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I. Policy 
 

Law enforcement is a profession. An officer’s individual appearance measures part of 
his or her professionalism. Proper, professional appearance while wearing the police 
uniform is a matter of personal pride for all officers. It is indicative of esprit de corps and 
morale within the department. Officers have an individual responsibility for ensuring 
their appearance reflects the highest level of professionalism.  
 
 
Supervisors at all levels, have a responsibility for implementing and applying the 
standards contained in this directive to ensure the best interests of the department, 
including our shared traditions and customs. This directive prescribes the requirements 
and standards for personal appearance and grooming while serving as an officer with 
the City of Tom Bean.  

 
 

II. Authority 

 

A. Portions of this directive are punitive. Violation of the specific prohibitions and 
requirements of specific portions by police personnel may result in adverse corrective 
action up to and including separation.  

 

III. Personal Appearance 

 
A. Officers will present a professional image at all times and will continue to set the 

example in police presence, both on and off duty.  

 

B. A vital ingredient of the Department’s strength and law enforcement effectiveness 
is the pride and self-discipline that Tom Bean Officers bring to their service 
through a conservative police image. It is the responsibility of supervisors to 
ensure that personnel under their supervision present a neat and professional 
appearance. Therefore, in the absence of specific procedures or guidelines, 
supervisors must determine an Officer’s compliance with standards in this 
directive.  



 
C. The directive for standards of personal appearance and grooming are as specific 

as is practicable in order to establish the parameters with which all personnel 
must comply.  

 

D. Any officer who, in the determination of the Chief of Police or any supervisor or 
coordinator, is not meeting an appropriate standard of grooming or personal 
hygiene may be immediately relieved of duty at the direction and discretion of 
same. 

 
IV. Hair 

 
A. This section is punitive with regard to sworn personnel. Violations may result in 

adverse corrective action. 

 

B. The requirement for hair grooming standards is necessary to maintain uniformity 
within the department. Many hairstyles are acceptable, as long as they are neat 
and conservative in appearance. It is the responsibility of supervisors and 
coordinators at all levels to exercise good judgment when enforcing department 
policy. All personnel will comply with hair, fingernail, and grooming policies while 
in any police uniform, or in civilian clothes on duty. 

C. The Chief of Police and / or department supervisors will judge the 
appropriateness of a particular hairstyle by the appearance of headgear when 
worn. 

 
1. Hairstyles (including bulk and length of hair) that do not allow officers to 

wear the headgear properly, or that interfere with the proper wear of other 
protective equipment, are prohibited.  

 
2. All headgear will fit snugly and comfortably, without bulging or distortion 

from the intended shape of the headgear and without excessive gaps. 

 
3. Extreme, eccentric, or faddish haircuts or hairstyles are not authorized.  

 
4. If an officer is inclined to use dyes, tints, or bleaches, they must select a 

natural hair color.  

 
 
 
 

5. Colors that detract from a professional law enforcement appearance are 
prohibited. Therefore, Officers must avoid using colors that result in an 



 
extreme appearance. Applied hair colors that are prohibited include, but 
are not limited to, purple, blue, pink, green, orange, bright (fire-engine) 
red, and fluorescent or neon colors.  

 
D. Male haircuts / styles 

 
1. The hair on top of the head must be neatly groomed. 

 

2. The length and bulk of the hair may not be excessive or present a ragged, 
unkempt, or extreme appearance.  

 

3. The hair must present a tapered appearance. A tapered appearance is 
one where the outline of the officer’s hair conforms to the shape of the 
head, curving inward to the natural termination point at the base of the 
neck. When the hair is combed, it will not fall over the ears or eyebrows, or 
touch the collar, except for the closely cut hair at the back of the neck. The 
block-cut fullness in the back is permitted to a moderate degree, as long 
as the tapered look is maintained. 

 
 

 
 

 
4. Males are not authorized to wear braids, cornrows, or dreadlocks 

(unkempt, twisted, matted, individual parts of hair) while in uniform, or in 
civilian clothes on duty. 

 

5. All personnel are prohibited from cutting designs into their hair or scalp. 

 



 
6. Haircuts with a single, untapered patch of hair on the top of the head (not 

consistent with natural hair loss) are considered eccentric and are not 
authorized. Examples include, but are not limited to, when the head is 
shaved around a strip of hair down the center of the head (mohawk), 
around a u-shaped hair area (horseshoe), or around a patch of hair on the 
front top of the head (tear drop). 

 

7. Hair that is completely shaved or trimmed closely to the scalp is 
authorized by this policy. 

 

8. Males are prohibited from wearing wigs or hairpieces while in uniform, or 
in civilian clothes on duty, except to cover natural baldness or physical 
disfiguration caused by accident or medical procedure. When worn, wigs 
or hairpieces will conform to the standard haircut criteria, as stated within 
this regulation. 

 

E. Sideburns 

1. Sideburns are hair grown in front of the ear and below the point 
where the top portion of the ear attaches to the head.  

 

2. Sideburns will not extend below the bottom of the opening of the 
ear. 

 

3. Sideburns will not be styled to taper, flair, or come to a point. 

 

4. The length of an individual hair of the sideburn will not exceed 1/8 
inch when fully extended. 

 

 

 

 

 

 
F. Facial Hair 



 
 

1. Males generally shall keep their face clean-shaven when in 
uniform, or in civilian clothes on duty. 

 

2. Mustaches are permitted. If worn, males will keep mustaches neatly 
trimmed, tapered, and tidy. 

 

3. Mustaches will not present a chopped off or bushy appearance, 
and no portion of the mustache will cover the upper lip line, extend 
sideways beyond a vertical line drawn upward from the corners of 
the mouth, or extend above a parallel line at the lowest portion of 
the nose. 

 

4. Mustaches must be trimmed and shall not be allowed to grow or 
hang below the corner of the mouth nor shall they be in any way 
twisted or curled at the ends. 

 

5. Handlebar, horseshoe, walrus, cowboy, toothbrush, imperial, fu 
manchu, and wild west style mustaches are among many of the 
types prohibited by policy. Scruff / stubble, goatee, van dyke, verdi, 
anchor, balbo, soul patch, and full face / complete beards in their 
varying styles are among those prohibited as well. 

 

6. If an officer desires to have facial hair beyond a simple mustache, 
the following shall apply: The “circle beard” shall be the only 
authorized style / type of beard permissible under policy (see 
Figure 1). The beard shall be kept neat, and clean at all times. If 
colored, it must be colored using the officer’s natural hair color 
(brown, black, auburn, etc.).  

 

 

 

 

7. The hair of the beard should not be permitted to grow beyond six 
sixteenths (6/16”) of an inch in length, no wider than the outer edge 
of the iris in the left and right eyes and should not extend downward 



 
beyond the inner apex of the mandibular arch on the underside of 
the chin. Mustaches and/or beards should not present a chopped 
off or bushy appearance. 

 
             Authorized Beard              Unauthorized Beard 
 

                
 

                   Figure 1           Figure 2 

 
8. If an appropriate medical authority authorizes beard growth beyond 

that which is otherwise authorized, the maximum length authorized 
for medical treatment must be specific. For example, “The length of 
the beard cannot exceed 1/4 inch”, etc.  

 
G. Female haircuts / styles 

 
1. Female haircuts / styles may not be eccentric or faddish and will 

present a conservative, professional appearance. 

 

2. For the purpose of this directive, female hairstyles are organized 
into three basic categories: short length, medium length, and long 
length hair. 

 
a. Short length. Short hair is defined as hair length that extends 

no more than 1 inch from the scalp (excluding bangs). Hair 
may be no shorter than 1/4 inch from the scalp (unless due 
to medical condition or injury) but may be evenly tapered to 
the scalp within 2 inches of the hair line edges. Bangs, if 
worn, may not fall below the eyebrows, may not interfere 
with the wear of all headgear, must lie neatly against the 
head, and not be visible underneath the front of the 
headgear. The width of the bangs may extend to the hairline 
at the temple. 

b. Medium length. Medium hair is defined as hair length that 
does not extend beyond the lower edge of the collar (in all 
uniforms) and extends more than 1 inch from the scalp. 



 
Medium hair may fall naturally in uniform and is not required 
to be secured. When worn loose, graduated hair styles are 
acceptable, but the length, as measured from the end of the 
total hair length to the base of the collar, may not exceed 1-
inch difference in length, from the front to the back. Layered 
hairstyles are also authorized, so long as each hair’s length, 
as measured from the scalp to the hair’s end, is generally 
the same length giving a tapered appearance. The 
regulations for the wear of bangs detailed in paragraph (a), 
above, apply. No portion of the bulk of the hair, as measured 
from the scalp, will exceed 2 inches. 

 

c. Long length. Long hair is defined as hair length that extends 
beyond the lower edge of the collar. Long hair will be neatly 
and inconspicuously fastened or pinned, except that bangs 
may be worn. The regulations for the wear of bangs detailed 
in paragraph (a), apply. No portion of the bulk of the hair, as 
measured from the scalp, will exceed 2 inches (except a 
bun, which may extend a maximum of 3 inches from the 
scalp) and be no wider than the width of the head.  

 
 

d. Additional hairstyle guidelines. Faddish and exaggerated 
styles, to include shaved portions of the scalp other than the 
neckline, designs cut in the hair, unsecured ponytails (except 
during training), and unbalanced or lopsided hairstyles are 
prohibited. Hair will be styled so as not to interfere with the 
proper wear of all uniform headgear. 



 

 
 

3. All headgear will fit snugly and comfortably around the largest part 
of the head without bulging or distortion from the intended shape of 
the headgear and without excessive gaps. When headgear is worn, 
hair should not protrude at distinct angles from under the edges. 
Hairstyles that do not allow the headgear to be worn in this manner 
are prohibited. 

 

4. Examples of hairstyles considered to be faddish or exaggerated 
and thus not authorized for wear while in uniform, or in civilian 
clothes on duty, include, but are not limited to, locks and twists (not 
including French rolls/ twists or corn rows); hair sculpting (eccentric 
directional flow, twists, texture, or spiking); buns or braids with 
loose hair extending at the end; multiple braids not braided in a 
straight line; hair styles with severe angles; and loose unsecured 
hair (not to include bangs) when medium and long hair are worn up. 

 
 

H. Hair devices 



 
 

1. Hair devices are authorized only for the purpose of securing the 
hair. Officers will not place hair holding devices in the hair for 
decorative purposes. 

 

2. All hair devices must be plain and of a color as close to the Officer’s 
hair as is possible or clear. 

 

3. Authorized devices include, but are not limited to, small plain 
scrunchies (elastic hair bands covered with material), barrettes, 
combs, pins, clips, rubber bands, and hair/head bands. Such 
devices should conform to the natural shape of the head.  

 

4. Devices that are conspicuous, excessive, or decorative are 
prohibited. Some examples of prohibited devices include, but are 
not limited to: large, lacy scrunchies; beads, bows, or claw or 
alligator clips; clips, pins, or barrettes with butterflies, flowers, 
sparkles, gems, or scalloped edges; and bows made from 
hairpieces.  

 

5. Officers may not wear hairnets unless they are required for health 
or safety reasons. No other type of hair covering is authorized in 
lieu of the hairnet.  

 
I. Additional Regulations 

 
1. Braids: Medium and long hair may be braided. Multiple braiding 

(defined as more than two braids) is authorized. When worn, 
multiple braids will be of uniform dimension, small in diameter 
(approximately 1⁄4 inch), show no more than 1/8 of an inch of scalp 
between the braids and must be tightly interwoven to present a 
neat, professional, well-groomed appearance. 

 

2. Foreign material: (for example, beads and decorative items) will not 
be braided into the hair. Braids must continue to the end of the hair 
in one direction, in a straight line, and can be worn loose per 
medium hair length guidelines or secured to the head in the same 
manner as described for medium or long length hair styles. Ends 
will be secured only with inconspicuous rubber bands. If multiple 
braids are worn, they must encompass the whole head. When 



 
braids are not worn loosely and braided close to the scalp, the 
braids must start at the front of the head. 

 

3. Twists: Twists are defined as twisting two distinct strands of hair 
around one another to create a twisted ropelike appearance. 
Although some twists may be temporary, and can be easily 
untwisted, they are unauthorized (except for French twists). This 
includes twists formed against the scalp or worn in a free-hanging 
style. 

 

4. Dreadlocks: Dreadlocks are defined as any matted, twisted, or 
locked coils or ropes of hair (or extensions). Any style of dreadlock 
(against the scalp or free-hanging) is not authorized. Braids or 
cornrows that are unkempt or matted are considered dreadlocks 
and are not authorized. 

 

5. Cornrows: Cornrows are defined as hair rolled (not twisted using 
two strands) or braided closely to the scalp producing a continuous, 
raised row of hair. When worn, cornrows must be of uniform 
dimension, small in diameter (approximately 1⁄4 inch), show no 
more than 1/8 inch of scalp between the cornrows and must be 
tightly rolled or braided to present a neat, professional, well-
groomed appearance. Cornrows must start at the front of the head 
and continue in one direction in a straight line and end at a 
consistent location of the head. Only one cornrow style (braided or 
rolled) may be worn at one time. 

 

6. Hair extensions: Hair extensions are authorized. Extensions must 
have the same general appearance as the individual’s natural hair 
and otherwise conform to this regulation. 

 

7. Wigs: Wigs, if worn in uniform, must look natural and conform to 
this regulation. 

 
 

 

 

 
V. Grooming Standards 



 
 

A. Cleanliness & Personal Hygiene  

 

1. Uniformed personnel are required to report for duty in clean, 
serviceable uniforms and shall maintain a neat, well-groomed, 
conservative appearance in accordance with contemporary standards and 
Departmental guidelines. 

 

2. Because of close interaction with the public, personal hygiene is 
important.  Poor hygiene is easily noticed and reflects negatively upon the 
officer and the department.   

 

3. Bad breath and body odors are extremely offensive and repulsive.  All 
officers shall maintain good hygiene including clean teeth, body, 
fingernails and hair. Sworn personnel are required to comply with 
departmental appearance standards while in any uniform on duty. 

 

4. In contrast to foul body odors, excessive use of colognes, aftershaves, 
body sprays, deodorants and perfumes can also be offensive to others. 
Though the use of such things is not prohibited, officers should bear this in 
mind, and apply such things sparingly. 

 

B. Fingernails 

 
1. All personnel will keep fingernails clean and neatly trimmed. 

 

2. Males will keep nails trimmed so as not to extend beyond the fingertip 
unless medically required and are not authorized to wear nail polish. 

 

3. Females will not exceed a nail length of 1⁄4 inch, as measured from the tip 
of the finger. 

 

4. Females may be required to trim nails shorter if the Chief of Police 
determines that the longer length detracts from the department image, 
presents a safety concern, or interferes with the performance of normal 
and expected duties. 



 
1. Department personnel must not apply designs to nails nor 

apply two-tone or multi-tone colors to nails. 

 

2. Department personnel will not wear shades of nail color that 
distinctly contrast with their complexion, or that detract from 
the uniform, or that are considered extreme in color such as 
purple, gold, blue, black, white, bright (fire-engine) red, 
khaki, camouflage colors, and fluorescent colors. 

 
VI. Jewelry  

 
1. Uniformed employees may wear a wristwatch and/or 

identification bracelet so long as neither is large or bulky.  

 

2. Only one ring per hand is permitted.  A wedding set is 
considered as one ring.   

 

3. Jewelry worn around the neck shall not be visible. Any 
necklace or chain, even though not visible, should not pose 
an employee safety risk.  

 

4. Male officers are not permitted to wear earrings or facial 
piercings of any type. 

 

5. Female officers with pierced ears may wear basic studs only, 
no other types of earrings, or other visible piercings 
(eyebrows, lips, tongue, etc.) are permissible. 

 

6. Jewelry which is oversized, or features profanity, gawdy, 
offensive, or controversial words or imagery is strictly 
prohibited under this policy.  

 

 



 
7. The Chief may, at his / her discretion, require any identified 

item of jewelry to be removed and restricted from wear by 
any Employee. 

 
VII. Make-up & Other Cosmetics 

 
 

a. Males are prohibited from wearing any type of cosmetics. 

 

b. The use of make-up by sworn female employees, whether in 
uniform or plain clothes, shall be conservatively applied, 
complement the uniform and shall be consistent with their 
natural complexion.  This does not imply a plain look but is 
meant to eliminate gaudiness. 

 

c. Eccentric, exaggerated or extreme cosmetic styles and 
colors, to include makeup designed to cover tattoos, are 
inappropriate with the uniform and are prohibited. 

 

d. Permanent makeup, such as eyebrow or eyeliner, is 
authorized as long as the makeup conforms to the standards 
outlined above. 

 

e. Females will not wear shades of lipstick that distinctly 
contrast with their complexion, or that detract from the 
uniform, or that are considered extreme in color such as 
purple, gold, blue, black, white, bright (fire-engine) red, 
khaki, camouflage colors, and fluorescent colors. 

 

 

 

 

 

 

 



 
VIII. Tattoos, Branding, and Bodily Mutilation  

 
1. This section is punitive with regard to sworn personnel. 

Violation by any sworn officer may result in adverse 
corrective action and/or separation. 

 

2. Tattoos and brands are permanent markings that are difficult 
to reverse (in terms of financial cost, discomfort, and 
effectiveness of removal techniques). Before obtaining either 
a tattoo or a brand, officers should consider consultation with 
the Chief of Police to ensure that they understand the 
department tattoo and brand policy. The words tattoo and 
brand are interchangeable in regards to this policy. 

 

3. The following types of tattoos or brands are prejudicial to 
good order and discipline and are, therefore, prohibited 
anywhere on an officer’s body: 

 
a. Extremist. Extremist (International or Domestic) 

tattoos or brands are those affiliated with, depicting, 
or symbolizing extremist philosophies, organizations, 
or activities. Extremist philosophies, organizations, 
and activities are those which advocate terrorism, 
communism, national socialism, racial, gender 
related, or ethnic hatred or intolerance; advocate, 
create, or engage in illegal discrimination based on 
race, color, gender, ethnicity, religion, or national 
origin; or advocate violence or other unlawful means 
of depriving individual rights under the U.S. 
Constitution, and Federal or State law. 

 

b. Indecent. Indecent tattoos or brands are those that 
are grossly offensive to modesty, decency, propriety, 
or professionalism. 

 
 

c. Sexist. Sexist tattoos or brands are those that 
advocate a philosophy that degrades or demeans a 
person based on gender. 



 
d. Racist. Racist tattoos or brands are those that 

advocate a philosophy that degrades or demeans a 
person based on race, ethnicity, or national origin. 

 

4. Tattoos or brands, regardless of subject matter, are 
prohibited on certain areas of the body as follows: 

 

a. Sworn personnel are prohibited from having tattoos or 
brands on the head, face (except for permanent 
makeup), neck (anything above the t-shirt neck line to 
include on/inside the eyelids, mouth, and ears), 
wrists, hands, or fingers. Applicants for employment 
must be compliant with this policy at time of 
application for continued consideration. 

 

b. Sworn personnel may have no more than four visible 
tattoos below the elbow (to the wrist bone) or below 
the knee. The tattoos in these areas must be smaller 
than the size of the wearer’s hand with fingers 
extended and joined with the thumb touching the base 
of the index finger. The total count of all tattoos in 
these areas may not exceed a total of four. 

 

c. A single tattoo is defined as one or multiple tattoos 
spaced apart that can still be covered by a circle with 
a diameter of five inches. Tattoos spaced apart that 
cannot be covered by a circle with a diameter of five 
inches are considered separate tattoos. 

 

d. A band tattoo is a tattoo that fully encircles the 
circumference of the body part. Band tattoos may be 
no more than two inches in width. Each band tattoo 
counts as one authorized tattoo. Sworn personnel 
may have a total of one visible band tattoo on the 
body. The band tattoo may either be below one elbow 
(above the wrist bone) or below one knee. 

 

 

e. A sleeve tattoo is a tattoo that is a very large tattoo or 
a collection of smaller tattoos that covers or almost 



 
covers a person’s arm or leg. Sleeve tattoos are not 
authorized below the elbow or below the knee. 

 

f. Officers may not cover tattoos or brands with 
bandages or make up in order to comply with the 
tattoo policy. 

 

5. To protect officers with previously authorized (now 
grandfathered) tattoos, officers must self-identify to the Chief 
of Police current tattoos or brands with locations and 
descriptions. This only includes tattoos above the neckline, 
below the elbows, or below the knees. 

 

6. The Chief of Police will document each tattoo/brand in an 
official memorandum (with a picture of each tattoo/brand 
appended as a separate enclosure to the memorandum) and 
ensure the memorandum and enclosures are placed in the 
officer’s personnel file. The memorandum and enclosures 
remain in the personnel file as long as the officer continues 
serving in an active or reserve status.  

 

7. The memorandum and enclosures will serve as an initial 
documentation of compliance with this policy and may be 
used by the officer or the Chief of Police to prove or disprove 
alleged violations of this policy.  

 

8. The memorandum and enclosures will not be reviewed by 
promotion boards. The Chief of Police will perform an annual 
check for new tattoos or brands above the neckline, below 
the elbows, or below the knees. If any new unauthorized 
tattoos are found, the officer shall face adverse corrective 
action up to and including separation.  

 

9. In addition to the tattoo and brand validation above, the 
Chief of Police will also conduct a simultaneous check for 
extremist, indecent, sexist, and racist tattoos. If such tattoos 
exist, the officer shall be immediately placed on moratorium 
with compensation pending separation.  

10. Applicants exceeding the limit of four tattoos listed above are 
prohibited from appointment. 



 
 

11. Supervisors and will ensure that officers understand this 
policy and comply with the requirement to document their 
tattoos. If an officer has any tattoo or brand that is prohibited 
under this policy, has any tattoo or brand that is not 
grandfathered because it was not previously authorized such 
as a tattoo or brand on the face or head, or acquires any 
new tattoo or brand in violation of this policy the Chief of 
Police will: 

 

a. Counsel the officer in writing. The counseling 
form will state that the officer is not in 
compliance and will expressly articulate how 
the tattoo or brand violates the specific 
prohibition in the policy (for example, the tattoo 
is considered to be extremist because it is a 
known symbol for a specific hate group; or the 
new tattoo is in a prohibited location). 

 

b. Place the offending officer on moratorium with 
pay for no longer than a period of seven (7) 
calendar days so that the officer may seek 
medical and/or legal advice, fully consider all 
available options, and respond to the 
counseling, in writing, by informing the Chief of 
Police that: 

• he/she has elected to appeal the finding 
that the tattoo or brand is in violation of 
policy,  

• he/she has elected to pursue a medical 
procedure(s) to have the tattoo or brand 
removed, or  

• he/she has elected not have the tattoo 
or brand removed. 

 

 

12. Failure to respond in writing within the specified period will 
be considered as non-compliance and thusly be deemed as 
willful insubordination.  

 



 
13. If the offending officer elects to appeal the finding that the 

tattoo or brand is in violation of policy, the Chief of Police will 
forward the matter to the Mayor via memorandum. The 
Mayor shall then see to it that the matter is placed on the 
Tom Bean City Council agenda (executive session) on the 
nearest available date. 

 

14. City Council shall review the case, all supporting evidence 
and information in executive session, and may call the 
offending officer, supervisor, coordinator and / or the Chief of 
Police to provide additional testimony.  

 

15. Council members shall only deliberate on the following: 

• Whether or not the offending officer’s 
tattoo meets the criteria to be deemed a 
prohibited tattoo as outlined in 3., a-d 

• Whether or not the offending officer’s 
tattoo violates any provision of 4., a-e 

 

16. Council members upon reviewing all evidence, information, 
and testimony shall make a vocal “yea” or “nay” vote as to 
whether or not to uphold the Chief’s ruling on the officer’s 
policy violation. 

 

17. In order to overturn the Chief’s ruling, the council vote must 
be unanimous with no abstentions.  

 

18. If the ruling is overturned by council, the Chief of Police shall 
prepare a memorandum detailing such action by the council, 
and this shall be placed along with the original counselling 
document and all supporting documents in the officer’s 
personnel file. The council ruling is final, no further appeals 
may follow.  

19. If the offending officer elects to have the tattoo or brand 
removed, the Chief of Police will work with the officer on a 
plan / timetable for scheduling the medical procedure(s). 
Offending officers will receive a reasonable amount of time 
(30 days or less) to schedule the necessary medical 
procedure(s) and arrange payment for such procedure(s).  



 
 

20. The City of Tom Bean, and the Tom Bean Police 
Department will not be held responsible for any expenses 
incurred by the offending officer in the removal process.  

 

21. If the offending officer declines to have the tattoo or brand 
removed, the Chief of Police will formally censure the officer 
in writing.  

a. The censure will state that the officer’s refusal to 
remove extremist, indecent, sexist, or racist tattoos or 
brands anywhere on the body, or refusal to remove 
any unauthorized tattoo or brand that was not 
grandfathered in accordance with this policy 
constitutes a violation of a lawful order, official 
department policy and is considered to be willful, 
intentional insubordination.  

 

b. A copy of the censure shall then be placed into the 
offending officer’s personnel file. Upon completion, 
the Chief of Police shall place the insubordinate 
officer on moratorium without compensation pending 
separation from employment.  

 
 

B. Body Piercing 

 
A. Officers are prohibited from willful mutilation of the body or any bod 
parts in any manner. Examples include, but are not limited to, tongue 
bifurcation (splitting of the tongue) or ear gauging (enlarged holes in the 
lobe of the ear, which are greater than 1.6mm). 

 

 

B. Body piercing of the face, head, tongue and / or mouth not only detracts 
from a professional appearance, but also poses a serious risk and 
potential for injury in a confrontational situation and shall not be worn by 
any member of the Department when representing the Department. 

 

C. Any other body piercing, which is not concealed by the authorized 
uniform or plainclothes, is prohibited for wear by any personnel when 
representing the Department. 



 
 

D. Attaching, affixing or displaying objects, articles, jewelry, or 
ornamentation to, through, or under their skin, tongue, or any other body 
part is prohibited (this includes earrings for male officers). This shall apply 
to all officers on or off duty. The only exception is for female officers, who 
may wear earrings authorized by policy. (The term “skin” is not confined to 
external skin but includes the tongue, lips, inside the mouth, and other 
surfaces of the body not readily visible.) 

 
IX. Personal Bearing & Demeanor 

A. General Regulations 

 
1. All personnel are expected to carry, manage, present, and conduct 

themselves with the utmost care and concern for the image of the Tom 
Bean Police Department.  

 
2. While wearing the uniform, officers shall maintain a military bearing, 

avoiding mannerisms such as slouching, shuffling or keeping hands in the 
pockets. 

 
3. While in uniform and in full view of the public, officers are expected to 

refrain from any of the following behaviors / actions / activities which tend 
to demonstrate a lack of self-discipline and have the potential to negatively 
affect the public image of the department: 

 
• Spitting 

• Belching 

• Flatulating 

• Digging in, manipulating, rubbing or scratching the genitals or anus 

• Biting or chewing on fingernails or cuticles 

• Being obnoxiously loud (either by utterance or electronic device) 

• Speaking while chewing food 

• Smacking while chewing gum or eating food 

• Picking the nose 

• Picking at a scabbed injury or acne 

• Digging in the ears 

• Picking at the teeth or digging inside the mouth with fingers 



 
• Failing to cover the mouth and / or nose when coughing or 

sneezing 

• Use of obscene or offensive hand gestures 

• Displays of romantic affection (tongue kissing, touching the anus or 
crotch areas, etc.) towards a spouse, partner or significant other 

• Use of tobacco or simulated (vaping, etc.) products of any kind 



 

Tom Bean Police Department 
 

Administrative Directive 
 
Number: 102.008 Effective Date: ??/??/???? 
Subject: Line-of-Duty Death or Serious Injury Revision Date: N/A 
Affected Personnel: All Personnel Amends/Supersedes: N/A 
Reference: N/A 
 
I. Policy 
 

In the event an officer is seriously injured, killed, or dies in the line-of-duty, whether 
feloniously or accidentally, while an active member of this agency, this Department shall 
provide liaison assistance to the immediate survivors.  This support assistance includes 
the clarification and comprehensive study of survivor benefits and the tangible and 
intangible emotional support during this traumatic period of grieving and adjustment of 
the surviving family.  This directive provides procedures for informing families of officers 
who are killed or seriously injured in the line-of-duty and the supporting of their family 
during and after the funeral. 

 
II. Notification 
 

A. Departmental notification 
 

1. In the event of the death or a seriously injured officer, the officer or 
supervisor first made aware of the death or seriously injured officer shall 
immediately notify the Chief of Police.   

 
a) The officer or supervisor should apprise the Chief of Police with as 

many facts of the incident as possible, and the location of the 
deceased or seriously injured officer. 

 
b) At no time should this notification be allowed to stall or be 

prevented for any reason. 
 

c) It is imperative that these notifications not be made via radio unless 
absolutely unavoidable.  If that is the case, the notification should 
only be that there has been a death or a serious injury with no 
names broadcast. 

 
d) Other Department members may be notified when time allows. 

 
B. Family notification 

 
1. This is the most critical area in helping to mitigate rather than escalate the 

trauma of the event. 
 

2. Unless otherwise directed, the Chief of Police or the Patrol Sergeant shall 
notify survivors in person, in a timely, compassionate manner. 

 



 
3. The Chief of Police or Patrol Sergeant may be accompanied by a team to 

support and assist with the notification.  The team may consist of a close 
friend of the family, officer, clergy, and/or other support members. 

 
4. It is imperative that this delegation is assembled as soon as possible to 

respond to the appropriate location to make the notification.  It is far better 
to make a timely notification with a partial team, than a late notification 
with the whole team. 

 
5. Additionally, some members may need to be sent to additional relatives’ 

locations for notification.  The team should not wait for the entire family to 
gather together.  The notification should be started immediately. 

 
6. If the family members are located out-of-town, it may be necessary to 

request the assistance of another agency.  When doing this, the requested 
agency should be provided with as much information about the incident as 
possible.   

 
7. The notification team should also assist with childcare, if needed, and 

when appropriate, alternative housing.  The team should also be prepared 
to furnish transportation if and when needed. 

 
8. If there is knowledge of a medical problem with an immediate survivor, 

medical personnel shall be dispatched to standby. 
 

9. At the proper time, the family should be made aware of support groups 
such as COPS (Concerns of Police Survivors) and other groups. 

 
C. Benefit coordinator  

 
1. An additional member of the support team, who is critical but need not 

make the notification appearance, is a benefit coordinator.  This person 
should be familiar with benefits and who to contact to assist the family in 
obtaining their benefits.  This member may also be assigned to the family 
to field additional questions, make additional notifications, coordinate the 
family’s funeral wishes, etc. 

 
III. Hospital Duties 
 

A. An officer should be assigned as a press officer.  This officer duty includes not 
only managing the press and release of information, but also shielding the family 
from the press. 

 
B. The ranking officer at the hospital should meet with hospital staff to arrange 

appropriate reception and waiting facilities for family members.  If the officer has 
not yet passed away, and if it is at all possible, the family should be allowed to 
visit the officer prior to death.  It is their right and also psychologically beneficial.  
Additionally, if the officer dies, whether at the scene or at the hospital, the 
immediate family should be allowed to view the deceased if they so request. 

 
 



 
 

C. Departmental transportation to the hospital should be provided to family 
members.  While it is highly recommended that family not drive themselves, they 
may desire to have their vehicle available.  In that case, provide a driver for them 
in their vehicle.  If transporting in a police vehicle, try not to have radio traffic 
audible to family.  Transportation officer(s) should always notify a police 
supervisor at the hospital prior to transport. 

 
D. The ranking officer at the hospital should update the family on the status of the 

officer and entire incident as soon as they arrive at the hospital.   
 

E. An officer should be assigned, as a liaison officer and should remain with the 
family the entire time at the hospital to arrange whatever assistance they may 
need. 

 
F. The Department shall ensure that all medical bills are sent to the Department or 

City Secretary, and not to the family. 
 

G. Decisions should not be made for the family.  Provide information and support 
that will allow them to make the necessary decisions. 

 
IV. The Funeral 
 

A. The emotional nature of a funeral service, particularly one associated with the 
death of a law enforcement officer killed in the line of duty, demands the utmost 
compassion and sensitivity on behalf of department personnel.  The welfare of 
the bereaved family is of primary concern.  While the Department is interested in 
assisting the family during this difficult period and can provide many helpful 
services, we must recognize the private and very personal nature of a funeral 
service.  It is, therefore, important that in our desire to help, we do not willingly 
impose our services on the family. 

 
B. Pre-Funeral Arrangements 

 
1. Depending on whether the deceased was an active or retired sworn officer 

of the Department, and whether the demise was an off-duty or on-duty 
death, the benefit coordinator should be responsible, prior to the officer’s 
funeral, for the following: 

 
a) To assist with the victim officer’s funeral arrangements when so 

requested by the family; 
 

b) Know all information concerning the death and the continuing 
investigation to enable answering family questions; 

 
c) Oversee arrangements for travel and lodging for out-of-town 

members of the victim officer’s family who will be attending the 
funeral; 

 



 
d) Offer the family a uniformed honor guard service, a conventional 

service, or, if the deceased has served in the active military, a full 
military service; 

 
e) Secure flags, through the funeral home, in order to present flags to 

a spouse and parents at the service.  It is important that the parents 
receive a flag, as well as, the victim’s immediate survivor; 

 
f) See that the family is briefed on the funeral procedure (i.e. gun 

salute, presenting the flag, playing of taps, etc.); 
 

g) Assign a family support group the responsibility of seeing that the 
home is prepared for visitors and ample food is available.  
Childcare needs should be met.  Someone should always be at 
home and screen phone calls; 

 
h) The Chief of Police or his designee should handle the media 

throughout this traumatic ordeal.  However, the family may decide 
to grant interviews.  The Chief or his designee should attend 
interviews and screen questions so as not to jeopardize upcoming 
legal proceedings, if any are involved; and 

 
i) Departmental vehicles should be made available to the family if 

they desire transportation to and from the funeral home. 
 

C. The Funeral 
 

1. Have the services videotaped and/or photographed with family approval.  
These are invaluable for the officer’s children or grandchildren who may 
not be old enough to remember the services. 

 
2. See that the surviving parents are afforded recognition.  If a badge or 

medal of valor is presented at a later date, the parents should also be 
considered recipients. 

 
3. Ensure that the family has access to other public safety survivors or other 

support groups. 
 

4. When the widow and mother of the deceased have no escort, the 
Department should personally escort them from the car to the church or 
chapel and back, and from the car to the graveside and back. 

 
V. Support of Family After Burial 
 

A. This Department shall assist the family with legal and benefit matters, support the 
family during any criminal proceedings, and maintain a long-term contact with the 
family to keep informed of their needs. 

 
1. The benefits coordinator working with the department should arrange 

information on all benefits and funeral payments.  He or she should 
coordinate all death benefits, payments, file appropriate paperwork, and 



 
follow through with the family to insure that these benefits are being 
received, i.e., a final paycheck, vacation payoff, retirement benefits, life 
insurance, credit union, medical insurance, etc. 

 
2. Grief therapy counseling should be offered to the family after the first four 

weeks whenever possible / practical.  It should be offered sooner, if 
requested or the need is obvious.  Offer it monthly, thereafter, so they may 
begin at any time.  The National Office of Concerns of Police Survivors 
has a children’s counseling program, which may be used as a resource for 
families in need.  

 
3. The officer assigned as a benefit coordinator shall be responsible for 

collecting Departmental property and the employee’s personal effects and 
examining the contents before release to the family.  Materials should be 
returned in a box, never a paper bag.  It is suggested that this procedure 
be delayed according to the family wishes. 

 
4. The Department should perform routine residence checks of the survivor’s 

home for 6-8 weeks following the tragedy.  Large amounts of money may 
be passing through the residence and survivors may be spending time 
away from home with legal matters. 

 



 

Tom Bean Police Department 
 

Administrative Directive 
 
Number: 102.009 Effective Date: ??/??/???? 
Subject: General Health and Physical Fitness Revision Date: N/A 
Affected Personnel: All Personnel Amends/Supersedes: N/A 
Reference: N/A 
 
I. Policy 
 

Because law enforcement is often a physically demanding occupation, the Tom Bean 
Police Department places the responsibility on its employees to maintain their good 
health and the level of physical fitness required to perform law enforcement duties.  
Employees of the Department are encouraged to maintain a healthy diet and exercise 
regularly. 

 
II. Medical Examinations 
 

A. In order to determine fitness for continued employment, the Chief of Police may 
require a current employee to undergo a physical or psychological examination, 
at no cost to the employee, by a licensed physician or psychologist, who shall 
make a medical recommendation regarding the physical and/or mental ability of 
the employee to perform their essential duties. 

 
B. Any physical or psychological examination required by the Chief of Police or the 

City of Tom Bean shall be conducted only to confirm the employee’s continued 
fitness to perform the tasks of their assignments and to inform them of their 
general physical condition and not to identify employees with disabilities who are 
otherwise able to perform their assigned duties, with or without reasonable 
accommodations. 

 
C. All physical and mental health examinations shall be kept confidential. 

 
 



 

Tom Bean Police Department 
 

Administrative Directive 
 
Number: 102.010 Effective Date: ??/??/???? 
Subject: Recruitment Process Revision Date:  
Affected Personnel: All Personnel Amends/Supersedes:  
Reference: N/A 
 
I. Policy 
 

It is the intent of the Tom Bean Police Department to employ those candidates who are 
the most qualified for the position to be filled, based on the individual’s skills, knowledge 
and abilities.  It is also the intent of the Tom Bean Police Department to actively recruit 
qualified applicants representative of the composition of the City of Tom Bean. 

 
II. Equal Employment 
 

A. The Tom Bean Police Department is an Equal Opportunity Employer. 
 

B. The Tom Bean Police Department shall recruit, employ, and provide 
compensation, promotion and other conditions of employment without regard to 
race, color, national origin, religion, sex, age or disability. 

 
C. The Tom Bean Police Department will be advertised as an Equal Opportunity 

Employer in all media job advertising and applications. 
 

D. It is the responsibility of the Chief of Police for the application and enforcement of 
this policy within the Tom Bean Police Department. 

 
E. Personnel assigned to recruitment activities by the Chief of Police shall be 

knowledgeable in personnel matters, especially equal employment opportunity as 
it affects the management and operations of the Department. 

 
III. Recruiting 
 

A. In order to attract, recruit, and employ qualified personnel, the following 
recruitment plan shall be employed: 

 
1. The Chief of Police or his designee shall be responsible for the 

recruitment process. 
 

2. When vacancies for sworn personnel exist within the Police Department, 
this recruitment plan shall be implemented, consistent with the intent of 
standards listed in this Directive, including the following elements: 

 
a) The objective of the Department’s recruitment plan shall be to 

achieve and maintain a balance in sworn personnel that is 
representative of the composition of the City of Tom Bean. 

 



 
 

3. The Department may utilize public notices, brochures, and the media to 
conduct recruitment activities. 



 

Tom Bean Police Department 
 

Administrative Directive 
 
Number: 102.011 Effective Date: ??/??/???? 
Subject: Selection Process Revision Date:  
Affected Personnel: All Personnel Amends/Supersedes:  
Reference:  
 
I. Policy 
 

It is the policy of the Tom Bean Police Department to employ those candidates who are 
the most qualified for the position to be filled based on the individual’s skills, knowledge, 
and abilities.  This Directive describes the selection process for sworn and non-sworn 
personnel. 

 
II. Responsibilities 
 

A. The Chief of Police is responsible for the final selection of candidates, sworn or 
non-sworn, for the Tom Bean Police Department. 

 
B. The Patrol Sergeant, in conjunction with the Chief of Police, shall be responsible 

for administering the selection process for sworn and civilian personnel. 
 
III. Equal Employment 
 

A. It is the policy of the Tom Bean Police Department to recruit, employ, and to 
provide compensation, promotion, and other condition or employment without 
regard to race, color, national origin, religion, sex, age, or disability in accordance 
with the City of Tom Bean Personnel Policies and Procedures. 

 
1. The Chief of Police is responsible for the application and enforcement of 

this policy within the Tom Bean Police Department.   
 
IV. Sworn Personnel 
 

A. Patrol Sergeant Responsibilities 
 

1. When a vacancy occurs within the Police Department, the Chief of Police 
shall initiate the hiring process. 

 
2. The Patrol Sergeant will then be required to administer the following 

elements of the selection process: 
 

a) The application process; 
 

b) Administering the entrance examinations; 
 

c) Coordinating an in-depth background investigation for each 
qualified candidate; 



 
 

d) Coordinating the oral interview process with the Chief of Police; 
 

e) Coordinating the pre-employment psychological test; 
 

f) Coordinating the pre-employment medical examination; and 
 

g) Coordinating the pre-employment drug urine analysis. 
 

B. Application Process 
 

1. Employment Announcements and acceptance of applications shall follow 
procedures as stated in the City of Tom Bean Personnel Policies and 
Procedures and this directive. 

 
2. The Department’s job announcements for sworn personnel shall: 

 
a) Provide a description of the duties, responsibilities, requisite skills, 

educational level, and other minimum qualifications or 
requirements;  

 
b) Be advertised through electronic, print, or other media; 

 
c) Advertise the Department as an equal opportunity employer, and; 

 
d) Announce the official filing deadline. 

 
3. After the final closing of the job opening announcements, the Patrol 

Sergeant will determine if the applicants are qualified for employment by 
checking qualifications of the applicant with the position description.  

 
a) Applications for sworn positions shall not be rejected because of 

minor omissions or deficiencies that can be corrected prior to the 
testing and interview process. 

 
4. The Patrol Sergeant shall acknowledge receipt of all employment 

applications and shall periodically inform applicants of the status of their 
applications. 

 
a) Applicant contacts shall be documented and logged by the Patrol 

Sergeant.   
 

5. Upon acceptance of their formal application, candidates for sworn 
positions shall be informed, in writing, of: 

 
a) All elements of the selection process; 

 
b) The expected duration of the selection process; and 

 
c) The Department’s policy on reapplication. 

 



 
 

 
6. Candidates for sworn positions that are determined to be ineligible for 

appointments shall be informed in writing. 
 

7. The Patrol Sergeant shall maintain records of those candidates for sworn 
positions that are found to be ineligible for appointment with an 
explanation as to why they were rejected. 

 
C. Candidates Selection Process 

 
1. Testing Process 

 
a) The Tom Bean Police Department constantly strives to ensure that 

the selection process is administered, scored, evaluated and 
interpreted in a uniform manner.  At the entrance examination, all 
candidates will be given the same instructions outlined in the test 
guide to include the following items: 

 
(1) Time limits for test; 

 
(2) Instruction on completing the test process and the minimum 

passing score; and, 
 

2. Entrance Exam 
 

a) All applicants for like positions are administered identical exams, 
which are scored in a uniform manner.   

 
b) The material used in the testing process is based on job-related 

criteria.  The entry level examination is based on task analysis and 
validation made available by the company providing the 
examinations.   

 
c) If the applicant passes the written examination, the applicant is 

continued to the next phase.   
 

3. Background Investigation  
 

a) Sworn officers trained in background investigations shall conduct 
background investigations of all candidates passing the written and 
physical agility testing.  The investigations shall be concluded 
before the candidates meet an oral interview board.  The 
background investigations shall include, but are not limited to: 

 
(1) Verification of qualifying credentials; 

 
(2) A review of any criminal record; and 

 
(3) Verification of three personal references. 

 



 
 

 
b) The information obtained in the background investigations will be 

maintained in the candidate’s application file. 
 

c) The Department shall comply with all federal, state, and local 
requirements regarding the privacy, security, and freedom of 
information of all candidate records and data.  

 
4. Oral Review Process and Interview 

 
a) A designated Interview Board conducts the oral interview. 

 
b) The designated Interview Board should consist of a minimum of two 

(2) sworn officers, and whenever possible / practical, three (3) to 
five (5) sworn officers. 

 
c) Scoring is conducted on an objective basis and is a pass or fail 

score.  During the interview, applicants are asked questions based 
on background, personal history statement and job requirements. 

 
d) The Interview Board ranks the applicants and forwards the results 

to the Patrol Sergeant.  The Interview Board makes a non-binding 
recommendation as to the person(s) to be selected for hiring.  If 
multiple applicants are being sought, the board’s scores are used to 
rank candidates for seniority determination of employees beginning 
employment on the same date. 

 
e) The Patrol Sergeant then consults with the Chief of Police 

regarding the list of eligible candidates and selection of the primary 
applicant to be considered. 

 
5. Disqualifications 
 

a) Applicants may be disqualified for reasons as specified by the City 
of Tom Bean Personnel Policies and Procedures and/or the Tom 
Bean Police Department Applicant Disqualifiers. 

 
6. Medical and Psychological Examination 

 
a) The Department requires each candidate to pass a medical 

examination and psychological examination to determine the 
suitability for employment if they have never worked as a police 
officer before, or have had longer than a 180-day break in service. 

 
b) All candidates for employment, prior to appointment, shall pass a 

medical examination and a drug urinalysis given at a licensed 
medical facility if they have never worked as a police officer before, 
or have had longer than a 180-day break in service. 

 
 



 
 
 
 

7. Provisional Period and Field-Training Program 
 

a) As a final step in the selection process, the Department requires a 
twelve-month provisional period.  The Chief of Police, through the 
office of the Mayor, may approve an extension of this period.  
Included within this twelve-month provisional period is a field-
training program.  Upon successful completion of the field training 
program and the provisional period, the candidate may be granted 
permanent status. 

 
8. Reapplication 

 
a) Reapplication of candidates who are not appointed to provisional 

status may be made when the next testing date is announced. 
 

b) Those applicants who have failed three entrance examinations or 
three physical agility examinations or those who have failed twice 
on the oral board may not be considered again until: 

 
(1) A substantial change has occurred in the qualifications 

and/or background; or 
 

(2) A time limit of at least one calendar year has elapsed from 
the date of their last examination for this Department. 

 
V. Special Considerations 
 

A. Reinstatement 
 

1. A police officer that voluntarily resigns from the Police Department may be 
reappointed to the Department without taking another entrance 
examination. 

 
2. The former officer must submit a written request to the Chief of Police who 

will make a final decision on the matter. 
 

3. A candidate for reappointment will not be considered unless 
recommended by the Chief of Police.  A candidate may not appeal his 
rejection by the Chief of Police. 

 
4. A candidate for reappointment has priority over other candidates on an 

eligibility list. 
 

5. Specific testing of the candidate such as alcohol, drug, physical, etc. may 
be conducted as permitted by the City of Tom Bean Policies and 
Procedures. 

 
 



 
 

 
 
 

B. Service Agreement 
 

1. The Department attempts to recruit personnel who are already certified 
peace officers due to the costs associated with a police academy and the 
length of time required before the officer can be considered as manpower. 

 
2. Due to the declining availability of qualified personnel applying for 

positions with the Department, the Chief of Police may elect to hire a 
uniquely qualified candidate who is not yet certified as a police officer.  
These candidates will be exempt from the testing and oral review board 
process. 

 
3. Candidates hired under this provision will be required to enter into a 

service agreement in exchange for the Department sending the candidate 
through the police academy.  The employee, Chief of Police and the 
Mayor will sign the Employment Training Reimbursement Agreement to 
establish the service agreement. 

 
4. Candidates who have already completed the police academy but have no 

yet gained the requisite field experience and will require a full-term field 
training program may also be required to enter into a service agreement. 
The employee, Chief of Police and the Mayor will sign the Employment 
Training Reimbursement Agreement to establish the service agreement. 

 
B. Patrol Sergeant Responsibilities 

 
5. Conduct applicant testing; 

 
6. Request background investigations; 

 
7. Coordinate interviews; and 

 
8. Send a summary of their findings to the Chief of Police along with a list 

indicating their choices in rank order. 
 
9. Coordinate the application process; and, 

 
10. Ensure that all required correspondence is sent to applicants. 

 
 

C. Approval for Hire 
 

1. Approvals are documented on Personnel Action Forms, which are 
completed by the office of the Chief of Police. 

 
D. Disqualification 

 



 
1. Applicants may be disqualified for reasons as specified by the City of Tom 

Bean Personnel Policies and Procedures or the Tom Bean Police 
Department Applicant Disqualifiers.  The Patrol Sergeant will maintain the 
application forms of rejected candidates with a memorandum articulating 
the cause for rejection. 

2. The Patrol Sergeant will notify applicants who are disqualified for any 
reason that they are not being selected for the position. 

 



 

Tom Bean Police Department 
 

Administrative Directive 
 
Number: 102.013 Effective Date: ??/??/???? 
Subject: Performance Assessments Revision Date:  
Affected Personnel: All Personnel Amends/Supersedes:  
Reference:  
 
I. Policy 
 

It is the policy of this Department to conduct performance Assessments regularly on 
each employee.  The purpose is to provide an opportunity for guidance and feedback to 
the employee, as well as an opportunity for the employee to positively impact their 
future. 

 
II. Assessment Program 
 

A. Performance Assessments 
 

1. City of Tom Bean performance Assessments are conducted annually with 
periodic review of the status of the employee’s established goals during 
the Assessment period.  

 
B. Provisional Periods 

 
1. All provisionary employees including newly promoted employees may 

receive quarterly Assessments in addition to regularly scheduled 
performance Assessments as outlined in the City of Tom Bean Personnel 
Policies and Procedures. 

 
a) The performance Assessments received by sworn officers as 

required by the Field Training Manual while in field training shall 
serve as the first quarterly Assessment.  The remaining 
Assessments will be the responsibility of the employee’s 
supervisor. 

 
III. Assessment Procedures 
 

A. An annual performance Assessment of each employee of the Department shall 
be conducted and documented by the employee’s immediate supervisor.  

 
1. The City of Tom Bean Performance Review Summary Form will be used 

and completed as instructed by the report and the performance 
Assessment manual. 

 
 
 

2. The annual Performance Review Summary will cover a specific period.  
The actual dates covered by the summary will be shown in the header of 



 
the performance review summary form.  Employees will be evaluated only 
for job-related performance during the specific rating period. 

 
3. The performance objectives used for performance review summaries shall 

be specific to the assignment of the employee during the rating period. 
 
 

B. Performance objectives 
 

1. Performance objectives such as job descriptions, attendance records, 
performance documentation and observations should be used as criteria 
for the Assessment of subordinates.  

 
C. Rating scale 

 
1. Each supervisor will be responsible for the completion of a performance 

Assessment on each of his or her employees using the established rating 
scale standard contained on the form. 

 
2. Supervisors must be familiar with the City of Tom Bean performance 

rating scale and understand what constitutes ratings from unsatisfactory 
performance to consistently exceeds expectations. 

 
3. To properly rate employees, supervisors should be familiar with common 

rating errors such as the halo effect, constant error, leniency, etc. 
 

D. Supervisors responsibilities shall include, but are not limited to the following: 
 

1. Supervisors must communicate performance expectations to their 
employees. 

 
2. Supervisors are responsible to monitor their employee’s job performance 

throughout the rating period, communicating regularly with employees.  
 

3. Supervisors shall document their employee’s performance in the form of 
complaints, commendations, notes, logs, files or observations accordingly.  

 
4. Supervisors must be objective, giving fair and impartial ratings, avoiding 

bias or favoritism. 
 

5. Supervisors must document ratings, providing explanatory comments 
when performance ratings are unsatisfactory or outstanding.  Supervisors 
should be prepared to substantiate ratings in the lowest or highest 
categories, giving specific reasons for the ratings. 

 
 
 

 
E. Summary counseling  

 



 
1. Prior to summary counseling, the completed summary form shall be 

forwarded to the rater’s immediate supervisor for review.  The immediate 
supervisor shall review the Performance Review Summary Form to ensure 
that it is complete and conforms to Departmental and City of Tom Bean 
policies.  The immediate supervisor will counsel with the rater, if necessary, 
concerning any discrepancies or needed clarifications. 

 
2. After review of the summary by the rater’s supervisor, the rater shall sign 

and present the performance Assessment to the employee. 
 

3. After a review of the performance review summary by the effected 
employee, the supervisor is required to counsel with the employee to 
review the result of the completed performance review summary. 

 
a) During the summary counseling, the supervisor should work with 

the employee to develop plans for job improvement, as well as 
career development, such as advancement, specialization, or 
training appropriate for the employee’s position. 

 
b) The supervisor should summarize the important points of the 

performance summary and end the interview on a positive and 
supportive note.  The employee should leave the interview with a 
clear understanding of the goals and objectives for the next 
summary period. 

 
c) After the counseling, the supervisor must give the employee the 

opportunity to sign and make written comments to supplement the 
completed performance summary report. 

 
(1) The subordinate’s signature does not mean that he or she 

agrees with the summary, but does indicate that he or she 
has reviewed and understands the summary. 

 
(2) In the event an employee disagrees with a summary, he or 

she may request to discuss the summary with the Chief of 
Police or (when necessary) the Mayor. 

 
d) At the conclusion of the counseling session, the employee will be 

provided with a completed Performance Review Summary form 
 

F. Review    
 

1. Upon completion of the summary session, the evaluating supervisor will 
forward the completed Performance Review Summary to the Chief of Police 
and / or Mayor for review and processing. 

 
2. The Assessment of each supervisor, by their supervisor, will include an 

Assessment of the quality of the ratings given by that supervisor to his or her 
employees. 

 
G. Filing 



 
 

1. The annual Performance Review Summary will be forwarded to the City 
Council of Tom Bean for review and consideration for future salary 
budgeting.  
 

2. After council review and processing the Performance Review Summary 
shall be filed in the employee’s central personnel file.  

 



 

Tom Bean Police Department 
 

Administrative Directive 
 
Number: 102.014 Effective Date: ??/??/???? 
Subject: Personnel Contact Information Revision Date:  
Affected Personnel: All Personnel Amends/Supersedes:  
Reference: N/A 
 
I. Policy 
 

In the event of a large-scale natural or man-made disaster, it is imperative that the 
Department be able to mobilize personnel to handle the situation while continuing to 
provide regular services.  In order to accomplish a mobilization, the Department must be 
able to contact and locate personnel when they are off-duty.  This Directive establishes 
requirements for designated personnel to possess working telecommunications 
equipment and for all personnel to maintain an updated telephone number and address 
form with the Department.  This Directive also sets guidelines to protect this information. 

 
II. Requirements 
 

A. All personnel shall maintain a current record of their residence address and 
home telephone number with the Department. 

 
1. Telephone  

 
a) All employees of the Department will have (at minimum) a working 

mobile telephone. 
 

2. Address 
 

a) All employees of the Department will list their actual physical 
address on a Confidential Personal & Emergency Contact form filed 
with the Department. 

 
b) Personnel will not give rural routes or post office boxes only as an 

address.  If no physical address exists for a residence, personnel 
will include clear and detailed directions to the residence. 

 
3. In the event of a change in a residence address or contact information, 

personnel will: 
 

a) Notify their immediate supervisor of the change; and 
 
b) The supervisor will ensure that the employee completes an updated 

Confidential Personal & Emergency Contact Information Form. This 
form will be forwarded through the chain of command to the Chief 
of Police. 

 
 



 
 

B. Receiving Notifications 
 

1. Personnel will return messages or calls from the Department as soon as it 
is practical to do so. 

 
2. Personnel will respond promptly to any Department message or call 

instructing they proceed to a location. 
 
III. Disclosure or Release of Residence Address or Home Telephone Number 
 

A. Sworn Employees 
 

1. All persons, other than the individual officer, are prohibited by law from 
disclosing the home address or telephone number of a commissioned 
peace officer to members of the public or to members of the press. 

 
2. All written requests for the residence address or home telephone number 

of a commissioned police officer of this Department will be forwarded to 
the particular officer for action. 

 
3. All requests for the residence address or home telephone number of a 

commissioned police officer which are received at the Department over 
the telephone will be: 

 
a) Transferred to the particular officer, if on-duty and available; 

 
b) If the particular officer is not available to speak with the caller, the 

following procedure shall be followed: 
 

(1) Do not give the information over the telephone; 
 

(2) Ask the caller to leave his or her name, the reason the 
information is being requested, a brief message to the 
officer, and a telephone number at which the officer may 
contact the caller; and 

 
(3) One or more attempts should then be made to contact the 

officer in order to relay the information. 
 
IV. Control Over Access to Protected Information 
 

A. In order to ensure that the residence addresses and home telephone numbers of 
sworn and non-sworn employees, who have signed a non-disclosure form, are 
protected, access to that information must be controlled and restricted to those 
individuals within the Department who have a legitimate need for it. 

 
B. The personnel list published by the Department will be distributed only to those 

individuals who are authorized to receive them. 
 



 
C. The personnel list shall not be duplicated or released to any person not 

employed by this department by any officer or employee of this Department 
without authorization. 



 

Tom Bean Police Department 
 

Administrative Directive 
 
Number: 102.015 Effective Date: ??/??/???? 
Subject: Liability Protection Revision Date: N/A 
Affected Personnel: All Personnel Amends/Supersedes: N/A 
Reference: N/A 
 
I. Policy 
 

The Department provides law enforcement liability protection for employees for actions 
or omissions directly related to their law enforcement activities.  Within stated policy 
limits, this program protects employees from acts or omissions leading to personal 
injury or death or property destruction that, in turn, could lead to civil action against the 
employee. 

  
II. General 
 

The following procedures are set forth to provide guidelines for employees responding 
to high-risk activities that pose a civil liability risk and to outline responsibilities in the 
event of a lawsuit. 
 
A. The City of Tom Bean maintains liability insurance to protect Department 

employees for acts or omissions directly related to their law enforcement 
activities.  Since the exact components of the liability insurance are subject to 
periodic change through contract expiration and renegotiations, any employee 
desiring to know the specific components in effect may contact the Chief of 
Police. 

 
B. Employees covered 

 
1. The liability protection program covers all full-time, part-time and reserve 

employees of the Department. 
 

2. For purpose of this directive, “employees” refers to both sworn and non-
sworn personnel.  Actions of either one can lead to liability.  In some 
portions of this directive, “officer” is used instead of “employee” where the 
issue under discussion pertains most directly to enforcement duties. 

 
C. Notification of suit or claims 

 
1. Any employee who receives notice, in any form, of actual or impending 

legal suit or claim, shall, as rapidly as possible, explain the circumstances 
to the Chief of Police.  The Chief of Police shall, in turn, provide 
appropriate notification to both the Mayor and the City Attorney. 
 
 
 
 



 
 

D. Financial liability 
 

1. No employee shall imply or accept financial liability for loss or damage on 
behalf of the City of Tom Bean.  Any inquiries concerning financial liability 
will be referred to the City Manager or the City Attorney. 

 
E. Acts not covered 

 
1. An act committed by an employee or an omission of duty, which 

constitutes gross and willful negligence, may not be covered by the liability 
protection.   

 
III. Liability Principles 
 

A. Types of liability 
 

1. Officers may be held liable for misconduct in any of the following five 
ways: 

 
a) Violation of Texas criminal laws; 

 
b) Violation of Department directives; 

 
c) Tort against a citizen;  

 
d) Violation of federal criminal civil rights statutes, 18 United States 

Code 241 and 242; and 
 

e) Violation of federal civil rights law, 42 United States Code 1983. 
 

B. Federal civil rights liability 
 

1. Nineteen eighty-three is the most important statute governing federal civil 
rights liability.  For purpose of federal civil liability per 1983, an officer is a 
person acting under color of law.  An officer may be held personally liable 
for violating citizens’ constitutional rights under some conditions. 

 
a) 42 United States Code 1983 reads: 

 
(1) “Every person who, under color of any statute, ordinance, 

regulation, custom, or usage, or any State or Territory, 
subjects, or causes to be subjected, any citizen of the United 
States or other persons within the jurisdiction thereof to the 
deprivation of any rights, privileges or immunities secured by 
the Constitution and laws, shall be liable to the party injured 
on an action at law, suit inequity, or other proper proceeding 
for redress.” 
 
 
 



 
 

 
C. State civil rights liability 

 
1. Claims of negligence in the state courts pose liability in a different way 

than 1983 above.  While federal claims usually allege a constitutional 
rights violation, in state courts it must be shown that the law-enforcement 
agency owed a duty to the plaintiff and that a breach of the duty caused 
an injury.  Liability is sometimes found against the law-enforcement 
agency as “negligent failure to protect” when the agency created special 
relationship with the plaintiff by promising to act and then failing to protect 
the victim. 

 
D. Supervisory liability 

 
1. Generally, officers and not their supervisors are liable for their own 

misconduct.  Supervisors are civilly or criminally liable under the following 
circumstance: 

 
a) When supervisors directly authorize or participate in acts that cause 

harm; 
 

b) When supervisors know that their subordinates are violating 
citizens’ constitutional rights and condone or approve it, or do not 
stop it; and 

 
c) Failure to discipline subordinates, correct misbehavior or poor 

performance, or to conduct internal investigations when necessary. 
 
IV. High-risk incidents 
 

A. High-risk incidents pose the greatest possibility of generating the most litigation 
and include use of force, vehicular pursuit, emergency driving, searches and 
seizures, arrests, failure to render or improperly rendering medical assistance, 
and failure to enforce the law. 

 
B. Response to high-risk incidents 

 
1. Supervisors and officers shall observe the following procedures at all high-

risk incidents: 
 

a) Secure the scene and all evidence; 
 

b) Employees shall ensure that timely medical attention is provided to 
any injured person at the scene and document the condition of the 
suspect, what kind of medical help was required, and the apparent 
health of the suspect before the incident.  Similarly, employees 
shall assess and document the suspect’s apparent mental health, 
as well as, any signs of overt, aggressive, or even suicidal 
behavior; 

 



 
c) Obtain names, addresses of all witnesses at the scene, and 

statements, if possible; 
 

d) At incidents requiring a supervisor, a supervisor shall respond to 
the scene and direct actions as necessary; 

 
e) If an arrest is made, a supervisor shall, before booking, 

independently evaluate and approve or disapprove the arrest; 
 

f) If a pursuit has occurred or is occurring, the supervisor and officers 
involved shall ensure that the Department’s directive is followed; 

 
g) Supervisors shall ensure that adequate photographs and/or 

videotape are taken of all high-risk scenes, including witnesses; 
 

h) Supervisors shall coordinate and collect reports from all 
participating officers to a high-risk incident, including reports from 
personnel of other participating agencies. 

 
V. Responsibilities of Employees 
 

A. Any employee in receipt of a subpoena to testify concerning official business 
shall immediately notify the Chief of Police through the chain of command. 

 
B. Any employee named as a party in a civil action for acts or omissions of duty 

shall immediately notify the Chief of Police through the chain of command. 
 
 



 

Page 1 of 4 
 

Tom Bean Police Department 
 

Administrative Directive 
 
Number: 102.018 Effective Date: ??/??/???? 
Subject: Retired Officers Revision Date: N/A 
Affected Personnel: Sworn Personnel Amends/Supersedes: N/A 
Reference: N/A 
 
I. Policy 

 
This policy establishes procedures for the privileges extended to honorably retired Tom 
Bean Police Officers along with the conditions associated with those privileges. 
 

II. Definitions 
 

Honorable Retirement – This status is given to Tom Bean Police Officers who retire 
under the following conditions: 
 
A. After not less than 15 years of service as a commissioned officer; 
 
B. With no disciplinary action pending; 

 
C. Did not retire in lieu of any disciplinary action; 

 
D. With no criminal charges pending; 

 
E. Did not retire in lieu of any criminal charges; and 

 
F. No disciplinary action was contemplated or taken against the Peace Officer 

License by TCOLE following, or at the time of the officer's retirement. 
 
III. Badge 
 

A. Honorably retired Tom Bean Police Officers shall be issued a retirement badge 
bearing their rank and badge number at the time of retirement.   

 
IV. Identification Card 
 

A. Honorably retired Tom Bean Police Officers shall be issued a retirement 
identification card bearing their rank and badge number at the time of retirement. 

 
V. Weapons Proficiency Program 
 

A. The Chief of Police has agreed that the opportunity to demonstrate weapons 
proficiency shall be available to those retired Tom Bean Police Department 
officers who meet the criteria of section 1701.357 of the occupation code.  The 
Chief of Police or his designee will have exclusive authorization over all requests 
to participate in the weapons proficiency program. If a retiree's affidavit is 
rejected, a letter will be written to the retiree advising that they are not eligible for 
entry into the program. Rejection of a retiree's affidavit may result in a permanent 
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disqualification of said retiree from any further participation in the weapons 
proficiency program. Reasons for rejection may include but are not limited to: 

 
1. The retiree did not retire in good standing with the Tom Bean Police 

Department. 
 
2. The retiree did not have 15 years continuous service as a commissioned 

officer. 
 

3. The retiree's license was revoked or suspended by TCOLE during the 
retiree's term of active service. 

 
4. Any known psychological or physical disability that would interfere with the 

retiree's proper handling of a handgun. 
 

5. Any falsification of the retiree's sworn affidavit to participate in the 
weapons proficiency program. 

 
6. Any action on the part of the retiree that the Chief of Police deems as 

bringing discredit to the Tom Bean Police Department. 
 

B. The Retired Officers Weapons Proficiency Program will be administered by the 
Tom Bean Police Department Firearms Instructor. 

 
C. Duties and Responsibilities 

 
1. Retired Tom Bean Police Officer: 

 
a) To be considered for the Retired Officers Weapons Proficiency 

Program a retired officer must submit and adhere to the following: 
 

(1) Provide a Notarized Statement Indicating: 
 

(a) The officer retired from the Tom Bean Police 
Department under honorable conditions; 

 
(b) The retired officer’s license as a commissioned officer 

was not revoked or suspended for any period during 
the officer’s term of service as a commissioned 
officer; 

 
(c) The retired officer has no psychological or physical 

disability that would interfere with the officer’s proper 
handling of a handgun; and 

 
(d) The retired officer will, at all times while carrying a 

handgun under this policy, have a Retired Officers 
Identification Card and Badge on his or her person. 

 
(2) Successfully complete the handgun qualification course as 

determined by the Tom Bean Police Department Firearms 
Instructor on an annual basis. 

 
(3) Undergo any psychological or physical testing requested by 

the Chief of Police or his designee. 
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(4) Abide by all applicable laws regarding firearms and their 

possession while maintaining good standing within the 
community. 

 
(5) Notify the Firearms Instructor of any legal restrictions or 

circumstances that would prohibit their participation in this 
program. 

 
(6) Pay any applicable fees pertaining to this program as 

deemed necessary by the Chief of Police. 
 

2. Tom Bean Police Department Firearms Instructor: 
 

a) The course of fire and qualification attempts to be allowed retired 
officers will be under the discretion of the Tom Bean Police 
Department Firearms Instructor. 

 
b) The Firearms Instructor will construct a file on each retired officer                                                          

requesting qualifications under this procedure. The file will contain: 
 

(1) The retired officer's dates of service indicating a minimum of 
15 years of active duty and an honorable retirement from the 
Tom Bean Police Department. The retired officer whose 
request for a proficiency certificate is denied under this 
provision may appeal the decision to the Chief of Police in 
writing. The Chief’s decision is final and not subject to 
review. (Occupation's Code 1701.357) 

 
(2) A TCOLE printout indicating that the officer's license was 

never suspended or revoked during his/her service as a 
peace officer;  

 
(3) A sworn statement signed by the retired officer attesting to 

the provisions contained in Occupations Code 1701.357; 
 

(4) A copy of the certificate issued to the retired officer upon 
successful completion of the qualification course. The 
certificate will be good for two years from the date of the 
qualification; 

 
(5) The certificate shall include the name of the retiree, date of 

qualification, date of expiration, and Department telephone 
number. 

 
(6) A copy of a current criminal history check. 

 
D. Internal Reporting 
 

1. The Firearms Instructor shall maintain a list of all retired officers who have 
requested to receive, and have been issued a proficiency certificate 
pursuant to Occupations Code 1701.357. When a retired officer 
successfully qualifies, a report will be generated within six working days 
and sent electronically to the Chief of Police. 
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2. The Department telephone number is listed on the proficiency certificates 
in the event a retired officer is stopped and asked to present the 
certificate.  Communications personnel will be able to provide to an 
inquiring officer, a retired officer's name, the fact that the officer has retired 
from the Tom Bean Police Department, and verify that the certificate 
number matches the name on the certificate. 

 
3. The Firearms Instructor will be responsible to maintain a list of valid 

certificate numbers on the shared drive so that it is available to all 
personnel.  
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