, specific actions may be added, altered, or adjusted to meet the
desired goals for the selection process.
D. The recruitment plan will be analyzed annually and shall include:
1. Progress toward stated objectives.
2. Revisions to the plan as needed

VIII. SELECTION PROCESS
A. PROCEDURE
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1. The authority and responsibility for the selection process is with the North
Kingstown Police Department.
2. Candidates will be evaluated by a selection process that measures traits or
characteristics necessary for an officer or shown to be a significant part of the job.
a. Fitness testing will be in accordance with the Rhode Island Police Officers’
Commission on Standards and Training for entrance into the Rhode Island
Municipal Police Academy.
b. A professional vendor who can provide documentation supporting the relevancy
of the testing material will provide written tests.
c. Candidates who pass the written test will undergo at least one oral examination.
d. A copy will be kept on file with the Chief of Police.
e. Documentation as to the relevancy of activities tested to job tasks will be kept on
file with the Training Office.
3. All elements of the selection process will be administered, scored, evaluated, and
interpreted in a uniform manner.
4. Time limits, order of events, oral instructions, answer sheets, and scoring formulas
will be the same for all candidates.
5. Applicants that are seeking employment as a police officer that are transferring from
a police department with the State will be referred to as a “Lateral Transfer
Candidate”. The selection process will be determined prior to the recruitment drive
and be described within the Recruitment Plan.
6. All candidates shall be informed that sensitive or confidential aspects of their
personal lives may be explored.
7. Any candidate determined to be ineligible for appointment based on a single test,
examination, interview, or investigation will be informed in writing within thirty (30)
days of such determination.
8. The records of all candidates not appointed to probationary status will be returned to
the Training Office.
9. No information will be released except in accordance with all federal, state, and town
requirements regarding the privacy, security, and freedom of information of all
candidates’ records data.
10. The Training Office will store all selection material in a locked and secured area.
11. Selection materials will not be left unattended.
12. All material will be discarded in accordance with the Rhode Island Records
Retention Schedule, will be shredded prior to disposal.

IX. BACKGROUND INVESTIGATION
A. The Chief of Police or his designee will request and order a complete background
investigation be conducted on each potential candidate for hire.
B. Any officers/detectives assigned to background investigations will receive training in
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collecting the required information and will be provided with an information packet
detailing requirements of the investigation and provided a checklist for documentation.
C. A background investigation of each candidate for all sworn positions is conducted prior to
admission to a state academy, or appointment to probationary status in a sworn position,
and includes:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10
11.
12.

An interview with the candidate;
Verification of qualifying credentials;
Verification of the applicant’s employment history;
A check of the applicants Military Record;
A review of any Criminal record;
Check of Court History;
A check of Financial History;
A verification of at least three personal references;
A neighborhood Canvas;
Mental Health Inquiries;
An open source check of the Internet and Social Media sites;
A report is completed which includes the information obtained from the checks and
interviews required; an introduction; and a detailed summary.
13. Other histories or inquiries as determined by the Chief of Police..
14. Follow-up inquiries regarding any matter or incident discovered during the
investigation.
D. The Chief of Police will maintain a record of each candidate’s background investigation in
a secure file. Records will be maintained for at least three (3) years.
E. The use of Polygraph examinations as a condition of employment is expressly prohibited
by Rhode Island General Law (R.I.G.L. 28-6. 1-1). Therefore, a polygraph examination
will not be administered in the selection process.
F. Any polygraph results from examinations taken by the candidate in another jurisdiction and
provided to this department by another agency will not be relied upon solely as the basis of
determining truthfulness or deception or a determinant of employment status.

X. MEDICAL EXAMINATION
A. The exam will use valid, useful, and non-discriminatory procedures.
B. The exam will be administered after a Conditional Offer of Employment is tendered.
C. The medical examination will be conducted in accordance with the standards set by the
Rhode Island Commission on Police Standards and Training.
D. Only licensed physicians will be used to certify the general health of candidates.
E. Records of results will be maintained in a secure file in the office of the Chief.

XI. PSYCHOLOGICAL EXAM
A. The exam will use valid, useful, and non-discriminatory procedures.
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B. The exam will be administered after a Conditional Offer of Employment is tendered.
C. The examination will be conducted in accordance with RI General Law (42-28.3-1) and the
standards set by the Rhode Island Commission on Police Standards and Training.
D. The records will be restricted to those persons involved in the selection process, the Chief of
Police, and those legally entitled to review such files.
E. Records will be maintained in the candidate’s file in the office of the Chief.

XII. RHODE ISLAND MUNICIPAL POLICE ACADEMY
A. Candidates selected to attend the Rhode Island Municipal Police Academy will fulfill any
and all pre-academy entrance requirements as set forth by the Rhode Island Commission on
Police Standards and Training.
B. Recruits will not be assigned to perform any police activities involving carrying a weapon,
making an arrest, or enforcing the law until they have completed the Rhode Island
Municipal Police Academy and have been sworn in as Probationary Police Officers.

XIII. PROBATIONARY PERIOD
A. Upon being sworn in as a Probationary Police Officer, the officer will serve in a
probationary status for not less than twelve (12) months, commencing from the date of
appointment as a Probationary Officer.
B. The probationary period will include the following:
1. Participation and successful completion of the Field Training Officer (F.T.O.) Program.
2. Evaluations by the probationary officer’s supervisor at intervals of ninety (90) days once
he/she has completed the F.T.O. Program until the end of his/her probationary period.
3. Any and all special evaluations.
C. The probationary period may be extended at any time during the probation for any length of
time, requiring any additional terms and conditions with the final approval of the Chief of
Police.

IXV. APPOINTMENT AS A POLICE OFFICER
A. A final offer of employment will be in the form of an appointment as permanent police
officer upon successful completion of all the terms and conditions are set forth in the
Conditional Offer of Employment.

XV. RECRUITMENT & SELECTION RECORDS RETENTION
A. Upon appointment of an officer to the status of police officer, the application used in the
recruitment and selection process will be transferred to the officer’s personnel file.
B. For officers appointed as full-time the application, test results, medical examination records,
background investigation, psychological testing results, and Municipal Police Training
Academy grade report will become a permanent part of the employee’s personnel record.
C. All records from the recruitment/selection for candidates who are not hired will be retained
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in accordance with the state records retention schedule.
D. Selection materials shall be stored in a secure area when not being used and are disposed of
in a manner that prevents disclosure of the information within.
By Order of:

Patrick Flanagan
Chief of Police
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PROMOTIONS
I.

PURPOSE
The purpose of this policy is to establish guidelines for the promotions of sworn personnel.

II.

POLICY
The North Kingstown Police Department seeks to ensure that it’s most qualified, sworn
members are recognized for their abilities and are promoted to supervisory positions when
vacancies arise. The department recognizes the importance of the promotional processes
that are fair, job-related, nondiscriminatory, and consistent with the provisions outlined in
the Collective Bargaining Agreement between the Town of North Kingstown and Local
473 of the International Brotherhood of Police Officers. All elements used to evaluate
candidates for promotion are occupationally appropriate and unbiased.

III.

AGENCY ROLE
A. The Town of North Kingstown is responsible for the promotional process for its sworn
personnel. When the Town declares that a permanent vacancy exists in one of the
departmental ranks as listed in the Collective Bargaining Agreement, the Chief of Police
shall fill said vacancy from the promotional list designated for that particular rank within
30 days of the vacancy.

B. If the permanent vacancy develops in the absence of a current promotional list, the Town
shall fill the vacancy as soon as the new list is established.
C. The Chief of Police is vested with the authority and responsibility for administering the
department’s role in all promotional processes.
D. The Chief of Police may designate the Deputy Chief of Police to be the administrator of
any promotional process.
E. The Chief of Police or his/her designee will ensure that all elements used in the
promotional process are job related and nondiscriminatory.

IV.

PROCEDURE
A. Written Announcement of Promotional Process
1. The Chief of Police or his/her designee shall begin the testing procedures for
departmental ranks as outlined in the Collective Bargaining Agreement ninety days
prior to the expiration of the existing list.
2. The Chief of Police or his/her designee will ensure that written announcement of all
promotional testing is posted prominently and in a timely fashion.
3. The written announcement will include:
a. A description of the position(s) available.
b. The dates a letter of intent to participate in the promotional process are due.
c. A list of reading material for the written examination when available or
applicable.
d. Date of the written examination.
4. Periodic reminders at staff meetings and shift briefings as well as through the inhouse electronic mail system may be used to augment written announcements.
5. Sworn members wishing to participate in the promotional process will submit written
requests to the Chief of Police or his/her designee prior to the due date established.
B. PROMOTION TO SERGEANT
Any member, having completed three (3) years of service to the Town as Patrol Officer,
shall be eligible for promotion to the rank of Sergeant. The following shall be the
established procedure for determining the eligible Patrol Officers to be promoted to the
rank of Sergeant, when such promotional vacancy exists within the department.
Each eligible Patrol Officer of the department shall be given an exam having a maximum
possible attained score of one hundred (100) points, distributed as follows:
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1. Twenty percent (20%) of the maximum possible one hundred (100) points, or
a maximum of twenty (20) points, shall be attributable to an oral exam given
by the Chief of the Department. This exam shall be given prior to any
written exam and shall be posted prior to any other examination being given.
2. Sixty percent (60%) of the maximum one hundred (100) points, or a
maximum of sixty (60) points shall be attributable to a written exam.
3. Ten percent (10%) of the maximum possible one hundred (100) points, or a
maximum of ten (10) points, shall be attributable to education and/or military
service as follows: five (5) points being awarded for an Associate Degree in a
Criminal Justice related field; or five (5) points awarded for either two (2) years
of active military service of four (4) years or National Guard or Reserve service;
or ten (10) points being awarded for a Juris Doctorate, Masters Degree in Criminal
Justice related field or Bachelor Degree in Criminal Justice related field.
4. Ten percent (10%) of the maximum possible one hundred (100) points, or a
maximum of ten (10) points, shall be attributable to the officer’s seniority in the
North Kingstown Police Department, said officer receiving one (1) point per
year up to a maximum of ten (10) years.
5. The results of written examinations of all candidates shall be posted prior to
announcement of promotion(s) to the rank of Sergeant. In the event of tie scores
resulting from the procedures defined above, seniority shall prevail.
C. PROMOTION TO LIEUTENANT
Any member of the department who has served at least one (1) year in the rank of Sergeant
shall be eligible for promotion to the rank of Lieutenant when such vacancy exists within
the department.
Each eligible member of the department shall be given an exam having a maximum
possible attained score of one hundred (100) points, distributed as follows:
1. Twenty percent (20%) of the maximum possible one hundred (100) points, or a
maximum of twenty (20) points, shall be attributable to an oral exam given by Chief
of the Department. This exam shall be given prior to any written exam and shall be
posted prior to any other examination being given.
2. Sixty percent (60%) of the maximum one hundred (100) points, or a
maximum of sixty (60) points shall be attributable to a written exam.
3. Ten percent (10%) of the maximum possible one hundred (100) points, or a
maximum of ten (10) points, shall be attributable to education and/or military
service as follows: five (5) points being awarded for an Associate Degree in
Criminal Justice related field; or five (5) points awarded for either two (2) years
of active military service of four (4) years or National Guard or Reserve service;
or ten (10) points being awarded for a Juris Doctorate, Masters Degree in
Criminal Justice related field or Bachelor Degree in Criminal Justice related field.
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4. Ten percent (10%) of the maximum possible one hundred (100) points, or a
maximum of ten (10) points, shall be attributable to the officer’s seniority in the
North Kingstown Police Department, said officer receiving one (1) point per year
up to a maximum of ten (10) years.
5. The results of written examinations of all candidates shall be posted prior to
announcement of promotion(s) to the rank of Lieutenant. In the event of tie scores
resulting from the procedures defined above, seniority will prevail.
D. PROMOTION TO CAPTAIN
Any member of the department who has served at least one (1) year in the rank of
Lieutenant shall be eligible for promotion to the rank of Captain when such vacancy exists
within the department.
Each eligible member of the Department shall be given an exam having a maximum
possible attained score of one hundred (100) points, distributed as follows:
1. Twenty percent (20%) of the maximum possible one hundred (100)
points, or a maximum of twenty (20) points, shall be attributable to an
oral exam given by the Chief of the Department, this exam shall be given prior to
any written exam d shall be posted prior to any other examination being given.
2. Sixty percent (60%) of the maximum one hundred (100) points, or a maximum of
sixty (60) points shall be attributable to a written exam.
3. Ten percent (10%) of the maximum possible one hundred (100) points, or a
maximum of ten (10) points, shall be attributable to education and/or military
service as follows: five (5) points being awarded for an Associate Degree in
Criminal Justice related field; or five (5) points awarded for either two (2) years of
active military service of four (4) years or National Guard or Reserve service; or
ten (10) points being awarded for a Juris Doctorate, Masters Degree in Criminal
Justice related field or Bachelor Degree in Criminal Justice related field.
4. Ten percent (10%) of the maximum possible one hundred (100) points, or a
maximum of ten (10) points, shall be attributable to the officer’s seniority in the
North Kingstown Police Department, said officer receiving one (1) point per year
up to a maximum of ten (10) years.
5. The results of written examinations of all candidates shall be posted prior to
announcement of promotions to the rank of Captain. In the event of tie scores resulting
from the procedures defined above, seniority shall prevail.
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E. SELECTION
1. Promotions shall be selected from the final posted list as issued by the Chief of
Police. The selection of an officer for the posted vacancy will be in descending order
of the final list starting with the highest total score.
2. The Chief of Police shall make promotions within 30 days after a vacancy occurs
from the available list. All promotions to be posted in several locations throughout the
building and via the department e-mail system.
3. Promotional lists will be valid for the duration of two (2) years by the Chief of Police
from the date of the initial posting.
4. The Chief or his/her designee shall ensure the security of all promotional materials
(tests, questions, answer sheets) before, during, and after the promotion process.
F. REVIEW AND APPEALS
1. Upon written request, the Chief may provide sworn members completing all elements
of the promotional process with their score attained on each phase of the process.
2. Sworn members may appeal the results of any phase of the promotional process to
the Chief of Police.
3. Any further appeals may be processed consistent with the grievance procedures
outlined in the Collective Bargaining Agreement.
G. PROVISIONS
1. In order to be eligible for promotion an employee must actively participate in every
phase of the promotion procedure.
2. When vacancies exist in more than one rank at the same time, the test for the highest
rank will be administered first. A separate test will be given for each rank.
3. There shall be no lateral entry directly to supervisory positions from within or outside
of the department.
4. Assessment Centers will not be used as part of the promotional process.

By Order of:

Patrick Flanagan
Chief of Police
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PURPOSE
The purpose of this policy is to establish an effective and fair selection process that results in
the appointment of those civilian persons who possess the skills, knowledge, and abilities to
best serve the North Kingstown Police Department.

II.

POLICY
It is the policy of the North Kingstown Police Department that successful applicants have an
equal opportunity for employment, and that those selected are the most highly qualified that
meet the functional job description standard. Each applicant will be properly vetted so as
those chosen are of a high moral background that bests supports the department’s public
safety mission statement.

III.

PROCEDURE

A. The selection process of qualified applicants is the responsibility of the North Kingstown
Police Department.
B. The process will be administered by a member of the Command Staff per appointment by
the Chief of Police. All members of the department are encouraged to actively recruit
qualified persons for application to the department.
C. Applicants are selected based on their meeting basic requirements and job-related
competitive standards.

IV.

EMPLOYMENT VACANCY ANNOUNCEMENT

A. Notice of civilian vacancies to be filled shall be first published by the Town Manager’s
Office internally for members of Local 1033 for seven (7) days. The notice will provide all
necessary information to enable the applicants to apply.

B. If an active Town employee is not selected, the vacancy notice will then be made public by
the Town Manager’s Office.
C. The department’s job announcement will include:
a. Description of duties, responsibilities, requisite skill, educational requirements and
other minimum qualifications.
b. A list of documents required.
c. Advertising entry-level job vacancies through electronic, print, or other media
sources.
d. Advertising the department as an “Equal Opportunity Employer” on all employment
applications and recruitment advertisements.
e. Advertising official application deadlines.
D. The department ensures that job announcements do not set standards that unintentionally
screen out an individual or class of individuals with disabilities.
E. Qualifications – All applicants must meet the following standards and requirements at the
time of application:
a. United States Citizen
b. Age 18
c. Valid driver’s license
d. No criminal convictions

V.

EQUAL EMPLOYMENT OPPORTUNITY
A. It is the practice of the Town of North Kingstown to extend Equal Employment
Opportunity to all individuals based on job-related qualifications, regardless of race,
color, creed, sex, national origin, age, religion, handicap, or other non-merit factors.
This procedure applies to all areas of personnel administration to include recruitment,
selection, training, promotion, transfer, demotion, layoff, or termination and applies to
all employees and applicants for employment with the North Kingstown Police
Department.
B. Any individual or applicant who has a complaint or knowledge of violation of the
department Equal Employment Opportunity plan may file a complaint with the Chief of
Police.
C. Specific steps will be taken to ensure Equal Employment Opportunity during the hiring
process. They are as follows:
a. Advertisements will be marked “Equal Employment Opportunity.”
b. Advertisements will be in various print and electronic media.
D. Personnel assigned to hiring activities will be knowledgeable in personnel matters, such
as Equal Employment Opportunity.

VI.

HIRING PROCESS

A. Notice of civilian vacancies to be filled shall be first published by the Town Manager’s. The
notice will provide all necessary information to enable the applicants to apply.
B. A selection procedure packet will be provided to each applicant at the time of application.
This packet contains:
200.03 Civilian Selection & Employment

2

a. Employment application.
b. Information about the purpose, development, and job-relatedness of the selection
criteria.
C. The appointed member of the command staff for the hiring process or a designee is
responsible for maintaining contact with each applicant from the time of initial application
to final employment disposition.
a.
b.
c.
d.

Applications made in person will be confirmed and acknowledged upon receipt.
Contact will be made with each applicant periodically at each stage of the application
process.
All candidates not selected will be informed in writing.
Applications will not be rejected due to a minor omission or deficiency that can be
corrected prior to the testing or interview process.

VII. SELECTION PROCESS PROCEDURE
A. The authority and responsibility for the selection process is with the North Kingstown Police
Department.
B. All elements of the selection process will be administered, scored, evaluated, and interpreted
in a uniform manner.
C. Time limits, order of events, oral instructions, answer sheets, and scoring formulas will be
the same for all candidates.
D. All applicants shall be informed that sensitive or confidential aspects of their personal lives
may be explored.
E. Any applicant determined to be ineligible for appointment based on a single test,
examination, interview, or investigation will be informed in writing within thirty (30) days
of such determination.
F. The records of all applicants not appointed will be returned to the Chief’s Office.
G. No information will be released except in accordance with all federal, state, and town
requirements regarding the privacy, security, and freedom of information of all candidates’
records data.
H. The Chief’s Office will store all selection material in a locked and secured area.
I. Selection materials will not be left unattended.
J. All material will be discarded in accordance with the Rhode Island Records Retention
Schedule, will be shredded prior to disposal.

VIII. BACKGROUND INVESTIGATION
A. The Chief of Police or his designee will request and order a complete background
investigation be conducted on each potential employee for hire.
B. Any officers/detectives assigned to background investigations will receive training in
collecting the required information and will be provided with an information packet
detailing requirements of the investigation and provided a checklist for documentation.
C. Each applicant will complete a Personal History Statement that will be referenced during the
background investigation.
D. A background investigation of each applicant for all civilian employee positions are
conducted prior to being offered a conditional offer of employment for said position which
includes but not limited to:
1. An interview with the applicant
2. Verification of qualifying credentials
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Verification of the applicant’s employment history
A check of the applicants Military Record
A review of any Criminal record
Check of Court History
A check of Financial History
A verification of at least three personal references
A neighborhood Canvas
Mental Health Inquiries
An open source check of the Internet and Social Media sites
A report is completed which includes the information obtained from the
checks and interviews required; an introduction; and a detailed summary.
13. Other histories or inquiries as determined by the Chief of Police
14. Follow-up inquiries regarding any matter or incident discovered during the
investigation.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.

E. The Chief of Police will maintain a record of each candidate’s background investigation in a
secure file. Records will be maintained for at least three (3) years.
F. The use of Polygraph examinations as a condition of employment is expressly prohibited by
Rhode Island General Law (R.I.G.L. 28-6. 1-1). Therefore, a polygraph examination will
not be administered in the hiring process.
G. Any polygraph results from examinations taken by the candidate in another jurisdiction and
provided to this department by another agency will not be relied upon solely as the basis of
determining truthfulness or deception or a determinant of employment status.

IV. MEDICAL EXAMINATION
A. The exam will use valid, useful, and non-discriminatory procedures.
B. The exam will be administered after a Conditional Offer of Employment is tendered.
C. The medical examination (to include drug screenings) will be conducted in accordance with
the standards set by the North Kingstown Police Department Functional Job Description.
D. Only licensed physicians will be used to certify the general health of candidates.
E. Records of results will be maintained in a secure file in the office of the Chief.

V. RECRUITMENT & SELECTION RECORDS RETENTION
A. Upon accepting the conditional offer of employment, the application used in the hiring
process will be transferred to the employee’s personnel file. All other documents created or
collected will also be transferred to the personnel file.
B. All records from the recruitment/selection for candidates who are not hired will be retained
in accordance with the state records retention schedule.
C. Selection materials shall be stored in a secure area when not being used and are disposed of
in a manner that prevents disclosure of the information within.
By Order of:

Patrick Flanagan
Chief of Police
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ALLOCATION AND DISTRIBUTION OF PERSONNEL
I.

PURPOSE
The purpose of this policy is to establish guidelines for the allocation and
distribution of all agency personnel.

II.

POLICY
It is the policy of the North Kingstown Police Department to ensure that it has sufficient
personnel to provide effective police service, and that all personnel are distributed within the
Department in an efficient manner.

III.

PROCEDURE
A. Staffing
The allocation of sworn officers is regulated by the Town Charter and the collective
bargaining agreement between the Town of North Kingstown and International Brotherhood
of Police Officers Local #473.
The Police Department will maintain a staffing table that identifies:
1. The number and type of each position authorized in the department’s budget by
rank or job title.

2. The location of each authorized position within the department’s organization
structure.
3. The position status information whether filled or vacant for each authorized
position in the department.
4. The staffing table will be reviewed annually, and updated if necessary, by the
Chief of Police as part of the budgeting process.
5. The Chief of Police will have the final decision on the distribution of
department personnel.
B. Civilian Personnel
1. Whenever practical, positions not requiring the specific knowledge, skills and abilities of
a sworn officer will be specified as a civilian position and staffed accordingly.
2. The following positions within the Police Department are specified as civilian:
a.
b.
c.
d.
e.
f.
g.
h.
i.

Administrative Assistant/Confidential Secretary to the Chief
Custodian
Police Mechanic
Harbor Master, Assistant Harbor Master and Harbor Clerk
Records Clerk
Dispatcher, Part time Dispatchers
Detective Secretary
Prosecution Secretary
Animal Control

By Order of:

Thomas J. Mulligan
Chief of Police
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POLICE CHAPLAIN
I.

PURPOSE
Incidents occur for which the presence of the Police Chaplain is needed in order to provide
counsel, social and spiritual guidance, and religious ministrations to the police department
employees, their families, and citizens of the community.

II.

POLICY
A. The primary mission of the department Chaplain is to provide spiritual guidance,
counseling and nonsectarian or ecumenical functions, education and training.
B. The Chaplain will serve people in emergencies and strengthen the service rendered by
the police to the community.
C. The Chaplain will be available on call to provide assistance for human relation problems
such as:
a. Domestic disturbances
b. Bereavement counseling
c. Lonely and despondent persons
d. Persons in jail and their families
e. Death messages
f. Suicide attempts
g. Alcohol and drug abuse
h. Personality disorders

D. Officers are encouraged to use the Police Chaplain whenever their services would be
helpful. However, members of the department are encouraged to seek a professional
psychologist or psychotherapist for those situations which may require more
professional counseling and intervention especially following a traumatic experience.
The Police Chaplain may or may not be a licensed psychological professional.

III.

PROCEDURE
A. Program: A Police Chaplain Program is established which provides for appointment of a
Police Chaplain who will be a liaison between the religious community and the police
department.
B. Privileged Communications: Verbal and written communications between department
Chaplain and employees, including family members, enjoy such privileged status as in
allowed by the law of the State of Rhode Island, and will be recognized as such unless
expressly waived by the employee or concerned family member.
C. Appointment:
1. The Chief of Police appoints chaplains and has the reserved the authority to
revoke the appointment at any time at their discretion.
2. Department badge and credentials, reflecting the title of “Chaplain” will be
issued to each appointee. The Chaplain may wear a uniform style jacket, with
appropriate badge and patch.
3. The badge and credentials will be in the Chaplain’s possession when involved in
departmental activities and will be presented when requested.
D. Organizational Assignment and Coordination
1. A Chaplain will serve as a staff assistant to the Chief of Police.
2. Access will be provided to all department members as needed.
3. It is not the intent that the program circumvents and employee’s choice of clergy
nor should the religious context be perceived as compulsory.
4. Department employees and their families or supervisors and administrators may
request counseling service.
E. Authority and Restrictions
1. The Chaplain is authorized to visit department facilities and incident scenes
where activities indicate a need for ministerial services.
2. The Chaplain may converse with department employees when the need for
ministerial service is requested or is apparent, provided such communication
does not interfere with department operations.
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3. During field operations the Chaplain will comply with orders and instructions of
the Officer-in-Charge of the operation.
4. The Chaplain does not have police duties or responsibilities and will not take
police action when performing in his/her official capacity.
5. The Chaplain is not authorized to operate department vehicles, nor permitted to
carry firearms, mace, baton, or other weapons.
6. The Chaplain may accompany officers in department vehicles as an observer or
while being transported to or from a department event or operational scene.
F. Duties and Responsibilities
1. Respond to spiritual or pastoral counseling requests for department employees
and their families.
2. Assist department officials in providing death or serious injury notifications.
3. Respond to hospitals when incidents of on-duty serious injury or death of
employees occur and perform ministerial duties as appropriate.
4. Visit sick or injured employees at their home or place of confinement.
5. Participate in funeral or memorial services for active or retired employees of the
department and assist family members in preparation of funeral arrangements.
6. Respond to the site of major incident or disaster, i.e., natural disaster, commercial
aircraft disaster, or civil disturbance.
7. Participate in the development of stress programs.
8. When requested, attend departmental promotion functions, award ceremonies,
dinners, social events, graduation ceremonies, and offer the invocation and
benediction.
9. Convene periodic meetings for Chaplains to discuss subjects of mutual interest.
10. When requested, attend departmental staff meetings.
11. Perform other services that may be required by the Chief of Police
12. All services performed in the capacity of department Chaplain will be in
conformance with department directives.
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G. Request for Chaplain Services
1. Request for Chaplin services as a result of operational needs will be by the
authorization of any supervisor. Said supervisor may make a personal contact
with the Chaplain or refer notification to the Communications Center.
2. Employees of family members may contact the Chaplain directly on a personal
need for Chaplain services.

IV.

QUALIFICATIONS
A. The Chaplain will be an ordained member of a recognized religious body.
B. The Chaplain will have received formal relevant training prior to his/her appointment.
C. The Chaplain can, if desired, be a member of the International Conference of Police
Chaplains (I.C.P.C.).

V.

COMPENSATION AND BENEFITS
A. Insurance Coverage: Chaplains are not covered by or entitled to any injury or death
benefits provided to Town employees. Chaplains enter the program as volunteers and
illness and injuries must be covered by personal insurance.
B. Remuneration: Chaplains will not receive payment, benefits, or otherwise be
compensated for hours worked.

By Order of:

Patrick Flanagan
Chief of Police
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I.

PURPOSE
The purpose of this policy is to establish the standard appearance guidelines in dress and
appearance, therefore, inspiring confidence and professionalism in the North Kingstown
Police Department.

II.

POLICY
Appearance plays a significant role in how we are perceived both in function and
effectiveness. This policy establishes the standard for wearing of our uniforms and equipment.

III.

PROCEDURE
A. Members shall appear neat and well-groomed while on duty to include, but not be limited
to regular duty, in-service training, and department functions or when serving in the
capacity of a representative of the North Kingstown Police Department.
B. Uniforms shall be kept neat, clean and always pressed. Care shall be taken not
to wear faded or threadbare items. Footwear and associated leather items shall be clean
and polished. All black nylon should appear clean and not appear excessively worn.
C. Civilian clothing shall not be worn with any distinguishable part of the uniform while on
duty.

D. Unless authorized by the Chief of Police or his designee, no part of the uniform which
identifies North Kingstown Police Department should be worn or displayed while off duty.
E. Accessories or accoutrements not defined within this policy require prior approval by the
Chief of Police before being displayed upon the uniform.
F. Any use, display, or reproduction of the official police department patch or any alternate
versions of the official police department patch for any not yet approved attire or
equipment requires documented approval from the Chief of Police.
G. Delta 1 class uniforms will not be worn on police department details, excluding
construction / utility details; where a “Uniformed Police Presence” is expected or where a
traditional police uniform would better serve the public in providing a secure and safe
presence.
H. Identification Cards will be issued to every employee that will include a photograph. All
off-duty employees are required to produce their identification when identifying
themselves as a member of the police department.
I. If at any time a member of the police department is found to be out of uniform, not in
compliance with the uniform policy, or his/her uniform is not considered to be serviceable
or appropriate for public display, disciplinary action could be taken.

IV.

UNIFORMS
Alpha:
The Department Class A “Alpha” uniform is a formal uniform used for court, ceremonies,
funerals, parades, classroom trainings, and other certain situations when encountering the
general public as directed by the Chief of Police. The “Alpha” long sleeve uniform with black
shirt tie and Keystone uniform hat is also to be used as a formal dress uniform for ceremonies,
funerals, parades, or as directed by the Chief of Police. Turtlenecks, sweaters, and ballistic
external carriers are not permitted with the Class A uniform. Ballistic vests shall be worn under
the uniform shirt in compliance with General Order 325.01 Ballistic Vests.
A. Blauer 8450 black long sleeve shirt with black shirt tie. Department subdued patch (left
shoulder), subdued forward facing American Flag (right shoulder), subdued longevity hash
marks (one per three years completed) left lower sleeve, sergeant subdued chevrons on both
sleeves if applicable, black number board with gray trim on right chest, gold or silver rank
appropriate buttons on epaulettes and chest pockets, badges, numbers, and rank appropriate
insignias on black/gray trim epaulettes. Shirt tie may be tucked or left outside of shirt.
B. Blauer 8460 black short sleeve shirt will be the same as IV. Alpha A. without the use of
the shirt tie and hash marks. Only black crew neck undershirts are permitted with the Alpha
short sleeve uniform shirt if undershirt is visible.
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C. Optional: Blauer 8450 white long sleeve shirt with black shirt tie for officers with Sergeant
rank and above. All subdued, gold and gray options listed under IV Alpha A. will apply to
the white “Alpha” uniform shirt. Black shirt ties will not be tucked.
D. Optional: Blauer 8460 white short-sleeve shirt will match the long sleeve shirt without the
use of the shirt tie and hash marks. Only white crew neck undershirts are permitted with
the white Alpha short sleeve uniform shirt if undershirt is visible.
E. Blauer 8560 black four-pocket pants with one-inch grey strip down both pant legs. No
additional pockets are permitted.
F. Keystone black uniform hat with gold or silver rank appropriate front strap. Black strap
around the back with gold or silver rank appropriate buckle. Hat to have pinned down sides.
Gold fretting upon the hat brim permitted for the rank of Captain and higher.
G. Department issued rain coat or approved alternative.
H. Black rain pants when authorized.
I. Department issued black winter/spring coat or approved alternative (i.e. Blauer 9820). Each
to include all subdued and gray options listed under IV. Alpha A. Silver or Gold buttons
on cuffs, pockets, and epaulettes. Rank appropriate badge on left chest. Hashmarks are not
permitted.
J. Black leather jacket can be worn with rank appropriate department shield on left shoulder
and chest badge. To be worn as outer most layer.
K. Black leather shoes and black socks or black leather boots.
L. Only Department approved plain leather duty gear and equipment will be worn on the belt.
Bravo:
The Department Class B “Bravo” uniform is a practical uniform for patrol duty. The “Bravo”
uniform will be worn in its entirety when officers are in view of the public. Ballistic carrier
shall be worn in compliance with General Order 325.01 Ballistic Vests.
A. The black ballistic external vest carrier will be worn with only the following eleven (11)
attachments. Attachment 10 and 11 are optional:
1. Rank appropriate badge on left chest
2. Rank appropriate subdued insignia in right chest (Lieutenant and higher)
3. Black/Gray number board, badge number(s)
4. “POLICE” Velcro patch on back
5. Black twin magazine pouch
6. Black handcuff case
7. Black tourniquet pouch
8. Black OC spray holder
9. Black portable radio pouch
10. Black flashlight holder (optional)
11. Black small utility pouch (optional)
B. Items Bravo A. 5 to Bravo A. 11 are to be black nylon style equipment.
C. Duty belt to have an armor approved Level 2 ALS style patrol holster or low (i.e. Safariland
Small Tactical Plate with single elastic strap with harness) rider.
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D. Duty belt only to have Taser holster, belt keepers, optional key holder, and optional small
glove pouch.
E. Blauer 8471 black long sleeve base shirt. Department subdued patch (left shoulder),
subdued forward facing American Flag (right shoulder), sergeant subdued chevrons on
both sleeves if applicable. Mock or turtleneck shirts are permitted if they are without visible
markings or symbols and are to be at or above the shirt collar.
F. Blauer 8472 black short sleeve base shirt. Department subdued patch (left shoulder),
subdued forward facing American Flag (right shoulder), sergeant subdued chevrons on
both sleeves if applicable. Only black crew neck undershirts are permitted with the Bravo
short sleeve base shirt if the undershirt is visible.
G. Blauer 4660 black softshell fleece jacket or the Blauer 4605 black ¼ zip softshell fleece
jacket to be worn under the ballistic external vest carrier. Department subdued patch (left
shoulder), subdued forward facing American Flag (right shoulder), and uniform badge
holder are permitted with these items.
H. Blauer BLA-225 or BLA-210 V-Neck Sweater to be worn under the ballistic external vest
carrier. Department subdued patch (left shoulder), subdued forward facing American Flag
(right shoulder), and uniform badge holder are permitted with these items. Only to be worn
with a plain black mock or turtleneck.
I. Blauer 8565 black six-pocket pants. A “Black Jack” style pocket can be added. No
additional pockets are permitted.
J. Black Flex Fit (or similar) baseball hat (embroidered subdued department patch).
K. Black “Beanie” style knit winter cap with department subdued patch embroidered on front
can be worn in cold weather.
L. Department issued rain coat or approved alternative.
M. Black rain pants when authorized.
N. Department issued black winter coat or approved alternative (i.e. Blauer 9820), to include
all subdued and gray options listed under IV. Alpha A. Hashmarks are not permitted. To
be worn over the ballistic external vest carrier.
O. Black leather shoes with black socks or black leather boots. Tucking in or blousing of pants
is not permitted.
Charlie:
Truck / Training Uniform
A. The black ballistic external carrier will be worn, if the officer is not wearing their internal
vest carrier, with the following four (4) attachments:
1.
2.
3.
4.

Rank appropriate badge on left chest
Rank appropriate subdued insignia in right chest (Lieutenant and higher)
Black/Gray number board, badge number(s)
“POLICE” or “CEU” Velcro patch on back
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➢ The following black nylon style items are optional:
1.
2.
3.
4.
5.
6.
7.

Black twin magazine pouch
Black handcuff case
Back tourniquet pouch
Black OC spray holder
Black portable radio pouch
Black flashlight holder
Black small utility pouch

B. Duty belt to have an armor approved Level 2 ALS style patrol holster or low (i.e. Safariland
Small Tactical Plate with single elastic strap with harness) rider.
C. Duty belt configuration is contingent on which vest configuration the CEU officer chooses.
D. 5.11 Tac Light Black TDU Pants (#74003 Male, #64359 Female). Pants will be bloused.
E. 5.11 Tac Light Black TDU Winter Shirt (#72002). Long sleeve shirt with optional plain
black mock or turtleneck. Department subdued patch (left shoulder), subdued forward
facing American Flag (right shoulder), subdued longevity hash marks (one per three years
completed) left lower sleeve, sergeant subdued chevrons on both sleeves if applicable,
black 1-inch name tape on right chest with last name in gray letters, subdued badge on left
chest, and rank appropriate subdued insignias on black epaulettes.
F. 5.11 Tac Light TDU Summer shirt (72054 item #). Short sleeve shirt will be the same as
IV. IV. Charlie B. without the use of the tie, mock or turtleneck, and hash marks.
G. “POLICE” will be screen printed on back of shirts in 3 (three) inch tall grey Hi Vis material
lettering.
H. Black Flex Fit (or similar) baseball hat, embroidered subdued department patch. Black
Military style 8” boots.
Delta 1:
Detail Uniform
A. Black, 6 pocket, polyester/cotton straight leg BDU pants without leg ties.
B. Blauer Hi Vis Shirt (short sleeve item # 8137 – long sleeve item # 8147).
C. “POLICE” screen printed on back with rank appropriate badge embroidered or actual on
front.
D. Black, 6 pocket, polyester/cotton, BDU shorts. Length to be at or near the top of the knee.
E. Turtleneck/ mock turtleneck may be only worn with long sleeve shirt.
F. Black Flex Fit (or similar) baseball hat with department patch embroidered on front.
G. Department issued rain coat or approved alternative.
H. Black rain pants when authorized.
I. All black shoes and black socks or boots when wearing the BDU pants. All black low cut
or mid cut black sneakers/shoes with black socks (6” to 10” in length) when wearing the
BDU shorts.
J. Cold weather apparel (jackets, coats, snowsuits, etc.) as previously stated in this policy.
K. Only to be worn on traffic details as permitted under III. C.
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Delta 2:
Boat Uniform
A.
B.
C.
D.
E.
F.

Black, 6 pocket, polyester/cotton, BDU shorts. Length to be at or near the top of the knee.
Blauer Hi Vis Shirt (item # 8137, 8147).
Black Flex Fit (or similar) baseball hat (embroidered subdued department patch)
All black low-cut sneakers and black socks (6” to 10” in length).
Department issued rain coat as described in this policy.
Department issued or approved alternate winter/spring coat can be worn if coat complies
with IV. Alpha H or IV. Bravo L.
G. Delta 2 will not be worn on police department details or when serving in the capacity of a
“Uniformed Police Officer” unless otherwise directed by the Chief of Police.
Echo:
Honor Guard:
A. All fabric to be in standard North Kingstown Gray (winter or summer weight) with Honor
Guard royal blue trim.
B. Dress Blouse w/ Honor Guard patches on shoulders, gold or silver rank appropriate buttons,
badges and numbers, rank appropriate insignias on shoulders or lapels.
C. Uniform shirt (gray or white) with black tie.
D. Strait legged pants or dress breeches with corfam shoes or calf high dress boots.
E. Gray uniform hat and badge or black campaign style hat with badge and trim.
F. Black Leather Jacket with Department Shield on left shoulder and badge.
G. White gloves or black gauntlets.
H. Duty gear and other accessories as required and needed.
Foxtrot:
Bike Uniform:
A.
B.
C.
D.
E.
F.
G.
H.
I.
J.
K.

Mocean Bike Polo Shirt, black. Style #0354. (Gray/Black)
Embroidered badge or actual on left chest.
Name will be embroidered on right chest.
Department subdued patch and forward-facing US Flag on shoulders.
“POLICE” screen printed on back in grey (reflective) 3” lettering.
Mocean Pursuit Short, black. Style #1030.
Black colored sneakers with black socks (6” to 10” in length).
Black bicycle helmet.
Mocean Bike Zip Sleeve Jacket, gray/black. Style # 5054A/5054AC
Flex Fit (or similar) baseball hat with department patch.
Other bike applicable apparel with prior approval.
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Entry Service Team (EST) Uniform:
The Department EST uniform is a practical uniform for performing warrant services duty.
Ballistic carrier shall be worn in compliance with General Order 325.01 Ballistic Vests.
A. The black ballistic external vest carrier will be worn with the following attachments:
1. “POLICE” insignia on front and back
2. Black six (6) magazine holder (three each of rifle and pistol)
3. Black handcuff case
4. Black tourniquet pouch
5. Black portable radio pouch
6. Black flashlight/handcuff holder
B. Duty belt to have an armor approved Level 2 ALS style patrol holster or low (i.e. Safariland
Small Tactical Plate with single elastic strap with harness) rider.
C. Duty belt only to have Taser holster, belt keepers, optional key holder, and optional small
glove pouch.
D. Tru-Spec black long sleeve mock base shirt. B.E.A.R. patch on both the left and right
shoulders.
E. Tru-Spec cargo-pocket pants.
F. Black ballistic helmet.

V.

Accessories
A. Accessories or accoutrements not defined within this policy require prior approval by the
Chief of Police before being displayed upon the uniform. Any accessories will be noted
on the uniform inspection sheet.
B. Black mourning bands shall be worn on a law enforcement badge only in the following
circumstances:
1. Upon the line of duty death of an active law enforcement officer (LEO) in the
department. The mourning band should be worn for a period of thirty days
from the date of death.
2. Upon the line of duty death of a LEO from a neighboring jurisdiction. The
mourning band will be worn from the date of death and removed at the
conclusion of the day of burial.
3. By all LEO in uniform or in civilian clothing while displaying a badge when
attending the funeral of an active LEO. Upon the completion of the funeral, the
mourning band shall be removed.
4. National Peace Officers Memorial Day (May 15th).
5. The day of any memorial service the department has in honoring a LEO who
has died in the line of duty.
6. At the direction of the chief of police, when special circumstances dictate that
a department display of official mourning is appropriate.
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C. Mourning band is a solid black band that will fit tightly around the department’s badge.
The mourning band should be worn straight across the center of the badge.
D. The width of the black band should not exceed ½ inch. Mourning bands with the thin blue
line are not preferred however, with approved from the Chief of Police, certain situations
or units will be permitted to wear them in keeping with the same policy and procedures as
the solid black band.
By Order of:

Patrick Flanagan
Chief of Police
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TATTOOING & BODY PIERCING
I.

PURPOSE
The purpose of this policy is to establish rules and regulations regarding tattoos and
body piercing. Maintaining a professional appearance is critically important to fostering
public trust and confidence in law enforcement, and to exceeding the standards of the
profession. This order applies to all members of the agency.

II.

POLICY
Effective January 1, 2012 no person shall be hired who has a visible tattoo(s) in any
area that is not covered by the standard shirt sleeve police uniform, and no part of the tattoo
shall be below the elbow.

III.

DEFINITIONS
Tattoo - Includes any tattoo, scar, branding, mark, or other permanent or temporary body art
or modification deliberately placed on the body or under the skin for purposes of decoration,
ornamentation, or adornment. The term tattoo shall not apply to medical procedures, i.e.
cosmetic eyeliner.
Inappropriate tattoo – A tattoo is considered inappropriate if it depicts, describes, or
otherwise refers to sexual conduct, acts, or organs.
Offensive tattoo – A tattoo is considered offensive if it depicts, describes or refers to in
tolerance of, or discrimination against any race, color, preference, creed, religion, gender,

national origin, or; it is commonly associated with any organization or group which
advocate such intolerance or discrimination; or it brings discredit upon the agency or
violates standards of decency or morality.

IV.

PROCEDURE
A.

Members who are currently employed prior to the release of this policy that have
visible tattoos as of January 1, 2012 are exempt from the new policy
requirements. However, any additional tattoos must meet the requirements
prescribed within this policy. In addition, members hired after this date that have
tattoos on their legs, will be precluded from an assignment that requires shorts.
Members with tattoos or temporary decals deemed to be inappropriate or excessive
shall wear the appropriate uniform or attire that provides coverage of the tattoo or
temporary decal (e.g. long sleeve uniform shirt or long pants).
Acceptable tattoos are defined as not morally objectionable, racially oriented or
sexually explicit as determined by the Police Chief. The Command Staff shall
inspect and determine if a tattoo is inappropriate or excessive and notify the
individual if they will be required to keep it concealed.

B.

In addition, no member may have a tattoo, where covered or not, that is offensive. If
any person is discovered to have such a tattoo they may be subject to disciplinary
action up to and including termination, whether covered or not, that is offensive.

C.

Tattoos that are considered inappropriate or excessive and that are visible in uniform
or plainclothes must be suitably covered while on duty. Covering the tattoos with a
skin tone patch (commonly referred to as a tat sleeve), or tattoo cover-up makeup.

D.

Tattoos are not permitted in a visible location on the neck, face, head, scalp, or on
the hands of officers.

E.

Members shall not wear an item of ornamentation in their nose, eyebrow, tongue or
any other location of this body that is visible during duty hours or any duty-related
function. Male officers are prohibited from wearing any earrings while on duty,
unless assigned to the Narcotic’s Division.

F.

Intentional body mutilation, piercing, branding, or intentional scaring is prohibited.
Examples of prohibited intentional mutilation included: split or forked tongues;
foreign objects inserted under the skin to create a design or pattern; enlarged or
stretched out holes in the ears (other than normal piercing) and intentional scarring
that is visible.

G.

The use of gold, platinum, or other veneers or caps for the purposes of ornamentation
is prohibited. Teeth where natural, capped or veneer, will not be ornate with designs,
jewels, initials, etc.
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H.

Contact lenses, if worn on duty, shall be in a natural eye color. Red, orange, silver
and other unnaturally colored contact lenses, or colors when worn that create an
unnatural eye color, and contact lenses with graphic designs of any kind are
prohibited.

I.

The concealing of tattoos/branding/intentional scarring through the use of BandAids, bandages or other such coverings, shall not be allowed.

By Order of:

Thomas Mulligan
Chief of Police
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PURPOSE
The purpose of this policy is to better prepare department personnel to make decisive and
important decisions. To further maximize the effectiveness and productivity of its personnel.
To prevent civil and criminal liability by training all personnel in proper police procedures.

II.

POLICY
It is the policy of the North Kingstown Police Department to provide a professional standard
of law enforcement service to the community. In fulfilling that responsibility, it is essential
that department personnel be properly trained. This is true not only at the entrance level where
officers must receive basic training prior to their assumption of police responsibilities, but it
is a continuous process throughout each officer’s career. The North Kingstown Police
Department will ensure equal access to training regardless of race, gender, national origin,
physical disability, handicap, sexual orientation, age, political or religious opinion or
affiliations.

III.

PROCEDURES
A. TRAINING GOALS
1. To provide job related training for all department personnel.
2. To train employees to be better prepared to act decisively and correctly in a broad
spectrum of situations.
3. To enhance employee productivity and effectiveness through greater job knowledge.

4. To foster cooperation and unity of purpose among department members through
common training.
5. To provide training for specialization, promotional opportunity and general safety of
the employee and those with whom they come in contact.
B. TRAINING FUNCTION
1. The training function within the department will be vested with the department
Training Office. The Training Office is responsible for providing training for all
personnel in accordance with the goals of the department.
2. The Training Office is responsible for the following:
a. Planning, evaluating existing training programs or developing training programs,
according to the needs of the department.
b. To announce mandatory and all other available training for personnel.
c. To maintain training records of all personnel.
d. To ensure training programs are being attended.
e. To provide training description.
f. To maintain training certificates received.
g. To evaluate and coordinate all training programs.
h. To coordinate the training of new officers in cooperation with the Field Training
Coordinator.
C. ATTENDANCE REQUIREMENTS
1. The Training Office will e-mail the officer and supervisor to advise them of the
upcoming training. The training hours will be logged in the department manning
system and the training management software.
2. Officers will be notified of in-service training using the e-mail system and the
department’s training management software.
3. Personnel assigned to authorized training programs are required to attend all classes
and other activities, except under the following circumstances:
a.
b.
c.
d.
e.

Illness.
Personal emergency.
Vacation.
Police business emergency.
Authorized release from attendance.

4. The Training Office shall be notified in all cases when an officer is unable to attend
training. The officer scheduled for training shall notify the on-duty supervisor or the
Training Office whenever unable to attend training.
5. Where training is mandatory by law, the Training Office will make necessary
arrangements for makeup training.
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2

6. It will be the responsibility of the officer to arrange with the class instructor to make
up necessary work or assignments. Upon doing so, the officer will then notify the
Training Office of the update. Excessive absence or unexcused absence may result in
being withdrawn from the class, not being credited with successful completion, and/or
appropriate disciplinary measures.
7. The use of the department’s training management software or attendance rosters will
be used for the purposes of recording attendance.
8. All personnel completing training courses that are not in-house will notify the Training
Office upon completion via the department training program. A copy of the certificate
(if awarded) will be uploaded into the department training program as soon as possible
by the employee.
D. TRAINING COST REIMBURSEMENT
1. Generally, officers will not be reimbursed for food or lodging for attending training
within the State. The Training Office will review special circumstances and
exceptions.
2. Reimbursement for mileage for use of a personal vehicle, meals and lodging outside
the State will be arranged through the Training Office as approved by the Chief. The
State per diem rate will be used as a guideline for reimbursements.
3. Personnel must provide documentation of travel expenses upon completion of the
training program.
4. Overnight accommodations will be provided as appropriate. In situations where cost
effective housing is available through the training facility, personnel will be lodged in
said facility. In all cases the most cost-effective housing shall be utilized.
5. The department will pay all tuition and required fees for materials, books, etc.
6. A department vehicle will be the primary option for transportation to and from all
trainings. The assignment of a department vehicle will be made by a Division
Commander when a request has been made from the Training Office.
7. If a department vehicle is not available, employees may use their personal vehicle and
seek mileage reimbursement.
8. Employees can use their personal vehicles for transportation to and from trainings,
with prior permission, when a department vehicle is available however mileage
reimbursement will not be available.
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E. LESSON PLANS
1. Police department training programs conducted by the department shall require lesson
plans.
2. These plans will include the following:
a. A statement of performance and job-related objectives.
b. Content of training and specification of the appropriate instructional technique,
such as lecture, group discussion, panels or seminar.
c. Identification of any tests or measures of performance used in the course.
3. Lesson plans will ensure that the subject to be covered is addressed completely and
accurately and is properly sequenced with other training materials.
4. Lesson plans will be required of all departmental instructors.
5. Lesson plans shall be submitted by the instructor to the department Training
Administrator for review prior to the training date. The Training Administrator will be
responsible for the approval of lesson plans. All lesson plans must be approved before
the training begins. This process is to ensure that lesson plans are consistent with
departmental guidelines, policies and procedures.
F. TRAINING RECORDS
1. A record of any training received by department personnel will be documented in the
officer’s training file maintained by the Training Office.
2. Training records will include:
a. Name.
b. Location.
c. Course title.
d. Date(s).
e. Copy of certificate, if any.
3. The Training Office shall maintain records of training conducted by the department.
4. Training records of classes conducted by the department will include:
a.
b.
c.
d.

Course title, content & instructor.
Lesson plan.
Names of attendees.
Individual results of any tests administered.

5. Training records will not be released to anyone outside the department except with the
approval of the Chief of Police.
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G. TRAINING OFFICER
1. As the full-time coordinator of the department’s training, the Training Officer will
receive training in the following areas as soon as feasible after appointment:
a.
b.
c.
d.

Lesson plan development
Instructional techniques.
Testing and evaluation techniques.
Resource availability and use.

2. Personnel assigned as instructors for specific training will provide the instruction until
the completion of the assignment. Training that needs to be repeated annually to ensure
competency will necessitate continued training for the instructor. Personnel will also
be required to update the Training Office of any legal updates or specific requirements
necessary to facilitate the issuance of the material.
3. Outside resources for providing instruction are necessary to meet many specific
training needs. The selection processes for these instructors are based on their
experience, reputation and instructional material supplied to the Training Officer.
4. The level of compensation for outside resources will be within the training budget and
approved by the Chief of Police.
H. ACCREDITATION PROCESS
1. Familiarization with the Accreditation process is provided to agency employees as
follows:
a. To all newly hired agency personnel.
b. To all agency personnel during the self-assessment phase associated with
achieving initial accreditation and each reaccreditation.
c. To all agency personnel just prior to an on-site assessment associated with initial
accreditation and each reaccreditation.
2. The Training Office will work in conjunction with the Accreditation Manager in the
process of receiving and maintaining department accreditation certification.
By Order of:

Patrick Flanagan
Chief of Police
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PURPOSE
The purpose of this policy is to establish training standards for professional and personal
opportunities of growth and service. To further provide current and relevant information to
assist officers in their daily duties.

II.

POLICY
Training is provided to accommodate department needs and actualize the interest and concern
which the department has for the self-improvement and personal development of its employee.

III.

PROCEDURE
A. ROLL CALL TRAINING
1. Roll call training is intended to inform officers of changing policies, orders, conditions
within their immediate areas of assignment and other information of immediate
importance.
2. Roll call training sessions shall be of short duration, and may be conducted at the
beginning of the shift, during the shift for selected officers, or at the end of the shift,
depending on the needs of the supervisor.
3. The Training Officer shall continuously monitor information pertinent to the officer’s
function. This material, along with new and changed policies and procedures, shall be
passed onto shift supervisors for review and dissemination at roll call.

4. Shift supervisors are responsible to see that roll calls are used for training purposes
when needed. Department policies, procedures and rules should be discussed to make
certain there is a clear understanding of their purpose.
5. It is the responsibility of each patrol supervisor to plan roll call training on an as needed
basis. Audio visual aids, literature, publications, etc. may be incorporated into short
informational programs.
6. The Training Officer will periodically provide informational materials and topics for
roll call training.
7. All roll call training will generally be conducted by the supervisor holding roll call, or
by another person who may have expertise in the subject matter.
8. Officers are encouraged to request roll call training topics that would help in better
understanding and discharging their duties.
9. Supervisors are expected to provide current and relevant topics for roll call training
and discuss mutual concerns for roll call training at staff meetings.
B. IN-SERVICE TRAINING
1. In-Service Training is intended to augment previous training and acquired skills with
current information regarding changes in legislation, advances in technology and
revisions in policy, procedures, rules or regulations affecting department personnel.
2. All sworn personnel are required to participate in department In-Service Training in
accordance with department policies.
C. REMEDIAL TRAINING
1. Upon recommendation of the Chief of Police, the Training Officer shall schedule
remedial training for those employees who:
a. Consistently demonstrates a lack of skill, knowledge or ability in job-task
performance, based on evaluation reports and firsthand observations by
supervisors.
b. Have received disciplinary action that may be corrected through supplemental
training.
2. Notification of officers scheduled for remedial training shall be in writing. Upon
completion of such training, evaluations of participants shall be forwarded to the Chief
of Police.
3. Any officer who does not participate in remedial training will be subject to disciplinary
action.
230.02 Training of Personnel
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D. SPECIALIZED TRAINING
1. To prepare personnel for new assignments the department provides specialized
training in those areas where a need has developed. Such schools have as their goal
the development of specialized skills and knowledge within the framework of a police
generalist.
2. Specialized training will be given to an officer, before assignment in the following
areas:
a.
b.
c.
d.
e.
f.

Field Training Officer
Traffic Accident Investigator
Range Officer
Commercial Enforcement Unit
Taser Instructor
Handcuffing / Police Baton Instructor

3. Training (when available) will be given to officers as soon as is practicable following
their assignment to the following areas:
a.
b.
c.
d.
e.

Detectives
Evidence Detectives
Training Officer
IT Systems Administrator
New Supervisors

4. The Training Officer shall refer to Training Records and agency needs when assigning
an officer to a training program for a specialized position, and ensure that such training
will include:
a. Development and/or enhancement of the skills, knowledge and abilities particular
to the specialization.
b. Management, administration, supervision and support services of the function.
c. Performance standards of the function.
d. The department’s policies, procedures, rules and regulations specifically related to
the function.
e. Supervised on-the-job training.
E. CIVILIAN TRAINING
1. All newly appointed civilian personnel such as telecommunications, records,
administrative clerks will receive the following training:
a. Orientation to the department’s mission statement, role, purpose, goals, policies
and regulations.
b. Working conditions.
c. Responsibilities and rights of employees.
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d. Telecommunications employees will receive pre-service training before working
independently.
2. The Training Officer will provide training as necessary, for all civilian personnel to
update skills and increase knowledge for new job responsibilities.
F. CAREER DEVELOPMENT
1. Supervisors will be provided career development training through supervisory level
courses such as, but not limited to, Supervision of Police Personnel, 1st Line
Supervisor, or Leadership Development.
2. All personnel promoted will receive specialty training in management techniques and
skill development as provided by the department.
By Order of:

Patrick Flanagan
Chief of Police
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CIVILIAN TRAINING

I.

PURPOSE
The purpose of this policy is to establish guidelines for the orientation and training of
those positions classified as civilian. Positions not requiring sworn personnel are
specified as civilian positions and staffed accordingly.

II.

POLICY
It is the policy of the North Kingstown Police Department to recognize the importance
of training civilian employees to meet the requirements of their respective job
responsibilities. Most civilian employees deal with the public in some capacity on a
regular basis. Therefore, training for civilian employees should stress not only the
technical aspects of their jobs, but also the importance of the link they provide between
the community and the North Kingstown Police Department.
The objective of a new employee orientation to the department is to provide a smooth
transition into the new work environment in a way that maintains motivation and gets
the new employee into production as soon as possible. It also establishes an
understanding between the new employee and the organization as to basic work
expectations and parameters.

1

III.

PROCEDURES

A. EMPLOYEE ORIENTATION
1. The Training Administrator will contact Town’s Administration Office to arrange for
new employee orientation.
2. The Town’s Administration Office will provide the following information applicable
to the employee’s position.
a.
b.
c.
d.
e.
f.
g.
h.
i.
j.

Payroll deductions
Union
Retirement
Insurance
Medical Coverage
Workers Compensation
Emergency Notification
Rights-to-Know Laws
Drug Free Work Place
Harassment in the Work Place

3. Upon completion of the above orientation, the new employee will be scheduled to
report to the Training Division for an orientation given by the Training
Administrator. The Training Administrator or designee will conduct a tour of the
facility, limited to areas the employee can access. The purpose and function of each
area will be explained with consideration to the employee’s position.
4. The person so designated by the Chief of Police shall provide the following
information to the new employee:
a. The department’s role, purpose, goals, policies, and procedures.
b. Working conditions and regulations.
c. Responsibilities and rights of employees.
B. TRAINING REQUIREMENTS
1. Following the department’s orientation, the supervisor will assess each employee and
notification of training needs will be made to the office of the Chief of Police or
designee.
2. On-the-job or specialized training may be received during or prior to assuming the
job as indicated by the individual’s knowledge and skills of that person and the
requirements of the particular position.
3. All training needs identified, will occur as soon as possible within constraints of the
department’s annual budget and the availability of suitable programs.
230.03 Civilian Training
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4. The job skills and knowledge required for proper performance of assigned duties
should be the basis for determining the training needed.
5. All civilian employees will receive retraining to update skills and increase job
knowledge as needed.
6. Those members receiving certificates or other completion recognition from any
designated classes, schools, or seminars will provide copies of such documents to the
Training Administrator for inclusion into their training file.
7. All new agency personnel shall receive information regarding the accreditation
process as applicable to the department. Such information shall be prescribed as
follows:
a. To all newly hired department personnel within thirty days after their
employment begins.
b. To all department personnel during the self-assessment phase associated with
achieving initial accreditation.
c. To all department personnel prior to an on-site.
8. The Training Division will maintain all training records and relevant data, checklists,
etc., in the same manner as prescribed for sworn personnel.

By Order of:

Thomas J. Mulligan
Chief of Police
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I. PURPOSE
To provide for a formal and uniform on-the-job training period. To provide recruit officers with
instruction in policies and procedures specific to the agency.
To provide experience, guidance and supervision so that the probationary officer may develop
the skills, knowledge and abilities necessary to become a professional and productive police
officer.

II. POLICY
It is the policy of the North Kingstown Police Department to have an effective Field Training
Evaluation Program (FTEP). The FTEP has been developed with the goal of improving the
overall effectiveness of the department.
This program will be 10 to 12 weeks and will have provisions for additional time and training
should the need arise. Although the new member of the department will have met all the
academic requirements and basic technical skills upon graduating from the Rhode Island
Municipal Police Training Academy (RIMPTA), it remains necessary to determine if the
member translates those skills into becoming a successful member of the department. New
members of the department that have completed a training program and have performed the
duties of a police officer in another community may be allowed to train in an abbreviated FTEP,
at the discretion of the Chief of Police.

III. DEFINITIONS
A. DAILY OBSERVATION REPORT: A daily report prepared by an FTO supervising a
probationary officer. This report evaluates his/her progress, identifies problems, and remedial
efforts observed daily by an FTO.
B. FIELD TRAINING OFFICER (FTO): A department member who has been selected and
formally trained to deliver the Field Training Program to a probationary officer.
C. FIELD TRAINING EVALUATION PROGRAM (FTEP): A structured and closely
supervised program provided to recruit members to facilitate the application of skills and
knowledge obtained in the academy/classroom to actual performance in on-the-job situations.
This program is designed to identify compliance and/or deficiencies in work performance,
document procedures, and provide a mechanism by which performance can be evaluated.
D. FIELD TRAINING OFFICER COORDINATOR: A member of the North Kingstown Police
Department assigned to the Training Office and appointed by the Chief of Police.
E. FIELD TRAINING OFFICER COMMANDER: A member of the North Kingstown
Police Department who has attained the rank of Lieutenant or above, appointed by the Chief
of Police, assigned to oversee the FTEP and the FTO Coordinator.
F. PROBATIONARY OFFICER: For the first 12 months of a member's initial appointment to
the department, which commences upon the member's taking of the sworn oath, he/she will be
considered a probationary member until completion of that 12-month period. The member will
be required to train under the FTEP.
G. RECRUIT: A person who accepts a Conditional Offer of Employment by the North
Kingstown Police Department as set forth in GO 220.01, “Recruitment and Selection.”
H. LATERAL TRANSFER: Any Officer who transfers from another law enforcement
organization that can have their training records be certified and approved by the Police
Officer’s Standards and Training (POST) and the RIMPTA.
I. MIDPOINT SUMMARY: A report will be prepared by the FTO to the FTO Coordinator at
the halfway point of the field training program. The intent behind the midpoint summary is to
ensure that the probationary officer is effectively responding to the training and is on the
projected path to complete the training in the weeks allotted. This midpoint summary serves as
an opportunity for the FTO Coordinator to quickly identify the proficiency of each
probationary officer and to prepare and supervise remedial training if required.
J. FINAL SUMMARY: A report will be prepared by the primary FTO to the FTO
Coordinator and the Chief of Police or his/her designee. The intent behind the report is to
provide a final assessment of the probationary officer as well as a recommendation for solo
shift assignment.
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IV. PROCEDURE
A. The Field Training Evaluation Program (FTEP)
1. The FTEP will be a mandatory and critical phase in the training and performance
assessment of all probationary patrol officers. This program will take place immediately
upon satisfactory completion of the RIMPTA. The exception would be for officers who
were previously employed by a Rhode Island Municipality and already attended the
RIMPTA. The program would then take place on date of hire and be in length as
determined by the Chief of Police.
2. The FTEP Coordinator will be the contact for the recruit officer and the liaison to the
training academy staff while the recruit is attending the academy. Upon successful
completion of the academy:
a. All probationary patrol officers will participate in the FTEP for a minimum of 10
to 12 weeks.
b. Participants will be provided with instructions in policies and procedures and
rules and regulations that are specific to the NKPD.
c. Officers hired as a lateral transfer will complete a minimum of six (6) weeks in
the FTEP. The extent of this training will be at the discretion of the FTEP
Coordinator and the Chief of Police or his/her designee. Officers who are hired
as POST certified will begin their 12 months of probation upon the start of the
FTEP.
d. Prior to being authorized to carry a weapon on-duty, all probationary officers will
be issued a copy of the department’s policies. Upon doing so, an officer will then
be provided instruction on the department’s Use of Force Policies. The issuance
and instruction shall be documented.
4. It is advantageous for the probationary patrol offices to be exposed to a variety of shifts
and learn the operational concerns and the environment of each shift. Every effort should
be made to afford each new officer with an opportunity to work during daylight and
nighttime hours. This will allow new members the opportunity to perform all facets of
their operational duties.
5. Upon completion of the FTEP, FTOs, FTO Coordinator, FTO Commander and patrol
supervisors will make a collaborative recommendation for:
a.
b.
c.
d.

Assignment for solo patrol.
Continued field training.
Remedial training and continued field training.
Termination of employment: During the (1) year probationary period a
probationary officer may be removed at any time by the Director of Public Safety
upon recommendation of the Chief of Police, with or without cause. (Town
Charter Chapter 15, Article II, Section 15-16).

B. Duties and Responsibilities of the Chief of Police
1. The Chief of Police or his designee shall make selection of FTOs, after receiving
recommendations from the department’s FTEP Coordinator.

230.04 Field Training Officer Program

3

2. The following criteria may be considered:
a. Good attendance record.
b. Above average job skills, knowledge and abilities.
c. Ability to train on a one to one basis.
d. Good communication skills.
e. Successful completion of a mandatory course of instruction for field training
officers that meets RI POST certification standards.
3. Make the final decision whether the new officer shall be allowed to patrol solo or be
extended in the FTEP.
C. Duties and Responsibilities of the FTEP Commander
1. Overall command of the FTEP and its personnel.
2. Keep the Chief of Police apprised of any problems pertaining to the FTEP program or its
personnel.
3. Review all DORs submitted by FTOs.
4. Review all FTO evaluations.
5. Review and implement FTEP schedule and probationary officer’s work schedule
through the department’s management software system.
D. Duties and responsibilities of the FTEP Coordinator
1. Overall and daily supervision of the FTEP and its personnel.
2. Keep the FTEP Commander apprised of any problems pertaining to the training program
or its personnel.
3. Review all DORs submitted by FTOs.
4. Complete bi-weekly meetings in order to discuss recruit progress while in the training
program.
5. Ensure all documentation pertaining to the recruit is complete and current.
6. Periodically monitor the recruit and the FTOs to ensure that fair, objective and thorough
training is being accomplished.
7. Review and administer FTO performance evaluations (form E) of FTOs
8. Provide assistance and advice to the FTOs pertaining to training and possible personality
conflicts with recruits.
9. Participate in review boards and any special boards in order to review the recruit's
performance and assist in making recommendations as to passing the recruit to the next
phase of training, developing continued, remedial or special training or recommending
termination.
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10. Confer with the Chief of Police as to FTO selection and assignments, recruit scheduling,
recruit progress and program revisions.
11. Assist the Department Training Officer with in-service and roll call training for
Department members.
E. Duties and responsibilities of the Field Training Officer
1. Direct, guide, explain and demonstrate the fundamentals of police work as dictated by
the FTEP and the San Jose Model.
2. Keep the FTEP Coordinator apprised of recruit performance.
3. Keep the FTEP Coordinator apprised of any problems pertaining to the FTEP.
4. Complete DORs, mid-summaries and final summary on the recruit's performance.
5. Meet weekly with the FTEP Coordinator to discuss recruit progress while in the training
program.
6. Attend review boards and any special boards in order to review recruit's performance
and assist in making recommendations as to passing the recruit to the next phase of
training, developing continued remedial or special training or recommending
termination.
7. Confer with FTEP Coordinator regarding program revisions.
By Order of:

Patrick Flanagan
Chief of Police
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PURPOSE
To provide for the constructive evaluation of an employee’s overall performance and to provide
a management system for detecting possible employee problems. To bring consistent superior
performance of the employees to the attention of the management and to provide a basis for
training needs and assessments. To determine the suitability of probationary employees for their
current position.

II.

POLICY
The Police Department will evaluate Department employees’ performance on a formal and
periodic basis. The performance evaluation is intended to:
1. Promote a common understanding of individual needs, work objectives and standards of
acceptable performance;
2. Provide employees with feedback as to how well the supervisor feels
the employee is meeting expectations;
3. Suggest specific courses of action the employee can take in order to
meet or exceed expectations.

III. PROCEDURE
A. FREQUENCY OF EVALUATIONS
1. All personnel will be evaluated according to the categories and timetables herein.
Additionally, any employee may be subject to a special evaluation report due to any
promotion, or as determined by the Chief of Police. All performance evaluations will be
documented.
2. Newly promoted employees will be evaluated in accordance with the probationary
standards.

3. All newly promoted supervisors whose position has been upgraded to include a pay increase
will be evaluated at the first six (6) months of their transfer into their new position. This will
be classified as evaluation type: promotional. If this evaluation is to fall within the time
frame of the annual evaluations, only one (1) evaluation report needs to be completed. This
will be classified as evaluation type: Annual and reflect actual time period of evaluation.
B. EVALUATION SYSTEM TIMETABLES
1. Yearly:
a. All management and supervisory personnel.
b. All detectives.
c. All patrol officers.
d. All non-sworn employees.
2. Four Months:
a. All probationary police officers (time frame to commence after the completion of
their Field Training Program).
b. If this evaluation is to fall within the time frame of the annual evaluations, only
one (1) evaluation report needs to be completed.
3. Six Months: All non-sworn probationary employees. If this evaluation is to fall within the
time frame of the annual evaluations, only one (1) evaluation report needs to be completed.
C. TRAINING AND RATING EVALUATORS
1. All supervisors will receive training on the North Kingstown Police Department Performance
Evaluation System and performance appraisal concepts prior to becoming a rater.
2. The department’s Performance Evaluation Manual will be utilized in the training process and
will always be made available to supervisors.
3. All supervisors, whose responsibilities include performance evaluations of other
employees, will be evaluated, during their own annual evaluation, on the care and
thoroughness with which they rate their subordinates and the overall quality of the reports.
D. RATER RESPONSIBLITIES
1. Raters are responsible for implementing the principles of performance evaluation on
a daily basis, including:
a. Developing employee’s potential through instruction and training.
b. Documenting employees work performance.
c. Providing feedback to employees through discussion and counseling on a
regular basis.
E. PRELIMINARY COUNSELING
1. All non-sworn and sworn employees will be counseled by his/her immediate supervisor
at the beginning of each new rating period. The date and brief summary of the meeting
should be noted by the supervisor in a Performance Log record under “Subordinate
Personnel.” Guardian Tracking can be utilized as the Performance Log; however,
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supervisors must ensure they are entering all relevant data.
2. The supervisor must ensure that the employee fully understands the specific duties and
responsibilities of the position and what is expected of the employee to carry them out.
F. PERFORMANCE EVALUATION PROCESS
1. The annual rating period will be from January 1st through December 31st of each
year.
2. The rating period for probationary employees will vary according to his/her starting
date.
3. Reports will be prepared by the employee’s immediate supervisor.
a. If the employee has more than one (1) immediate supervisor due to
scheduling, transfer, promotion, etc., then supervisors directly in
contact with the employee shall provide an evaluation indicating
the specific time period or scheduled days the evaluation covers.
b. The Officer-in-Charge of the unit, platoon, squad, or division, should
designate a specific evaluator or evaluators according to the length
of supervision and amount of contact with the employee.
4. Criteria used in the evaluation will be specific to the position occupied
by the employee during the rating period. There are five (5) categories
of Performance Evaluation Reports. (See Attachments)
a.
b.
c.
d.
e.

Patrol Officer
Detective
Supervisor
Dispatcher
Civilian (Version A and B)

5. Raters will be provided with the correct form for the employee(s) they are evaluating.
a. Instructions are included in each of the various evaluation categories.
b. Measurements/definitions also vary with employee category and
are included with each form.
6. Raters will substantiate ratings and will provide written explanations for
all ratings of “exceptional/excellent” or “unacceptable/unsatisfactory”.
7. The rating supervisor will review the evaluation with the employee.
a. The employee will be provided with a copy of the evaluation report.
b. The employee will have the opportunity to sign the report and add
written comments.
8. The original report will be forwarded to the Chief by the Division Commander after final
review.
9. All evaluations will be reviewed, signed, and dated by the rater's supervisor to ensure
uniformity and quality of the evaluation process.
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10. When the O.I.C. is satisfied that the evaluation is properly completed, he/she will
forward it to the Division Commander. This should be completed by the date given set by
the Division Commander.
11. The Division Commander will review the report upon completion. If no additions or
corrections are needed; the approved report will be stored in the Guardian Tracking
system and Personnel File.
G. FOLLOW-UP COUNSELING
1. At the conclusion of the evaluation process, the rating supervisor will meet with the
employee and discuss the results of the evaluation.
2. The level of performance expected and rating criteria to be used in the next
evaluation will be provided to the employee.
3. Career counseling relative to such topics as advancement, specialization, or training
appropriate for the employee’s position will also be provided to the employee.

V. UNSATISFACTORY PERFORMANCE
A. NOTIFICATION TO EMPLOYEE
1. If an employee's performance is unsatisfactory, the supervisor will notify the employee in
writing as soon as practical, if possible, at least 90 days prior to the end of the rating
period.
a. The supervisor will conduct a review of the employee's performance with that
employee.
b. The supervisor will identify, in writing, specific methods and actions needed
to improve the employee's performance.
B. UNSATISFACTORY PERFORMANCE RATINGS
1. An unsatisfactory rating on an annual performance evaluation means that an
employee has not met job-related requirements satisfactorily and will be required to
make immediate improvement.
2. Unsatisfactory ratings must be explained in the comment section of the evaluation.
a. Specific reasons for the unsatisfactory rating must be given, to substantiate
ratings.
b. Narrative should also document training that the employee was given and if
there was sufficient opportunity to improve.
c. The rating must be objective and based on careful observation measured
against understood requirements.
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3. When an employee's job performance is determined to be unsatisfactory, he/she is
immediately placed in a warning period.
4. This warning period must be of a specified length, not to exceed six (6) months and
the employee must be notified of the warning period at the time it is imposed.
5. The employee must receive an overall rating of satisfactory to be taken
out of a warning period. Extensions may be granted for a specified length of time, and
the total duration of a warning period (including extensions) may not exceed one (1)
year.
6. Failure to successfully complete a warning period may be grounds for possible
disciplinary action.
a. All such personnel actions taken against sworn employees will be conducted
consistent with the provisions of the Rhode Island Police Officers'
Bill of Rights and the Collective Bargaining Agreement for sworn employees.
b. All such personnel actions taken against non-sworn employees will be
conducted consistent with the Collective Bargaining Agreement for non-sworn
employees.
C. EMPLOYEE’S REVIEW OF PERFORMANCE EVALUATIONS
1. The employee will have an opportunity to comment, in writing, on his/her evaluation
and such comments, whether they concur or not, will be included in his/her
evaluation file.
2. The employee must sign an evaluation. However, such signature will certify only that
the evaluation has been read and discussed, and that the employee’s comments, if
any, are an accurate statement of the employee's response to the evaluation.
a. Sworn officers must sign the evaluation after reviewing and receiving a copy of
the performance evaluation.
b. If a non-sworn employee refuses to sign an evaluation after being given the
opportunity to do so, the supervisor should so note and record the reason(s) if
given. The evaluation will be valid with or without the employee's signature.
3. An employee may request a meeting to review and discuss the annual evaluation in
the presence of his/her Supervisor or Division Commander who will ensure
that the employee has an opportunity to do so within seven (7) days.
D. APPEAL PROCESS
1. If employee dissatisfaction is not resolved after discussion with the supervisor or Division
Commander, the employee will have the opportunity to review the evaluation with the
next supervisor in the chain of command up to the Chief of Police.
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a. The review must be requested within seven (7) days of meeting with the
rating supervisor.
2. The employee has the option to enter written documentation to support any contention
that the evaluation is incorrect or inappropriate. This written documentation will be
attached to the evaluation and become part of the member's evaluation file.
3. On a mutually agreeable date, the employee and the Division Commander/Chief of Police
will review the contested portion.
4. The Division Commander/Chief of Police will advise the employee of the decision,
immediately, or in writing, within seven (7) days. The Division Commander/Chief of
Police decision will be final.
E. RETENTION OF PERFORMANCE EVALUATIONS
1. The original evaluation will be stored in the Guardian Tracking system and Personnel
File, maintained by the Administration Division.
2. A copy will be given to the employee, whose work performance has been evaluated,
following the review by the rater’s supervisor.
F. REVIEW OF THE PERFORMANCE EVALUATION SYSTEM
1. The Deputy Chief will establish an evaluation file for the purpose of maintaining the
following information relative to performance evaluations and the system.
a. A copy of any review conducted pursuant to this order will be housed in the
Guardian Tracking system.
b. A copy of any complaint, suggestion, or recommendation for change
submitted by any employee.
c. A copy of any material relative to a contested performance evaluation.
d. Other material or information relative to the system that may be pertinent for
consideration in any subsequent review in order to determine:
(i) Instances of unfair rating and the reasons for them.
(ii) The number of contested appraisals and the reasons for them both.
(iii) Needed or valuable changes in the system.
(iv) Rater problems and the need for additional training for raters.
By Order of:

Patrick Flanagan
Chief of Police
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OFF-DUTY AND EXTRA-DUTY EMPLOYMENT
I. PURPOSE
The purpose of this policy is to set forth guidelines to govern off-duty or secondary employment
by employees of this police department.

II. POLICY
The policy of the North Kingstown Police Department is to provide guidelines to
employees to inform them of the types of secondary employment which are appropriate
establish procedures to maintain accountability for the welfare of the department.
requirements are essential in maintaining the integrity and efficient operation of the
department and for the protection of the community.

police
and to
These
police

III. DEFINITIONS
A. OFF-DUTY EMPLOYMENT: Any employment that will not require the use or potential
use of law enforcement powers by the off-duty employee.
B. EXTRA-DUTY EMPLOYMENT: Any employment that is conditioned on the actual or
potential use of law enforcement powers by the police officer employee, including volunteer
charity work.

IV. PROCEDURE
There are two (2) types of secondary employment in which an employee may engage:
A. OFF-DUTY EMPLOYMENT: Department personnel may engage in off duty
employment that meets the following criteria:
1. Employment of a non-police nature in which vested police powers are not a condition of
employment; the work provides no real or implied law enforcement service to the
employer and is not performed during assigned hours of duty.
2. Employment that presents no potential conflict of interest between their duties as a
employee of the North Kingstown Police Department and their duties for their secondary
employer. Some examples of employment representing a conflict of interest are:
a. As a process server, repossessor or bill collector, towing of vehicles or in any other
employment in which police authority might tend to be used to collect money or
merchandise for private purposes.
b. Personnel investigations for the private sector or any employment which might require
the police officer to have access to police information, files, records, or services as a
condition of employment.
c. In police uniform in the performance of tasks other than that of a police nature.
d. Which assists (in any manner) the case preparation for the defense in any criminal or
civil action or proceeding involving the Town of North Kingstown.
e. For a business or labor group that is on strike.
f. In occupations that are regulated by, or that must be licensed through the police
department that may create a conflict of interest.
g. Employment that does not constitute a threat to the status or dignity of the police as a
professional occupation.
3. Prior to obtaining off-duty employment, an employee must complete and submit an offduty employment form to the Chief of Police. The form will describe the type of work to
be performed, hours of work, employer information, etc.
4. A police officer engaged in off-duty employment is subject to mobilization in case of
emergency, court appearance, or other situations requiring immediate presence.
B. EXTRA-DUTY EMPLOYMENT: Police officers may engage in extra-duty employment
pursuant to:
1. Where a government, profit-making, or non-profit entity has an agreement with the police
department for police officers who are able to exercise their police duties.
2. Types of extra-duty services which may be considered for contracting are but not
limited to:
a. Traffic control and pedestrian safety.
b. Crowd control.
c. Security and protection of life and property.
d. Routine law enforcement for public authorities.
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e. Plainclothes assignments.
3. Request for extra duty employment will be coordinated through the Detail Office with the
approval of the Chief of Police or his designee. All detail sheets and billing records will be
kept on file so as to be reviewed by the Chief of Police or his designee.
4. Request for police service that may create a conflict of interest or diminish the dignity and
status of the department or officer will not be granted.
5. All applicable agency rules, regulations and other polices for officers during extra-duty
employment will be adhered to.
6. The recognition of geographical jurisdiction limitations as outlined in RIGL 45-42-2 and
G.O. 110.01 Mutual Aid will define an officer’s legal authority beyond the borders of North
Kingstown that will include the provisions covering on-the-job injuries that might occur to
officers while providing police services beyond the Town of North Kingstown.

C. LIMITATIONS ON OFF-DUTY
EMPLOYMENT ARE AS FOLLOWS:

EMPLOYMENT

AND

EXTRA-DUTY

1. In order to be eligible for extra employment, an employee must be in good standing with
the department and understand that all agency rules, regulations and other policies apply to
employees during extra-duty employment.
2. Work hours for extra-duty and off-duty employment must be scheduled in a manner that
does not conflict or interfere with the employee’s performance of duty.
3. An employee must limit extra and off-duty hours of work to remain fit for duty both
mentally and physically.
4. Those employees, who are on medical or other leave due to sickness, temporary disability,
or an on-duty injury, will not be eligible to engage in regular, off-duty, or extra-duty
employment unless prior approval has been granted by the Chief of Police.
5. Employees calling out sick for regularly scheduled duty do so for a 24-hour period.
Example: If an employee is sick for 1500 roll call, then that officer is not eligible to work
until the following day at 1500 hours. This applies to civilian employees as well.
6. The responsibility for fitness for duty lies with each employee. It is recommended that
employees limit off-duty regular or extra-duty employment to manageable number of hours
in each calendar week.
7. Employees will not be allowed to work in excess of 16 continuous hours in a 24 hour period
unless exigent circumstances exist with the approval of the Officer-in-Charge.
8. Work hours for all off-duty or extra duty employment must be scheduled in a manner that
does not conflict or interfere with the employee’s performance of duty.

250.01 Extra-Duty and Off-Duty Employment

3

9. A police officer engaged in any off-duty or extra duty employment is subject to be called
in case of emergency and may be expected to leave his/her off-duty or extra duty
employment in such situations.
10. Permission for all employees to engage in outside employment may be revoked where it is
determined by the Chief of Police that such outside employment is not in the best interest
of the department.
By Order of:

Patrick Flanagan
Chief of Police

250.01 Extra-Duty and Off-Duty Employment

4

20200

North Kingstown Police Department
8166 Post Road, North Kingstown, Rhode Island 02852
ORDER
GENERAL

EFFECTIVE DATE
July 10, 2018

NUMBER
250.02

ISSUING DATE
June 26, 2018

SUBJECT TITLE

SUBJECT AREA

WORKPLACE HARASSMENT

CONDITIONS AND BENEFITS

RIPAC REFERENCE

PREVIOUSLY ISSUED DATES

5.2

11/5/10, 12/12/14

DISTRIBUTION
ALL PERSONNEL

REEVALUATION DATE
AS NECESSARY

PAGES
5

WORKPLACE HARASSMENT
I.

PURPOSE
The Civil Rights Act of 1964 makes it illegal to discriminate on the basis of race, color,
religion, age, national origin and sex. Title VII of the Act prohibits employers from
discriminating on the basis of sex with respect to compensation, terms, conditions or
privileges of employment. Sexual harassment is also a form of discrimination.
The purpose of this policy is to maintain a healthy work environment and to provide
procedures for reporting, investigating, and resolving complaints of harassment, sexual or
otherwise.

II.

POLICY
It is the policy of this department that all employees have the right to work in an
environment free of all forms of harassment. This department does not condone, and will
not tolerate, any harassment. Therefore, the department shall take direct and immediate
action to prevent such behavior, and to remedy all reported incidents of harassment, sexual
or otherwise.
Because this department takes allegations of harassment seriously, we will respond promptly
to all complaints. Where it is determined that inappropriate conduct has occurred, we will
act promptly to eliminate the conduct and impose such corrective action as is necessary,
including disciplinary action where appropriate.

While this policy sets forth the department’s goals of promoting a workplace free of sexual
harassment, this policy is not designed to limit our authority to discipline or take remedial
action for workplace conduct which is deemed unacceptable regardless of whether that
conduct satisfies the definition of sexual harassment.

III.

DEFINITION
Sexual harassment in employment has been defined as unwelcome sexual advances, requests
for sexual favors, and other verbal or physical conduct that enters into employment
decisions, and/or conduct that unreasonably interferes with an individual’s work
performance or creates an intimidating, hostile, or offensive working environment.
A. Forms of Sexual Harassment
1. Quid Pro Quo Harassment - Loosely translated means “something for
something.” This type of harassment occurs when an employee is required to
choose between submitting to sexual advances or losing a tangible job benefit.
When such conduct is made implicitly or explicitly a term or condition of
employment or when submission or rejection of such conduct is used as a basis
for employment decisions affecting the employee, the conduct is quid pro quo
harassment.
2. Hostile Work Environment Harassment - This form of harassment is
unwelcome conduct that is so severe or pervasive as to change the conditions of
the victim’s employment and create an intimidating, hostile or offensive work
environment. (There are several distinguishing factors between hostile work
environment and quid pro quo harassment).
B. Criteria for Quid Pro Quo Harassment
1. The harassment was based on sex.
2. The victim was subject to unwelcome sexual advances. (Unwelcome means that
the person did not invite or solicit the advances).
3. A tangible economic benefit of the job was made conditional on the victim’s
submission to the sexual advances.

Note:

There is no requirement that these requests be expressed demands for sexual
favors. The advances may be implied by the circumstances and actions:
(Example: inviting the victim out for drinks or offering the victim explicit
magazines).

C. Criteria For Hostile Work Environment Harassment
1. Does not require an impact on economic benefit.
2. Can also involve co-workers or third parties, not just supervisors.
3. Is not limited to sexual advances; it can include hostile or offensive behavior
based on the person’s sex.
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4. Can occur even when the conduct is not directed specifically at the victim or
claimant, but still impacts his or her ability to perform the job.
5. Typically involves a series of incidents rather than just one incident for this type
of harassment.
(Generally, the following three conditions must be met in a claim of hostile work
environment harassment).
6. The conduct was unwelcome.
7. The conduct was severe, pervasive and regarded by the victim as so hostile or
offensive as to alter his or her condition of employment. (Examples: Forms of
hazing used to intimidate or dominate the victim, such as insulting remarks or
threats, negative graffiti, display of explicit materials such as pin-ups or
magazines as welcome actions not directed at a particular person or victim).
8. The conduct was such that a reasonable person would find it hostile or offensive.
Note:

IV.

Since this form of sexual harassment does not require the unwelcome conduct
involving sexual advances, other activities may give rise to claims of hostile work
environment harassment.

PROHIBITED ACTIVITIES
A. No employee shall explicitly or implicitly ridicule, mock, degrade, or belittle any
person.
B. Employees shall not make offensive or derogatory comments, either verbal, non-verbal
or physical that are based on race, color, sex, religion, or national origin, either directly
or indirectly to another person. Such harassment is a prohibited form of discrimination
under State and Federal Employment Law and will be subject to disciplinary action by
this department.

V.

EMPLOYEE’S RESPONSIBILITIES
Every employee working within the police department is responsible for assisting in the
prevention of harassment through the following guidelines:
A. Refrain from participating in, or encouragement of, actions that could be perceived as
harassment.
B. Report acts of harassment to a supervisor.
C. Encourage any employee who confides that he or she is being harassed to report these
acts to a supervisor.
D. Failure to take action to stop known harassment shall be grounds for discipline.
AN EMPLOYEE IS DEFINED AS ALL SWORN PERSONNEL, FULL TIME AND
PART TIME NON-SWORN PERSONNEL, INTERNS, WORK-STUDY, AND
VOLUNTEER WORKERS.
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Supervisors shall be responsible for preventing acts of sexual harassment. This responsibility
includes:
A. Monitoring the work environment on a daily basis for signs of harassment that may be
occurring.
B. Counseling all employees on types of prohibited behavior, and on the department
procedures for reporting and resolving complaints of harassment.
C. Stopping any observed acts that may be considered harassment, and taking appropriate
steps to intervene, whether or not the involved employees are within his/her direct line
of supervision.
D. Taking immediate action to limit the work contact between employees where there has
been a complaint of harassment, or a pending investigation.
Note:

VI.

Each supervisor has the responsibility to assist any employee within this department,
who comes to that supervisor with a complaint of harassment, pending an
investigation.

PROCEDURE
Employees encountering harassment should whenever possible, tell the harasser that their
actions are unwelcome and offensive. Employees are asked to document all incidents of
harassment in order to provide the fullest basis for investigation of the complaint. The
department strongly encourages reporting the complaint through the chain of command,
however, because of the sensitive nature and the possibility that the harasser may be the
victim’s supervisor, a complaint may be brought to any supervisor that the employee feels
comfortable reporting the incident to. That supervisor will as soon as possible, take steps to
protect the employee from further harassment and initiate investigative and disciplinary
measures.
Steps taken once a complaint is made:
A. The supervisor shall meet with the employee and document incidents complained of,
the person(s) performing or participating in the harassment, and the dates on which it
occurred.
B. The complaint will be delivered expeditiously to the appropriate investigative authority
within the department.
C. The investigative authority shall immediately notify the Chief of Police and the
prosecutor’s office if the complaint contains evidence of criminal activity such as an
assault, sexual assault, or attempted sexual assault.
D. The investigator shall include a determination whether other employees are being
harassed by this person, and whether other department members participated in or
encouraged the harassment.
E. The investigator shall notify the parties involved of the outcome of the investigation.
F. A file of harassment complaints shall be maintained in a secure place.
G. The investigative authority will report their findings and recommendations for
corrective measures, including but not limited to disciplinary action, to the Chief of
Police. The final decision concerning those actions deemed appropriate will be made
by the Chief of Police.
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Note: Disciplinary action may range from a verbal reprimand to suspension or termination
based upon the totality of the circumstances or the severity of the offense committed.

V.

Training
The North Kingstown Police Department will provide initial and updated training to all
personnel annually.
•

ALL EMPLOYEES SHOULD TAKE SPECIAL NOTE THAT RETALIATION
AGAINST AN INDIVIDUAL WHO MAKES A COMPLAINT, COOPERATES,
ASSISTS, OR TESTIFIES IN A HARASSMENT INVESTIGATION IS UNLAWFUL
AND WILL NOT BE TOLERATED BY THIS DEPARTMENT.

•

COMPLAINANTS OR EMPLOYEES ACCUSED OF HARASSMENT MAY FILE A
GRIEVANCE/APPEAL IN ACCORDANCE WITH DEPARTMENT POLICY WHEN
THEY DISAGREE WITH THE INVESTIGATION OR DISPOSITION OF A
HARASSMENT CLAIM.

•

THIS POLICY DOES NOT PRECLUDE ANY EMPLOYEE FROM FILING A
COMPLAINT OR GRIEVANCE WITH AN APPROPRIATE OUTSIDE AGENCY.

By Order of:

Patrick Flanagan
Chief of Police
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I.

PURPOSE
To establish policy concerning Department and personal web pages or social network
sites when referencing the North Kingstown Police Department. To ensure that
employees use an appropriate discretion in the use of references to the North Kingstown
Police Department not discredit the department or employees. To ensure inappropriate
conduct is not disseminated via department and personal web sites.

II.

POLICY
The Department and employees have a right to have web pages or postings on social
network sites. When reference is made to or about the North Kingstown Police
Department a review of that reference is needed to ensure that such reference does not
cause a lack in public confidence, discredit or disrespect to the department.

III.

EMPLOYEE PROCEDURE
A. Employees having personal web pages or other types of internet postings, which can be
accessed by the public or by granted permission, shall not identify themselves directly
or indirectly as an employee of the North Kingstown Police Department without
approval as indicated in this directive.
1. Photographs or other depictions of agency uniforms, badges, patches, and/or
marked units shall not be used on employee internet postings.

2. Employees wishing to use references to, or photographs/depictions noted above
must receive the approval of the Chief.
3. Employees that post photos, comments, etc. of other department employees must
inform and seek approval from the employee(s) before posting the same.
4. Any employee becoming aware of or having knowledge of a posting and/or
website in violation of the provisions of this policy shall notify a supervisor
immediately for follow-up action. Sites deemed inappropriate, whether an
employment association or not, bringing discredit to the department and or
employees, in addition, promoting misconduct whether on or off duty may be
investigated through a criminal or administrative investigation.
B. Approval Process
1. The employee seeking approval to use references to the Agency on personal web
pages or sites shall:
a. Submit a request for approval to the Chief of Police via the Chain-ofCommand.
b. Describe the proposed reference to the Agency and purpose.
c. Provide a list and media to be used on the web page.
d. If available provide a printed layout of the entire web page, posting or site.
2. The employee will receive an approval or denial of the request.
C. Limitations
1. No sexual, violent, racial, ethnically derogatory material, comments, pictures,
artwork, video or other reference may be posted along with any Agency approved
reference.
2. Employees shall not post any material on the internet that brings discredit to or
may adversely affect the efficiency or integrity of the Agency or is detrimental
to the agency’s mission.
3. Employees shall not reveal any agency-sensitive
investigations, plans, undercover officers, etc.)

information,

(i.e.:

4. Employees should consider the possible adverse consequences of internet
postings, such as future employment, cross-examination in criminal cases and
public as well as private embarrassment.
5. Employees are encouraged to seek the guidance of supervisors regarding any
posting that may adversely reflect upon either the Agency or upon the
professionalism or integrity of the employee.
6. Any changes made to a previously approved web page, site or posting must be
submitted for re-consideration.
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IV. DEPARTMENT SOCIAL NETWORKING
A. Determine strategy
1. Where possible, each social media page shall include an introductory statement
that clearly specifies the purpose and scope of the agency’s presence on the
website.
2. Where possible, the page(s) should link to the department’s official website.
3. Social media page(s) shall be designed for the target audience(s) such as youth
or potential police recruits.
B. Procedures
1. All department social media sites or pages shall be approved by the Chief of
Police or his or her designee and shall be administered by the departmental
information services section or as otherwise determined.
2. Any agency information released on social media outlets whether maintained
by the Department or by a third party will require approval by the Chief of
Police or designee prior to its posting unless such information is of an
emergency nature and the releasing officer has prior written approval to do so.
Notification will be made as soon as possible to the Chief of Police through the
chain of command when such emergency notifications are made.
3. Employees shall not reveal any agency-sensitive
investigations, plans, undercover officers, etc.).

information,

(i.e.:

4. Employees shall not post any material on the internet that brings discredit to or
may adversely affect the efficiency or integrity of the Agency or is detrimental
to the agency’s mission.
5. Where possible, social media pages shall clearly indicate they are maintained
by the department and shall have department contact information prominently
displayed.
6. Social media content shall adhere to applicable laws, regulations, and policies,
including all information technology and records management policies.
a. Content is subject to public records laws. Relevant records retention
schedules apply to social media content.
b. Content must be managed, stored, and retrieved to comply with open
records laws and e-discovery laws and policies.
7. Where possible, social media pages should state that the opinions expressed by
visitors to the page(s) do not reflect the opinions of the department.
a. Pages shall clearly indicate that posted comments will be monitored and
that the department reserves the right to remove obscenities, off-topic
comments, and personal attacks.
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b. Pages shall clearly indicate that any content posted or submitted for posting
is subject to public disclosure.
C.

Department-Sanctioned Use
1. Department personnel representing the department via social media outlets shall
do the following:
a. Always conduct themselves as representatives of the department and,
accordingly, shall adhere to all department standards of conduct and
observe conventionally accepted protocols and proper decorum.
b. Identify themselves as a member of the department.
c. Not make statements about the guilt or innocence of any suspect or arrestee,
or comments concerning pending prosecutions, nor post, transmit, or
otherwise disseminate confidential information, including photographs or
videos, related to department training, activities, or work-related
assignments without express written permission.
d. Not conduct political activities or private business.
2. The use of department computers by department personnel to access social
media is prohibited without authorization.
3. Department personnel use of personally owned devices to manage the
department’s social media activities or during official duties is prohibited
without express written permission.
4. Employees shall observe and abide by all copyright, trademark, and service
mark restrictions in posting materials to electronic media.

D.

Potential Uses
1. Social media is a valuable investigative tool when seeking evidence or
information about:
a.
b.
c.
d.
e.

missing persons;
wanted persons;
gang participation;
crimes perpetrated online (i.e., cyberbullying, cyberstalking);
photos or videos of a crime posted by a participant or observer.

2. Social media can be used for community outreach and engagement by:
a.
b.
c.
d.

providing crime prevention tips;
offering online-reporting opportunities;
sharing crime maps and data; and
soliciting tips about unsolved crimes (i.e., Crime-Stoppers, text-a-tip).

3. Social media can be used to make time-sensitive notifications related to:
a. road closures,
b. special events,
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c. weather emergencies, and
d. missing or endangered persons.
E.

Employment
1. Persons seeking employment and volunteer positions use the Internet to search
for opportunities, and social media can be a valuable recruitment mechanism.
2. This department has an obligation to include Internet-based content when
conducting background investigations of job candidates.
3. Searches should be conducted by a non-decision maker. Information pertaining
to protected classes shall be filtered out prior to sharing any information found
online with decision makers.
4. Persons authorized to search Internet-based content should be deemed as
holding a sensitive position.
5. Search methods shall not involve techniques that are a violation of existing law.
6. Vetting techniques shall be applied uniformly to all candidates.
7. Every effort must be made to validate Internet-based information considered
during the hiring process.

By Order of:

Patrick Flanagan
Chief of Police
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FAMILY LEAVE
I.

PURPOSE
The policy establishes the rights and obligations of the North Kingstown Police Department
and its employees with respect to leave necessary for the medical care of employees and
their families.

II.

QUALIFICATION FOR LEAVE
Employees are entitled to take up to 12 months proceeding the date the employee seeks to
start the leave.

III.

AVAILABLE LEAVE
Eligible employees are entitled to take up to 13 weeks during the twelve months beginning
July 1 and ending June. Qualifying leave shall be measured forward on the date that leave is
first taken, for the following purposes:
A.

CHILD CARE: Leave may be taken because of a birth, adoption, or foster care
placement of a child in order to care for the child.
1.

Childcare must be concluded within twelve months from the date of birth,
adoption, or foster care placement.

2.

Childcare leave may not be taken intermittently.

B.

C.

3.

Parents that are both employees of this department and who are eligible to
take leave are entitled to take a combined 12 weeks of leave for childcare
purpose under this paragraph.

4.

Employees who anticipate taking leave under this paragraph are required to
provide notice of their intent at least 30 days prior to the date leave is
anticipated to begin, or such notice as practicable if leave becomes necessary
before such 30 day notice may be given.

FAMILY CARE: Leave may be taken to care for a son, daughter, spouse or parent
who has a serious health problem.
1.

A serious health condition is one (a)which requires inpatient treatment, or
(b)which causes an absence from work, school, or normal activities for more
than 3 days and requires treatment by or under the direction or supervision of
a health care provider on two or more occasions.

2.

Employees requesting leave under this paragraph must present a certification
from a health care provider containing the date on which the serious health
condition commenced, the probable duration of the condition, a statement
that the employee is needed to care for the family member, and an estimate of
the amount of time such care will be required.

3.

Employees who anticipate taking leave under this paragraph are required to
provide notice of their intent at least 30 days prior to the date leave is
anticipated to begin, or such as is practicable id leave becomes necessary
before such 30 day notice may be given.

SELF-CARE: Leave may be taken when the employee is unable to perform the
essential functions of the position that the employee holds.
1.

Employees seeking leave for self-care must have a serious health condition as
defined by paragraph 3B (1), above.

2.

Employees requesting leave under this paragraph must provide certification
from a health care provider containing the date the serious health condition
commenced, the probable duration of the condition, the appropriate medical
facts regarding the condition, and a statement stating the employee is unable
to perform essential functions of the position. The employee seeking the
certification must provide the health care provider with a verbal description
of the essential functions performed by the employee.

3.

Employees taking leave under this paragraph may take leave intermittently.
Employees who elect to use the available leave on an intermittent basis must
try to schedule the leave to minimize disruption to normal operations.

4.

Employees who anticipate taking leave under this paragraph are required to
provide notice of their intent at least 30 days prior to the leave date is
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anticipated to begin or such notice as is practicable is leave becomes
necessary before or such notice may be given.
D.

FAMILY LEAVE DUE TO A CALL TO ACTIVE DUTY: This benefit provides 12
weeks of family leave due to a spouse, son, daughter or parent being on active duty
or having been notified of an impending call or order to active duty in the Armed
Forces. Leave may be used for any “qualifying exigency” arising out of the service
member’s current tour of active duty or because the service member is notified of an
impending call to duty in support of a contingency operation. This amendment to the
FMLA will not be effective until the Secretary of Labor issues the final regulations
defining “any qualifying exigency”. Until such time this department will provide
such leave to qualifying employees.

E.

CAREGIVER LEAVE FOR AN INJURED SERVICE MEMBER: This benefit
provides 26 weeks of FMLA leave during a single 12 month period for a spouse, son,
daughter, parent or nearest blood relative caring for a recovering service member. A
recovering service member is defined as a member of the Armed Forces who
suffered and injury or illness while on active duty that may render the person unable
to perform the duties of the member’s office, grade, rank or rating.

F.

FAILURE TO PROVIDE REQUIRED CERTIFICATION: Failure to provide
certification required under this paragraph may result in denial of the leave, or the
request for leave, on an intermittent basis.

NOTE: The two military leave amendments to the act were passed on January 28, 2008.

IV.

USE OR ACCRUED PAID LEAVE
Eligible employee will not be required to use accrued paid leave before unpaid leave is
taken.

V.

A.

CHILD OR FAMILY CARE: Employees taking leave upon the birth, adoption, or
placement of a foster child under paragraph 3A, above, may elect to use accrued
vacation, personal, or family leave prior to taking unpaid leave.

B.

SELF-CARE: Employees unable to perform the essential functions of their job and
who take leave under paragraph 3C, above, may elect to use accrued vacation,
personal, or family leave prior to taking unpaid leave.

BENEFITS WHILE ON LEAVE
During any period of leave under this policy, an employee’s group health insurance
coverage will be maintained at the same level and under the same conditions as before the
leave began. Employees will not accrue other benefits while on unpaid leave status, other
than seniority.
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VI.

EMPLOYMENT WHILE ON LEAVE
Employees, while on leave, shall not be permitted to perform the duties of a police
officer in any capacity unless written authorization is received through the Chief of
Police or his designee.

VII. RETURN TO DUTY
Upon return to duty, an employee is entitled to restoration to the former position or an
equivalent position. An employee, who has taken leave for self-care under this paragraph
3C, above, will be required to present a certification of fitness for duty from a health
care provider to commencement of work. Failure to provide the certification may cause
denial of reinstatement.
1. Employees who have missed any mandatory in-service training during while out of work
on family leave will be required to make-up the training prior to assuming his/her duties.

By Order of:

Thomas Mulligan
Chief of Police
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LINE OF DUTY DEATH OR SERIOUS INJURY
I.

PURPOSE
To establish procedures that will ensure the proper support and emotional care for an
officer's family following a line-of-duty death or serious injury.

II.

POLICY
It is the policy of the North Kingstown Police Department to provide liaison assistance to
the immediate survivors of any member who dies or is seriously injured in the line of duty.
This assistance will be provided whether the incident was unlawful or accidental
(automobile accident, hit by a passing vehicle during a traffic stop, training accident, etc.)
while the officer was performing a public safety related function, either on or off duty, and
while the officer was an active member of the department. The Chief of Police may institute
certain parts of this order for cases of an officer's natural death. The department will also
provide a clarification and comprehensive study of survivor benefits as well as other
tangible and intangible emotional support during this traumatic period of readjustment for
the surviving family. Funeral arrangements of the deceased officer are to be decided by the
FAMILY, with their wishes taking precedence over the department's.

III.

DISCUSSION
Coordination of events following the line-of-duty death of an officer is an extremely
important and complex responsibility. Professionalism and compassion must always be
exhibited as an obligation to the officer's survivors and to the law enforcement community.

In order to provide the best possible services and support for the officer's family, specific
tasks may be assigned to selected members of the department. Their titles are:
Notification Officer
Hospital Liaison Officer
Family Liaison Officer
Department Liaison Officer
Benefits Coordinator
An explanation of each of these responsibilities is contained in this Order. An officer may be
called upon to perform more than one role.

IV.

PROCEDURES & RESPONSIBILITIES
A. Notification
1. It shall be the responsibility of the Shift Supervisor to properly notify the next of kin
of an officer who has suffered severe injuries or died. The Shift Supervisor may
personally make the notification or designate a Notification Officer to inform the
survivors. As soon as possible, the supervisor shall notify the Chief of Police and
appropriate command staff members of the death or injury.
2. The name of the deceased officer MUST NEVER be released by any member of
the department before the immediate family is notified.
3. If there is knowledge of a medical problem with an immediate survivor, medical
personnel should be available at the residence to coincide with the death notification.
4. Notification MUST ALWAYS be made in person and never alone. The Chief of
Police or a representative, chaplain, close friend, or another survivor could
appropriately accompany the Notification Officer. However, if the persons are not
readily accessible, notification should not be delayed until these people can gather. If
there is an opportunity to get to the hospital prior to the demise of the officer, DON'T
wait for the delegation to gather. The family should learn of the death from the
department FIRST and not from the press or other sources.
5. NEVER make a death notification on the doorstep. Ask to be admitted to the house.
Inform family members slowly and clearly of the information that you have. If
specifics of the incident are known, the Notification Officer should relay as much
information as possible to the family. Be sure to use the officer's name during the
notification. If the officer has died, relay that information. Never give the family a
false sense of hope. Use words such as "died" and "dead" rather than "gone away" or
"passed away".
6. If the family requests to visit the hospital, they should be transported by police
vehicle. It is highly recommended that the family NOT drive themselves to the
hospital. If the family insists on driving, an officer should accompany them in the
family car.
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7. If young children are at home, the Notification Officer must arrange for baby-sitting
needs. This may involve coworkers' spouses, transportation of children to a relative’s
home, or a similar arrangement.
8. Prior to departing for the hospital, the Notification Officer should notify the hospital
staff and the Hospital Liaison (by telephone if possible) that a member(s) of the
family is en route.
9. The deceased or severely injured officer's parents should also be afforded the
courtesy of a personal notification if possible.
10. If immediate survivors live a significant distance beyond this departments’
jurisdiction, the Notification Officer will ensure that the Communications Division
notifies the appropriate jurisdiction and requests a PERSONAL notification.
Arrangements should be made to permit simultaneous telephone contact between the
survivors and the department.
11. The Chief of Police or a high-ranking representative should respond to the residence
or the hospital to meet with the family, as quickly as possible.
12. In the event of an on-duty death, the external monitoring of police/fire frequencies
may be extensive. Communications regarding notifications should be restricted to the
telephone whenever possible. If the media has somehow obtained the officer's name,
they should be advised to withhold the information, pending notification of next of
kin.
B. Assistance for Affected Officers
1. Officers who were on the scene or who arrived moments after an officer was
critically injured or killed should be relieved as quickly as possible.
2. Public Safety witnesses and other officers who may have been emotionally affected
by the serious injury or death of another officer will attend a Critical Incident
Debriefing.
C. Assisting the Family at the Hospital
1. The first officer, other than the Chief or representative, to arrive at the hospital
becomes the Hospital Liaison Officer. The Hospital Liaison Officer is responsible
for coordinating the activities of hospital personnel, the officer's family, officers, the
press and others. These responsibilities include:
a. Arrange with hospital personnel to provide an appropriate waiting facility for the
family, the Chief of Police, the Notification Officer, and only those others
requested by the immediate survivors.
b. Arrange a separate area for fellow officers and friends to assemble.
c. Establish a press staging area.
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d. Ensure that medical personnel relay pertinent information regarding an officer's
condition to the family on a timely basis and before such information is released
to others.
e. Notify the appropriate hospital personnel that all medical bills relating to the
injured or deceased officer be directed to the municipality or the department. The
family should not receive any of these bills at their residence. This may require
the Hospital Liaison Officer to re-contact the hospital during normal business
hours to ensure that proper billing takes place. The officer should notify the
insurance carrier of the incident.
f. Ensure that the family is updated regarding the incident and the officer's
condition upon their arrival at the hospital.
g. Arrange transportation for the family back to their residence.
2. If it is possible for the family to visit the injured officer before death, they should be
afforded that opportunity. A public safety official should "prepare" the family for
what they might see in the emergency room and should accompany the family into
the room for the visit if the family requests it. Medical personnel should advise the
family of visitation policies and, in the event of death, explain why an autopsy is
necessary.
3. The Notification Officer(s) should remain at the hospital while the family is present.
4. Do not be overly protective of the family. This includes the sharing of specific
information on how the officer met his demise, as well as allowing the family time
with the deceased officer.
D. Support of the Family During the Wake and Funeral
1. The Chief of Police, or a designee, will meet with the officer's family at their home
to determine their wishes regarding departmental participation in the preparation of
the funeral or services. All possible assistance will be rendered.
2. With the approval of the family, the Chief will assign a Family Liaison Officer. The
Chief will also designate a department Liaison Officer and a Benefits Coordinator.
E. Family Liaison Officer
1. The selection of a Family Liaison Officer is a critical assignment. An attempt should
be made to assign someone who enjoyed a close relationship with the officer and his
family.
2. This is not a decision-making position. This is a role of "facilitator" between the
family and the department.
3. Responsibilities of the Family Liaison Officer:
a. Ensure that the needs of the family come before the wishes of the department.
b. Assist the family with funeral arrangements and make them aware of what the
department can offer if they decide to have a public safety funeral. If they choose
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c.
d.

e.
f.

g.

the latter, brief the family on funeral procedure (i.e., 21-gun salute, presenting the
flag, playing of taps).
Apprise the family of information concerning the death and the continuing
investigation.
Provide as much assistance as possible, including overseeing travel and lodging
arrangements for out-of-town family members, arranging for food for the family,
meeting childcare and transportation needs, etc.
Be constantly available to the family.
Determine what public safety, church, fraternal and labor organizations will
provide in terms of financial assistance for out-of town family travel, food for
funeral attendees following the burial, etc.
Be accessible to the family always (i.e. cell phone etc.).

F. Department Liaison Officer
1. This position is normally assigned to a member of the Command Staff because of the
need to effectively coordinate resources throughout the department.
2. Department Liaison Officer Responsibilities:
a. Work closely with the Family Liaison Officer to ensure that the needs of the
family are fulfilled.
b. Handle the news media throughout the ordeal. If the family decides to accept an
interview, an officer should attend to "screen" questions presented to the family
so as not to jeopardize subsequent legal proceedings.
c. Meet with the following persons to coordinate funeral activities and establish an
itinerary:
(1) Chief of Police;
(2) Funeral Director;
(3) Family priest or minister;
(4) Cemetery Director; and
(5) Honor Guard.
d. Direct the funeral activities of the Department and visiting police departments
according to the wishes of the family.
e. Issue a teletype message to include the following:
(1)
(2)
(3)
(4)

Name of deceased;
Date and time of death;
Circumstances surrounding the death;
Funeral arrangements (state if service will be private or a public safety
funeral);
(5) Uniform to be worn;
(6) Expressions of sympathy in lieu of flowers; and
(7) Contact person and phone number for visiting departments to indicate their
desire to attend and to obtain further information.
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f. Obtain an American Flag. If the family wishes a flag presentation by the Chief,
notify the Chief's Office.
g. If the family desires a burial in uniform, select an officer to obtain a uniform and
all accouterments (except weapons) and deliver them to the funeral home.
h. Assign members for usher duty at the church.
i. Arrange for the delivery of the officer's personal belongings to the family.
j. Brief the Chief and staff concerning all funeral arrangements.
k. Ensure that the surviving parents are afforded recognition and that proper
placement is arranged for them during the funeral and procession.
l. Arrange for a stand-by doctor for the family, if necessary.
m. Coordinate traffic management, with other jurisdictions if necessary, during the
viewing, funeral and procession. Arrange for a tow truck to be available along
the procession route.
n. Assign an officer to remain at the family home during the viewing and funeral.
o. Maintain a roster of all departments sending personnel to the funeral, including:
(1) Name and address of responding agency;
(2) Name of the Chief Executive Officer;
(3) Number of officers responding;
(4) Number of officers attending the reception after the funeral;
(5) Number of vehicles.
p. Assist in making the necessary accommodations (food, lodging, etc.)
q. Acknowledge visiting and assisting departments.
r. Arrange for routine residence checks by the Patrol Division of the survivor's
home for 6-8 weeks following the funeral. This service is necessary since large
amounts of money are passing through the residence and the survivors will be
spending much time away from the home dealing with legal matters.
G. Benefits Coordinator
1. The Benefits Coordinator will gather information on ALL benefits/funeral payments
available to the family. The Benefits Coordinator has the department's full support to
fulfill this responsibility to the survivors and is completely responsible for filing the
appropriate benefit paperwork and following through with the family to ensure that
these benefits are being received.
2. The Benefits Coordinator is responsible for:
a. Filing Worker's Compensation claims and related paperwork.
b. Contacting the appropriate Municipal Offices without delay to ensure that the
beneficiary receives death and retirement benefits, the officers remaining
paychecks and payment for remaining annual and compensatory time.
c. Gathering information on all benefit/funeral payments that are available to the
family.
d. Setting up any special trust funds or educational funds.
e. Notifying police/fire organizations such as the Fraternal Order of Police, etc., of
the death and to ensure that any and all entitlements are paid to the
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beneficiary(s). These agencies may also offer legal and financial counseling to
the family at no cost.
f. Preparing a printout of the various benefits/funeral payments that are due to the
family, listing named beneficiaries, contacts at various benefits offices, and when
they can expect to receive payment.
g. Meeting with the surviving family a few days after the funeral to discuss the
benefits they will receive. A copy of the prepared printout and any other related
paperwork should be given to the family at this time.
(1) If there are surviving children from a former marriage, the guardian of those
children should also receive a printout of what benefits the children may be
receiving.
(2) Attention should be given to the revocation of health benefits. Most health
benefit providers allow a 30-day grace period before canceling or imposing
monthly payments upon survivors.
h. Meeting again with the family in about six months to make sure that they are
receiving benefits.
H. Continued Support for the Family
1. Members of the department must remain sensitive to the needs of the survivors long
after the officer's death. The grief process has no timetable and survivors may
develop a complicated grief process. More than half of the surviving spouses can be
expected to develop a post-traumatic stress reaction to the tragedy.
2. Survivors should continue to feel a part of the "public safety family". They should be
invited to department activities to ensure continued contact.
3. Members of the department are encouraged to keep in touch with the family. Close
friends, co-workers and officials should arrange with the family to visit the home
from time to time so long as the family expresses a desire to have these contacts
continue.
4. The Chief of Police should observe the officer’s death date with a short note to the
family and/or flowers on the grave.
5. Holidays may be especially difficult for the family, particularly if small children are
involved. Increased contact with the survivors and additional support is important at
these times.
6. The Family Liaison Officer acts as a long-term liaison with the surviving family who
ensures that close contact is maintained between the department and the survivors
and that their needs are met for as long as they feel the need for support.
7. If no court proceedings surround the circumstances of the officer's death, the Family
Liaison Officer will relay all details of the incident to the family at the earliest
opportunity.
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8. If criminal violations surround the death, the Family Liaison Officer will:
a.
b.
c.
d.

Inform the family of all new developments prior to press release;
Keep the family apprised of legal and parole proceedings;
Introduce the family to victim assistance specialists of the court;
Encourage the family to attend the trial, and accompany them whenever possible;
and
e. Arrange for investigators to meet with the family at the earliest opportunity
following the trial to answer all their questions.
By Order of:

Patrick Flanagan
Chief of Police
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LINE OF DUTY INJURY POLICY
I.

PURPOSE
The purpose of this policy is to ensure proper documentation, investigation and accountability
for all illnesses and injuries arising out of and in the course of employment.

II.

DEFINITION
A. Line of duty injury: Any injury received or sickness contracted in the performance of
duty, which is substantiated by a physician as defined in Title 5, Chapter 37 of the
General Laws of Rhode Island. ‘
B. Employee: Any sworn police officer of the Town of North Kingstown.

III.

POLICY
It is policy of the North Kingstown Police Department to provide a comprehensive disability
management program to assist employees who are recovering from a line of duty injury. The
purpose of this directive is to establish a consisted method of documenting, investigating and
handling of employee claims.

Any application of this policy shall be consistent with the provisions of the Federal Family
and Medical Leave Act of 1993 (29 U.S.C. § 2601 et seq.), the Rhode Island Parental and
Family Medical Leave Act (R.I.G.L. § 28-48-1 et seq.), R.I.G.L. 45-19-1, and R.I.G.L. 4521.2-9, 1956 as amended. This policy is adopted in conformity with the requirements of the
Collective Bargaining Agreement between the Local 473, IBPO and the Town of North
Kingstown, and pursuant to authority granted by the Town Charter and State Law.

IV.

PROCEDURES
A. Reporting Requirements
1. Employees shall advise their direct Supervisor immediately of a line of duty injury.
2. All line of duty injuries shall be reported, even if medical treatment is not sought.
3. Any employee contracting a sickness in the performance of duty shall complete an
“Employee Injury Report” as soon as possible after the illness in noted.
4. Any employee suffering a line of duty injury shall complete in its entirety an
“Employee Injury Report” before the end of the shift in which the injury occurred.
5. If an employee is unable for medical reasons to complete an “Employee Injury
Report” the report will be completed by the employee’s direct Supervisor, to the best
of his/her ability. This initial report will be supplemented by the injured employee as
soon as the employee is medically able to do so.
6. All “Employee Injury Report’s” shall be completed with sufficient facts and details
to convey an accurate representation of the events leading to the injury.
7. Employee Injury Reports will be signed and forwarded to an employee’s direct
Supervisor.
8. If medical treatment is sought for a line of duty injury a “Medical Release Form”
must be submitted with the “Employee Injury Report”.
9. If medical treatment is sought for a line of duty injury the employee must obtain and
submit to the Chief of Police a completed “Physician’s Report of an Employee
Injury.” This report must be submitted to the Chief within fifteen days of the date of
the injury or the time off will be treated as sick or unpaid leave, until and unless the
IOD claim is proved to the satisfaction of the Chief.
10. The “Physician’s Report of an Employee Injury” must be completed in detail by the
treating physician (the injured employee is responsible for facilitating completion of
the form).
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11. A new “Physician’s Report of an Employee Injury” must be completed each time an
employee is treated or re-examined.
12. The original of each “Physician’s Report of an Employee Injury” shall be mailed or
faxed by the health care provider, directly to the office of the Chief of Police.
(instructions for this are indicated on the form)
13. Any employee who witnesses a line of duty injury or the event that lead to the injury
must complete an “Employee Injury Witness Statement.” This form is to be signed
by the employee witness and forwarded to the employee witness’s direct Supervisor.
B. Employee Responsibilities
1. Any employee incurring a line of duty injury that required medical attention shall
promptly seek the appropriate medical treatment.
2. In all instances where an employee receives medical treatment the employee is
required to provide the health care provider with his/her medical insurance card. The
Town of North Kingstown will be responsible for payment of all ACCEPTED line of
duty injury costs which are not covered by insurance. The employee will be
responsible for payment for all other costs relating to injuries that are not accepted or
not approved as job related and which are not covered by insurance.
3. An employee returning to work after a line of duty injury shall present medical
documentation declaring his/her fitness for duty to the Chief of Police.
4. While on an injured on duty status, employees will refrain from engaging in any
activity or conduct which could possibly complicate or aggravate the employee’s
condition. All such conduct will be regulated by the treating physician’s orders.
5. Employees who are on injured on duty status who wish to leave their state for a
period of time in excess of twenty-four (24) hours must obtain a letter from their
treating physician approving of such travel and submit it to the Chief of Police in
advance. All such out of state time will be attributed to an employee’s vacation, or if
vacation has been exhausted, to leave without pay, unless the time out of state is part
of a Department assignment.
6. Employees who are on an injured on duty status are subject to medical examinations
by a physician, or physicians, selected by the Town of North Kingstown, at the
discretion of the Chief of Police.
7. Any employee who fails to report for such an examination will be considered not to
have provided sufficient proof of his/her status and will be removed from injured on
duty status and placed on appropriate status (e.g., AWOL, sick leave, leave without
pay). All such employees may be subject to discipline under the department’s rules
and regulations.
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8. Employees who are absent from work due to an injured on duty status are prohibited
from partaking in other work or employment without the prior approval of the Chief
of Police.
C. Supervisor Responsibilities
1. The direct Supervisor of the injured employee is responsible for conducting a
preliminary investigation into the circumstances surrounding the injury. This
investigation will include a thorough and detailed inquiry into the cause and
circumstances involving the injury and may include recommendations as to
corrective measure to reduce or avoid the risk of a reoccurrence.
2. The direct Supervisor will fill out the Supervisor section of the Employee Injury
Report and then submit the completed report, along with all required supplemental
reports and documents, through the chain of command to the office of the Chief of
Police.
3. Supervisors shall ensure that work performed by an employee who is on light duty is
consistent with restrictions placed upon that employee by the physician
recommending light duty.
D. Internal Affairs Officer Responsibilities
The Internal Affairs Officer will review and keep records on all line of duty injuries
and will conduct or cause to be conducted any follow up investigations.
E. Reoccurrence of Illness/ Injuries
Any reoccurrence of a line of duty illness of injury will require the same reporting
requirements as outlined in section IV (A) of this order.
F. Injured On Duty (IOD) Status
1. The final determination of whether an employee’s work status is accepted as injured
on duty IOD for payroll purposes rests with the office of the Chief of Police and the
Interlocal Trust.
2. An initial IOD entry on an employee’s time sheet, by a Supervisor, represents a
recommendation by the Supervisor for approval of an IOD status by the Chief of
Police- not actual approval or acceptance of that status by the department.
3. The Chief of Police reserves the right to change a decision, regarding an officer’s
work status, based upon new or revised information (medical or otherwise).
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G. Conflicting Medical Opinions
1. Should there occur a situation where an employee’s treating physician and a
physician selected by the Town disagree or have a difference of opinion with regard
to any matters pertaining to the fitness for duty of an employee, the correlation
between an illness/injury and a job related event, or any other medical matter related
to this policy, the two physicians will, within fourteen (14) days, mutually select a
third physician who will conduct an independent medical examination and make the
final and binding determination as to the issues.
2. Should the employee’s treating physician be unable to mutually agree upon a third
physician, then the matter will be referred to the affected employee’s health
insurance provider’s medical management nurse (assigned to that particular case) for
the selection of a third physician who will make the final and binding determination
as the issues.
H. Periodic Examination During Injured On Duty Status
The Chief of Police may require an employee on injured-on-duty status to submit to
an examination by a physician selected by the Town on a reasonable periodic basic,
at the expense of the Town. Alternatively, those employees who are on injured-onduty status may be asked to provide medical documentation of their condition and
fitness for duty on a reasonable periodic basis.
I. Application for Accidental Disability Pension
In an employee, as the result of an injury sustained while in the performance of duty,
sustains a physical or mental incapacitation for further service, the Chief may apply
on the employee’s behalf to the State Retirement Board, for an accidental disability
pension.
J. Retired Employees
1. Retired employees must submit written documentation from his/her attending
physician which addresses the nature and cause of the condition requiring treatment,
the correlation between that condition and the accepted injury, and any other relevant
factors which effect or impact upon the medical situation.
2. Retired employees who suffer from a reoccurrence of an accepted line of duty injury
must seek written approval from the Chief of Police prior to receiving any nonemergency or routine treatment.
3. If prior approval is not obtained, the officer is at risk that the Town will not pay for
medical treatment on the basis that he or she has not provided sufficient evidence that
the treatment is compensable under R.I.G.L. § 45-19-1.
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4. Retired employees are subject to a medical examination by a physician selected by the
Town of North Kingstown, at the discretion of the Chief of Police. Conflicting medical
opinions will be address as per Section “G” of this policy

By Order of:

Patrick Flanagan
Chief of Police
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