Torres Rojas, Genara /Pﬁj H SN/

From: LNStuart@legal-aid.org

Sent: Friday, May 17, 2013 11:03 AM

To: Duffy, Daniel

Cc: Tarres Rojas, Genara; Van Duyne, Sheree
Subject: Freedom of Information Online Regquest Form
Information:

First Name: Lisa

Last Name: Stuart

Company: Legal-Aid Society
Mailing Address 1: 49 Thomas Stuart
Mailing Address 2:

City: New York

State: NY

Zip Code: 10013

Email Address: LNStuart@legal-aid.org
Phone: 212-298-5214

Required copies of the records: Yes

List of specific record(s):

Please provide in its entirety, a copy of the Port Autharity Police Department Patrol GuideHandbook. If such a
guide does not exists, please provide us with any written polices on how officers should respond with regard to:
1. Incidents involving media personnel acting in their news gathering capacity and 2. Observers at the scene of
police incidents.



Thub  uea AWTHIIREIY OF NY&NJ

November 15, 2013

Ms. Lisa Stuart
Legal-Aid Society

49 Thomas Stuart
New York, NY 10013

Re: Freedom of Information Reference No. 14001
Dear Ms, Stuart;

This is in response to your May 17, 2013 request, which has been processed under the Port
Authority’s Freedom of Information Code (the “Code”), for a copy of the Port Authority Police
Department Patrol Guide Handbook. If such a guide does not exist, please provide any written
policies on how officers should respond with regard to incidents involving media personnel
acting in their news gathering capacity and observers at the scene of police incidents.

Material responsive to your request and available under the Code can be found on the Port
Authority’s website at http://www.panynj.gov/corporate-information/foi/14001-O.pdf.

Please refer to the above FOI reference number in any future correspondence relating to your
request.

Very truly yours,
/) Lo %) 4 :
e X Gressot

Ann L. Qureshi
FOI Administrator
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THE PORT AUTHORITY OF MEW YORK AND NEW JERSEY P.D.I. 1-1

DIRECTOR OF ADMINISTRATION ~ POLICE DIVISION
POLICE DIVISIOR INSTRUCTION : ) TNSTRUCTION MANUAL

 SEPTEMBER ~ 1975

Police.

L. NTRODUCTION

The Folicé Divisicen utilizes & ayucen of written instructions desig-
nated ae Police Division Instructions (P.D.I.'s), & complete set of vhich eensti
tutes the Police Division Instructicns Manual, This Manusl is desigmed to provi

a scurce of gtanding Police Division policles and procedurel..
1. DESCRIFTION

A, P.D.1.'s are official divectives from the.Superintendent of
‘Police to all moubers of the foree, setiiv . forth admiaistrstive policies,
procedures, and regulations of general spplicsbility end long-term effect

acd usetulnegs. As such, they assume precedence over eny similar instructiors
or notices issued at unit levelsa.

B. 1In genmeral, P.D.I.'s deal with the following subjects:

1. ‘Oversll structure and functims of the Police Division .
orgenization. .

2. Regulstions, Pouctea, Standards and h-oceéutea sffeeting
members of the force,

- B.D.I.'s ave issued only by asuthority of the Superintendent of.

i

IXT. .- FORMAT

In order to provide uniformity of style and preunut.ion. the fcmt
of the P.D.I. is arranged ao as to follow the sequence described below: 1-\

A, Heasding - including & mmerical identifieaticn of the inar.rnc-
tions (see Pat. IV) and date of 1wunce.

B!
\

B. Brief description of the title.

€. Introduction - b:i.efly describing the purpose and/or nature off
the Instrsction,

Db, ?olicy statement « included vherever sppliceble.

E. Bady - describing in detail the opetat!.cn. or nppucabtutysof
the policy, process or procedure.

' !
F. Appendices as requived. i

: ' \
wv. NUMERICAL TUENTIFICATION - ;‘

P.D.1.'s are classified and coded by subject snd sre numbered in f

acccrdance with a system comprising the £ouw-Lng elements:

.
A

64.
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. A. Pripary .umdber - this mumber ilJertifies the major sections of the
Police Division Inscructien.

B. Secondarv number - this tumber fdentifles the order in which-each
P.D.I. appears in its section, (P.D.I. 4-2 indicstes the second P.D.I. in
Section &)

Y. TABLE OF CON'IENTS

A. The Table of Contents is & liatins of all current P,D.I.'s,
grouped by subject matter, in the numerical sequence in which they appear in
the manual. Also listed is the date of issuance of each Inatruction, ov Lf
revised, the date of the last vevision.

B. The Table of Contents also provides for & Chungo Hotice Contvel
Sheet on which pertinent data eoncerning chango wotiecee L3 to be recorded,
(See Appandix €, Exhtbit I).

€. The Plimning and Administrative Seetion 18 vésponsible for the
publicarion of a corrected Table of Contents st periedie intervals, as msy be
varranted. .
vIi. MANUAL BINDERS

All P.D.1.'s vhich gre of current effect are maintained in proper
tumerical sequence in spécial ring binders supplied to manual holders. As
nev instructions are issued, they are inserted in m binder i proper order.

VII. = MAINTENANCE OF THE MANUAL _ .

‘ Commanding 0fficers are responsible for taking mcauary. ssasurae to
insure proper mainterance of Manuals issued to holders at their respective
facilities. A list of manual holders is maintained by the Planning end
Administrative Secticn. Hew or revised instructions, change notices, and re-
vised editions of the Table of Contents and Index are distributed as described
in Section 1Y, by this u‘cticn.

VIII. RESPORSIBLLITY. -
A. The ﬂming and Administvative Section is reapanatble for:
1. Pteparatlon of all P.D.1.'s

2. Reviewing all proposed P.D.I.'s or proposed revisioms for
form and substance.

3. Coordinating the clearsnce of all proposed P.D.I.'s or pro-

posed vevision? and obtaining final approval frem the Superintendent

of Police,

4. Periodieally eomdueting an overviev of the P.D.1, Manuasl to
discover obsolete P.D.I.'s wvhich should be vescinded, cut-of-date

P.D.1I.'s vhich gshould be revised, gaps f{v the manual requiring new -

P.D.I.'s, and initiating mecessury action based on this veview,

5. Seeing that copies of new or revised P.D.I.'s are reproduced

AN
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" and distributed to all manual holders.
6. Maintaining the P.D.1. eystem on an overall basis.

B. Police Division Sectiomns (Opeuetm. l’llnning. Inepections,
Emergency Service) will be reeponsible for yeviewing P.D.I.'s contained within
their sphere of particular :I.nt:erest. in order to initiate the appropriate ac-
tion for mendins the P.D.I.'s,

X, gxsmwn

" Copies of all P.D.I.'s will be distributed to and msintained by the
following: : )
1, The Superintendsnt of Folice

2. The Police Iaspector '

3. Mansger - Police Planning end Maini-:rntion

4. All Deputy Imspectore : -
5. The Iamvesti . tive Uale

6. All Comnanding Officers. Coples toba e~inteinel at

(a) the captain's office
_(b) the police dask
(c) the police ressrve room )
7. Police Academy. Sufﬁctm copies to be mainteined for
treining purposes. .
8, Police Divieion Planning nd Research ueuteunt
9. Law Departmant,
10. Personnel Departmant
11, Director of Adminlatration
12, Managemant Ssrvices Department’
13, Office of tha Port Authority Sacretary
14. Port Authority Librery
15. President - Port Authority Police Bensvolent Association (K.Y.)
16. Presidant -« Port Authority Sergesnt's Bemevolent Association
17. President - Port Authority Buperior Officer's Associs tion .

X. P.D.I. PHOCEDURES |
The procedure to be used vhen prepering a Police Division Imastruction,
16 outlined in Appandix 4 of this instruction ( Prepsrstion of the P.D.I.).
The clearance process for the P,D.I. {s covered tn Appendix B.
Appendix C refers to the Change Wotice and its uass.
Appendix D refers to the procedure for procsssing cbsolate P.D.L.'s

An Interim P.D.I. procedure has besn developed to desl with new
subjects beretofore mot covered in the P.D.I. manusl (sse Appendix E).

)
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APPERDIX ‘A

FPREPARATION OF THE P.D.I1.

Any member of the force may propose either & revision to an
existing P.D.1. or the ullbject for a new P.D.I.

The following steps will be followed when proposing & vevision
or a new P.D.I. , o

A. The proposal will be raduced to writing, with & deaft copy
of the proposed P.D.1. attached, end submicted £o the m-h-p'e immediste
luperviaoz; for review, | |

B, The supervisor vill uviev the proposal to imsure thut the
1n£m:‘uation contained in :he proposal: ’

(1) 1s factual and the change is varranted;
(2) does not alresdy appear elsevhere in the P.D.I.'s; .
(3) doss not conflict vith informatich in memotends of

agreesent or the P.i.I.°s.

C. After reviev, 4f the supervieor agrees that the propossl
. should be develéped fnto a P.D.I. (or P.D.I. change) be will forvard
it with his comments eo his superior for veview.

D. 1f app:oved. the proposel will be forwerded to ths letns
and Research Lieutenant where it will be logged and then submitted to the
_ appropriste Police Divieien Section, for review.

The appropgnte Police Division Section will reviev the prc;~
" posal, 1f it i{s recommsnded that & proposal is valid end ll!mld be
pursued, it will be forwerded to the Plenning end Adminietrative Section
where it will be researched and & prelinminary review P.D.I. developed.
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APPENDIX B :
P.D.I. CLEARANCE FROCESS

~ A. Upon completion of the first draft of the F.D.I. 4t will be

circulated to the Senior Police Division staff tor review and comments.

Upon receipt of these comnents, a final draft \‘rlll be
develo;;ed and forvarded to the following departments and unies for
fevi.ev: | .

| 1. Facility Commanding Officers.
2. Law Déparmenc.
3. Management Servicea Deparcment (vhgre the subject way
refer to the subject of a P.A.1.)

4, General Managers (where the P.D.I., masy affect the

operation of a Line Department)

Review by Police Division Staff snd Pacility Commending
Officers will be limited as.described in ths transmittal memorandum.
Comments must be forwvarded to the Police Divielon Research Lieutenant.
1f additionsl reviev time 18 reﬁuiud, 8 uritten request muet be made by
the Commanding Officer to tHe Manager, Police Planning and Administration.
Failure to respond within the preseribed time period will denote approval
of the draft P.D.I.

B. Upon receipt of coaments from all tncctente;! parties, 8
final ?,D.I. will be written and forwarded to the Superintendent of
!"blice l for final approval,

c. Upon_npproval of the Suyertuundené of Poliece, the P.D.I.
vill be sent to thé Duplicating Section 'of Commnications Services where

it will be rveproduced and subsequently.sent'to the mail room for diseri-

bution as described in aeétlcm IX,
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APPENDIX C
THE P.D.I, CHARGE ROTICE
Minor revisions to the P.D.I., such as simple corrections, dele-
tl;:m ar _addl.tions. dq'not Justify the issuance of a completely revised
P.D.I. This type of change can be made in writing.
Example: Changes in telephone numbers and addresses.
Change Kotices are iasved by the Planning and Adninistrative
. Section. | |
Minor revisions are bmgb£ to the attention of manual holders
by the issusnce of “Change Hotices." ' '
A. Change Notices list a specific change or changes to be madn’
in pen and ink by manual holdau.
. Change Hatices ete musbered esitally, thus tneuring all
. manual holdeu that t:bey have uce!.vad all such mteen. ‘
€. Upon veceipt of a Clunp Hotice, the manusl \.mlder'
(1) sakes the neceasary changs or changas;
(2) entere the oumher of the Change Noties in the msrgin
rAfaromy tp thn chenge; and | 4
_ (3) enters on the Chiizn iMitfed Coatrol Shest (Ehibit I) [uoAdl
vﬁ.h tha mu' of Contente, the numbar of the Change BHotlce, the date, ths P.D.I.,
" the paragreph number(s) r-arled, sad his fmietials ¢o iriicate thet th ebange
bas bean mada. |
' (4) 1dets the change notice number in the Table of Contents
next to the sppropriate P.D.I.
D. The Change B&du can .then be discarded. The Police Division
‘ Research Licutenant keeps & master set of Change Notices. '
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APPENDIX €, EXHIBIT I
Port Authority Police

Police Division lnstruction Manual

CHANGE NOTICC CONTROL SHECT

Lhanye Holice Nete of PDT i ond Porngpaph Changn | atared
Harwrbet Chanye Netice Reference Humbet iy intiale)
.
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. APPENDIX D
OBSOLETE P.D.1.'s

l. Obsolete P.D.I.'s are brought to the sttention of Manual
holders through the Change Notice system described sbowe.

"2, 1In addition to removing the affected P.D.I. from che .
wanusl, the mamus) holder should line ocut the sppropriate title ia the

Table of Coaf-ents and ester th e lotdss oumber fa the ® 7 fa.
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APPENDIX B

THE INTERIM P.D.I,

The Interim P.D.I. is an i.hsﬁmcticm dealing with a major subject
heretofore not covered in the P.D.Y.'s. Interim P,D.1.'s sre issued pend-
ing the review and clearance of & formal P.D.I. on the subject.

The Interim ?.D.I. is numbered end dnted 80 @3 to corvespond €o
the section of the manual ehnt the subject falls in. .

The Interis P.D.I. is kept at the rear of the appropriaste section
until such 1me ~ th: formal P.D.I. is developed. When the new P.D.I.
is placed in the appropriate section of the manual, the Interim P.D.I.
may be discarded, '

The Interiwm P.D.I, will be listed in the Table o;‘. Contents, at the

end of the appropriate section. When a permanent P.D.I. is ',devel.oped.

‘the Interim P.D.I. will be crossed out. The date and new P.D.I. number

vill be entered in the margin. The mew P.D.1, will thenm be liutcﬁ in
its proper place {n the Table of Contents.

REVIEW PRDCEQS
The Interim P.D.1. uy be proposed by any member of the force (as
outlined im Appendix A).
After being drafted, the Interim P.D.1. will be foruvarded to:

1. 7The Plenning & Research LteuI:enanE. vhere it will be
logged and then forvarded to the appropriate Police Division Sectionm,
dependiug upon the subject matter,

2, 1In the event the subject involves & spectﬂc departuwent,
that department will be comsulted ({.e. Public Affairs, Autcmotive, etc.)

3. lav Department for review and comment,

‘After receipt of the comnents, & final Interim P.D.I. would be

developed and submitted to the Superintendent of Police for approval.
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Folloving approval by ths Superintandant of l?oltgo. the Interim
P.0.I. would be processsd. as outlined in Appesdix F, paragraph C.
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THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY p.D.1. 1-2

~ _ OATH OF OFFICE
POLICE DIVISION INSTRUCTION SEPTEMBER, 1981

PORT AUTHORITY POLICE
OATH OF OFFICE

STATE OF NEW JERSEY)

1 §S.:
COUNTY OF HUDSON )

I, ' do solemnly
swear that I meT*support the Constltutlon ot the United States and the

Constitutions of the states of New York and New Jersey, and that I will
faithfully discharge the duties of Police Officer in and for the Port

Agthor1ty of New York and New Jersey, according to the best of my
ability

1 do further so]emn1y swear that I will bear true faith and
allegiance to the Constitution of the United States and the constitutions
of the said states and to the governments established in the United
States and in the said states, under the authority of the people; and
will defend them against all enemiés.,foreign and domestic; that I do not
believe in, advocate or advise the use of force, or violence, or other
unlawful or unconstitutional means, to overthrow or make any change in
the government established in the United States or in the said states;
and that I am not a member of or affiliated with any organization,
association, party, group or combination of persons, which approves,
advocates, advises or practices the use of force, or violence, or other
unlawful or unconstitutional means, to overthrow or make any change in
any of the said governments so estab1xshed. and that I am not bound by

any allegiance to any foreign prince, potentate, state or sovereignty
whatever.

Signature

Subscribad and sworn before me
this - day of . 18




