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I. PURPOSE

A. To outline Department policy concerning written directives.

B. To provide personnel with information about the Standard Operating Procedures (SOP) manuals maintained by various divisions throughout the Department, as well as the authority and application of SOP’s.

C. To inform all personnel of the process for establishing and modifying written directives.

II. GENERAL INFORMATION

A. Written directives include all written orders and policies issued by the Chief of Police, his designee, Division Commanders, and any  supervisor within the affected employee’s chain of command.  Written directives include General, Special, Directive, Information Orders and Standard Operating Procedures.

B. Additional directives may be included in FTO Manuals, as well as in special manuals such as those addressing city or county-wide disaster plans.

C. All Written Directives and amendments are reviewed by the Chief’s staff and the Chief of Police prior to being issued.

D. All sworn personnel will be issued, instructed in, and will be responsible for the content of every current written directive applicable to them prior to assuming the role of a sworn officer.

E. All written directives will be posted and made available, or distributed, prior to taking effect.  They may take effect immediately upon distribution.  Individual members are responsible to maintain a current knowledge of applicable directives.

III. CLASSIFICATION & AUTHORITY

A. General Orders.  General Orders apply throughout the Department.  They are issued for the purpose of establishing or revising Department policy, organization, and procedures, and to disseminate reference information of a permanent nature.  General Orders are issued by the Chief of Police.

B. Special Orders.  Special Orders are issued to announce policy or procedures with regards to a special circumstance or event which is of a temporary nature, or which has applicability to a specific segment or activity of the Helena Police Department.  Special Orders are issued by the Chief of Police or the Assistant Chief.  Some items which may be covered by Special Orders are:

1. Special procedures for limited duration.

2. Announcements of special security or enforcement needs.

3. Promotion, demotion, transfer, suspension, resignation or discharge announcements.

4. Assignment of new personnel.

5. Announcements of special events or circumstances.

C. Directive Orders.  Directive Orders are for the purpose of disseminating information or instructions which do not warrant a General Order or a Special Order.  Directives may also be used to explain or emphasize portions of previously issued orders or to inform members of actions or policies of other agencies.  Directive Orders may be issued by the Chief of Police, Assistant Chief or any Division Commander.

D. Information Orders.  Information Orders are issued to disseminate information that would be in the best interest of Helena Police Department personnel.  Any member may issue an Information Order with the approval of the Division Commander.

E. Standard Operating Procedures (SOP).  SOPs apply to all members of the Division for which they were written and are normally issued by the Division Commander.

IV. DEVIATION

A. Any deviation from a General, Directive, Special Order or SOP may result in disciplinary action.

B. Discipline may be verbal, training oriented or punitive in nature, as the Chief of Police deems appropriate.

V. NUMBERING

A. All General Orders and SOPs will be numbered using Volume and Chapter.  

B. Special, Directive and Information Orders will be numbered according to year and sequence.

1. A heading will be used to indicate the type of order with an appropriate number.

VI. FORMAT

A. General Orders and SOP’s will be issued in outline format.  Each order will have a heading which includes:

1. Title 

2. Subject

3. General Order or SOP number

4. The date issued

5. Effective date

6. The Order/SOP sections being rescinded by the new Order/SOP

7. A list of contents

B. Special, Directive and Information Orders will be issued in memorandum format

1. TO:

2. FROM:

3. DATE:

4. SUBJECT:

C. Outline format organizes information in terms of main points and sub-points.  The details of an outline are listed from general to specific.  Ideally, if subordinate sections are appropriate, there should be at least two sub-points.  

VII. AMENDING & RESCINDING DIRECTIVES

A. The authority to amend and rescind written directives is restricted to the issuing Commander and the Chief of Police.

B. General Orders are not self-rescinding.  They will undergo a review process annually or as otherwise needed.  General Orders are normally rescinded when replaced by another General Order, a change in department Standard Operating Procedures (SOP) or Department-wide directive.

C. Special, Directive and Information Orders issued by other levels of command, which are not self-rescinding or rescinded by another directive, will be rescinded automatically three years from their effective date, unless extended by another directive.  Directives that affect all Department personnel and are permanent in nature should be considered for incorporation into the General Orders.

D. Standard Operating Procedures manuals are not self-rescinding and are subject to modification by the Division Commander or the Chief of Police.  It is the responsibility of the Division Commander to ensure that all SOPs reflect current practice and are in keeping with Montana state law, federal statutes or city ordinances.

VIII. DISTRIBUTION

A. There will be a copy of all current General Orders and Standard Operating Procedures for each division of the Helena Police Department.

B. Each General, Special, Directive and Information Order  will be posted for review on the read and sign board.

C. All newly issued, revised or amended orders will be reviewed at each division’s roll call briefing.

IX. MAINTENANCE & RETENTION

A. General Orders

1. All General Orders will be maintained in a master file by a Commanding Officer appointed by the Chief of Police. 

2. All rescinded General Orders will be retained in a historical file maintained by a Commanding Officer appointed by the Chief of Police.

B. Special Orders

1. All Special Orders will be maintained in a master file by a Commanding Officer appointed by the Chief of Police.

2. All rescinded Special Orders will be retained in a historical file for one year following the date of issue.

C. Directive Orders

1. All Directive Orders will be maintained in a master file by a Commanding Officer appointed by the Chief of Police.

2. All rescinded Directive Orders will be retained in a historical file maintained by a Commanding Officer appointed by the Chief of Police.

D. Information Orders

1. All Information Orders will be maintained in a master file by a Commanding Officer appointed by the Chief of Police.

2. All rescinded Information Orders will be retained in a historical file for one year following the date of issue. 

E. Standard Operating Procedures

1. All Standard Operating Procedures will be maintained in a master file by a Commanding Officer appointed by the Chief of Police.

2. All rescinded Standard Operating Procedures will be retained in a historical file maintained by a Commanding Officer appointed by the Chief of Police.

F. Each division Commander will be responsible for keeping each division’s historical files current.
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