FOT# 14535

Duffy, Daniel

From: fmendola@gmail.com

Sent: Wednesday, January 08, 2014 12:18 PM

To: Duffy, Daniel

Cc: Torres Rojas, Genara; Van Duyne, Sheree
Subject: Freedom of Information Online Request Form
Information:

First Name: Gina

Last Name: Longarzo

Company: Law Office of Gina Longarzo
Mailing Address 1: 400 Main Street
Mailing Address 2:

City: Chatham

State: NJ

Zip Code: 07928

Email Address: fimendola@gmail.com
Phone: 973-868-3344

Required copies of the records: Yes

List of specific record(s):
PANYNIJ PBA Handbook PANYNIJ Recruit Handbook-PDIPOI



ORIMY OF NY & NJ

FOI Administrator

February 25, 2014

Ms. Gina Longarzo

Law Office of Gina Longarzo
400 Main Street

Chatham, NJ 07928

Re: F'reedom of Information Reference No. 14515

Dear Ms. Longarzo:

This is in response to your January 8, 2014 request, which has been processed under the Port
Authority’s Freedom of Information Code (the “Code™) for a copy of the Port Authority's PBA
Handbook, Recruit Handbook, PDI and POI.

Material responsive to your request and available under the Code can be found on the Port

Authority’s website at htip://www.panynj.gov/corporate-information/foi/14515-O.pdf. Paper
copies of the available records are available upon request.

Certain material responsive to your request is exempt from disclosure pursuant to exemption (4)
of the Code.

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

Very truly yours,

FOI Administrator

225 Park Avenue South, 1 7ih Floor
New York, NY 10003

[ 212 4355 5642

[ 212 435 7555
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DIRECTOR OF ADMINISTRATION POLICE DIVISION
POLICE DIVISION INSTRUCTION INSTRUCTION MANUAL

SEPTEMBER 1975

I. INTRODUCTION

The Police Division utilizes a system of written instructions designated as Police
Division Instructions (P.D.l.'s), a complete set of which constitutes the Police
Division Instructions Manual. This Manual is designed to provide a source of
standing Police Division policies and procedures.

il. DESCRIPTION

A. P.D.l.'s are official directives from the Superintendent of Police to all
members of the force, setting forth-administrative policies, procedures, and
regulations of general applicability and long-term effect and usefulness. As
such. they assume precedence over any similar instructions or notices issued
at unit levels.

B. In general, P.D.l.'s deal with the following subjects:

1. Overall structure and functions of the Police Division organization.

2. Regulations, Policies, Standards and Procedures affecting members
of the force.

P.D.l.'s are issued only by authority of the Superintendent of Police.

. FORMAT

In order to provide uniformity of style and presentation, the format of the P.D.I. is
arranged so as to follow the sequence described below:

A. Heading - including a numerical identification of the instructions (see Par.
IV) and date of issuance.

B. Brief description of the title.

C. Introduction - briefly describing the purpose and/or nature of the instruction.

D. Policy statement - included wherever applicable.

E. Body - describing in detail the operation, or applicability, of the policy,
process or procedure.

F. Appendices as required.

IV. NUMERICAL IDENTIFICATION

P.D.l.'s are classified and coded by subject and are numbered in accordance with
a system comprising the following elements:

A. Primary -number - this number identifies the major sections of the Police
Division Instruction.
B. Secondary number - this number identifies the order in which each P.D.I.

appears in its section. (P.D.l. 4-2 indicates the second P.D.I. in Section 4)

V. TABLE OF CONTENTS

A The Table of Contents is a listing of all current P.D.1.'s, grouped by subject
matter, in the numerical sequence in which they appear in the manual. Also
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P.D. I 11

listed is the date of issuance of each Instruction, or if revised, the date of the
last revision.

B. The Table of Contents also provides for a Change Notice Control -Sheet on
which pertinent data concerning change notices is to be recorded. (See
Appendix C, Exhibit 1).

C. The Planning and Administrative Section is responsible for the publication of
a corrected Table of Contents at periodic intervals, as may be warranted.

VI. MANUAL BINDERS

All P.D.I’s, which are of current effect, are maintained in proper numerical
sequence in special ring binders supplied to manual holders. As new instructions
are issued, they are inserted in the binder in proper order.

VII. MAINTENANCE OF THE MANUAL

Commanding Officers are responsible for taking necessary measures to insure
proper maintenance of Manuals issued to holders at their respective facilities. The
Planning and Administrative Section maintain a list of manual holders. New or
revised instructions, change notices, and revised editions of the Table of Contents
and Index are distributed as described in Section IX, by this section.

VIli. RESPONSIBILITY

A. The Planning and Administrative Section is responsible for:

-_—

Preparation of all P.D.l.'s

2. Reviewing all proposed P.D.l.'s or proposed revisions for form and
substance.

3. Coordinating the clearance of all proposed P.D.l.'s or proposed revisions
and obtaining final approval from the Superintendent of Police.

4. Periodically conducting an overview of the P.D.l. Manual to discover

obsolete P.D.l.’s, which should be rescinded, out-of-date P.D.l.’s, which
should be revised, gaps in the manual requiring new P.D.l.'s, and
initiating necessary action based on this review.

5. Seeing that copies of new or revised P.D.l.'s are reproduced and
distributed to all manual holders.
6. Maintaining the P.D.l. system on an overall basis.
B. Police Division Sections (Operations, Planning, Inspections, Emergency

Service) will be responsible for reviewing P.D.l.'s contained within their
sphere of particular interest, in order to initiate the appropriate action for
amending the P.D.l.'s.

IX. DISTRIBUTION

Copies of all P.D.1.'s will be distributed to and maintained by the following:

1. The Superintendent of Police
2. The Police Inspector
3. Manager - Police Planning and Administration
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7.
8.
9.

10.
11.
12.
13.
14.
15.
16.
17.
18.

All Deputy Inspectors

The Investigative Unit

All Commanding Officers. Copies to be maintained at:

a) The captain's office

b)  The police desk (c) the police reserve room

Police Academy. Sufficient copies to be maintained for
Training purposes.

Police Division Planning and Research Lieutenant

Law Department.

Personnel Department

Director of Administration

Management Services Department

Office of the Port Authority Secretary

Port Authority Library

President - Port Authority Police Benevolent Association (N.Y.)
President - Port Authority Sergeant's Benevolent Association

President - Port Authority Superior Officer's Association

X. P.D.l. PROCEDURES

The procedure to be used when preparing a Police Division Instruction is outlined in

Appendix A of this instruction (Preparation of the P.D.1.).

The clearance process for the P.D.l. is covered in Appendix B.

Appendix C refers to the Change Notice and its uses.

Appendix D refers to the procedure for processing obsolete P.D.1.'s.

An Interim P.D.l. procedure has been developed to deal with new subjects heretofore

not covered in the P.D.l. manual (see Appendix 8).

P.D. 1. 1-1
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APPENDIX A

PREPARATION OF THE P.D.1.

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

The following steps will be followed when proposing a revision or a new P.D.|.

A. The proposal will be reduced to writing, with a draft copy of the proposed P.D.I.
attached, and submitted to the member's immediate supervisor for review.
B. The supervisor will review the proposal to insure that the information contained in
the proposal:
1. Is factual and the change is warranted;
2. Does not already appear elsewhere in the-P.D.l.'s;
3. Does not conflict with information in memoranda of agreement or the the-
P.D.l's
C. After review, if the supervisor agrees that the proposal should be developed into
a P.D.I. (or P.D.I. change) he will forward it with his comments to his superior for

review.

()

If approved, the proposal will be forwarded to the Planning and Research
Lieutenant where it will be logged and then submitted to the appropriate Police
Division Section, for review.

The appropriate Police Division Section will review the proposal. If it is recommended
that a proposal is valid and should be pursued, it will be forwarded to the Planning and
Administrative Section where it will be researched and a preliminary review P.D.I.
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APPENDIX B

P.D.l. CLEARANCE PROCESS

Upon completion of the first draft of the P.D.I. it will be circulated to the Senior
Police Division staff for review and comments.
Upon receipt of these comments, a final draft will be developed and forwarded to

the following departments and units for review:

1. Facility Commanding Officers.
2. Law Department.
Management Services Department (where the subject may refer to the
subject of a P.A.l.)
4, General Managers (where the P.D.I. may affect the operation of a Line
Department)
Review by Police Division Staff and Facility Commanding Officers will be limited
as described in the transmittal memorandum. Comments must be forwarded to
the Police Division Research Lieutenant. If additional review time is required, a
written request must be made by the Commanding Officer to the Manager. Police
Planning and Administration. Failure to respond within the prescribed time period
will denote approval of the draft P.D.I.
Upon receipt of comments from all interested parties, a final P.D.1. will be written
and forwarded to the Superintendent of Police for final approval.
Upon approval of the Superintendent of Police, the P.D.I. will be sent to the
Duplicating Section of Communications Services where it will be reproduced and

subsequently sent to the mail room for distribution as described in section IX.
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APPENDIX C |

THE P.D.l. CHANGE NOTICE

Minor revisions to the P.D.I., such as simple corrections, deletions or additions, do not
justify the issuance of a completely revised P.D.1. This type of change can be made in
writing.
Example: Changes in telephone numbers and addresses.
The Planning and Administrative Section issue change Notices.
Minor revisions are brought to the attention of manual holders by the issuance of
"Change Notices."
A.  Change notices list a specific change or changes to be made in pen and ink by
manual holders.
B. Change Notices are numbered serially, thus insuring all manual holders that they
have received all such notices.
C. Upon receipt of a Change Notice, the manual bolder:
1. Makes the necessary change or changes;
2. Enters the number of the Change Notice in the margin adjacent to the
change; and
3. Enters on the Change Notice Control Sheet (Exhibit I) provided with the
Table of Contents, the number of the Change Notice, the date. The P.D.I.,
the paragraph number(s) amended, and his initials to indicate that the
change has been made.
4. Lists the change notice number in the Table of Contents next to the
appropriate P.D.l.
D. The Change Notice can then be discarded. The Police Division Research

Lieutenant keeps a master set of Change Notices.
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APENDIX C, EXHIBIT |

Port Authority Police
Police Division Instruction Manual

CHANGE NOTICE CONTROL SHEET

Change Notice
Number

Date of Change
Notice

P.D.l and Paragraph
Reference Number

Change Entered
By (initials)
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P.D. 1. 1-1
APPENDIX D

OBSOLETE P.D.l.'s

Obsolete P.D.l.'s are brought to the attention of Manual holders through the

Change Notice system described above.

In addition to removing the affected P.D.I. from the manual, the manual holder
should lime out the appropriate title in the Table of Contents and enter the Change

Notice number in the margin.
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APPENDIX E

THE INTERIM P.D.I.

The Interim P.D.1. is an instruction dealing with a major subject heretofore not covered in

the Interim P.D.l.'s are issued pending the review and clearance of a formal P.D.l. on the
subject.

The Interim P.D.1I. is numbered and dated so as to correspond to the section of the
manual that the subject falls in.

The Interim P.D.l. is kept at the rear of the appropriate section until such time as the
formal P.D.1. is developed. When the new P.D.1. is placed in the appropriate section of
the manual, the Interim P.D.l. may be discarded.

The Interim P.D.1. will be listed in the Table of Contents, at the end of the appropriate
section. When a permanent P.D.l. is developed, the Interim P.D.1. will be crossed out.
The date and new P.D.I. number will be entered in the margin. The new P.D.I. will then

be listed in its proper place in the Table of Contents.

REVIEW PROCESS

The Interim P.D.l. may be proposed by any member of the force (as outlined in Appendix
A).
After being drafted, the Interim P.D.I. will be forwarded to:
1. The Planning is Research Lieutenant, where it will be logged and then forwarded
to the appropriate Police Division Section, depending upon the subject matter.
2. In the event the subject involves a specific department, that department will be
consulted (i.e. Public Affairs, Automotive, etc.)
3. Law Department for review and comment.
After receipt of the comments, a final Interim P.D.l. would be developed and submitted to
the Superintendent of Police for approval.
Following approval by the Superintendent of Police, the Interior would be processed as

outlined in Appendix P, paragraph C.
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¢ DIRECTOR OF ADMINISTRATION OATH OF OFFICE
POLICE DIVISION INSTRUCTION SEPTEMBER 1981

PORT AUTHORITY POLICE
OATH OF OFFICE

STATE OF NEW JERSEY)
SS.:

COUNTY. OF HUDSON)})

[, , do solemnly
swear that | will support the Constitution of the United States and the
Constitutions of the states of New York and New Jersey, and that | will
faithfully discharge the duties of Police Officer in and for the Port Authority of
New York and New Jersey, according to the best of my ability.

| do further solemnly swear that | 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
enemies, foreign and domestic; that | 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 | 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 established; and that | am not bound by any allegiance
to any foreign prince, potentate, state or sovereignty whatever.

Signature

Subscribed and sworn before
me this day of, 200
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THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY

_ DIRECTOR OF ADMINISTRATION
POLICE DIVISION INSTRUCTION

P.D.1.1-6

POLICE INSPECTOR -
REGULAR DUTIES

NOVEMBER 1976

POLICE INSPECTOR

Under the supervision of the Superintendent of Police, performs responsible
administrative duties in developing police security standards and programs and
maintaining standards in the field. Work is performed within established policies and
general directions, but independence is used in the normal execution of duties. Work is
subject to review of superior through conferences, reports and appraisal of results
achieved

REGULAR DUTIES

1.

Directs inspections to insure maintenance of established police and security
standards including uniforms of police personnel; adequacy of conduct rules and
regulations; traffic control; law enforcement and accident investigation policies and
standards; and the condition of police quarters, equipment and supplies.
Discusses unsatisfactory conditions with superior officers or managers of facilities
and recommends corrective measures.

Makes personal observations to ascertain the fidelity with which established
procedures are followed, appraise the morale and attention to duty of police
personnel, evaluate public reactions to the police and determine working
conditions of assigned personnel. Prepares reports to superior on the results of
inspections and observations.

Directs the police-training program for all ranks by providing information needed in
the performance of duty or in meeting responsibilities, developing ability to perform
duties and developing ability to exercise sound judgment in the performance of
duties.

Develops and establishes standards for the control and issuance of uniforms,
insignia, firearms and other personal equipment. Recommends general regulations
to superior for the maintenance of police discipline.

Studies and makes recommendations on the training, operating procedures and
equipment of police personnel assigned to firefighting and. emergency services.

Screens requests for illustrative and technical data on Port Authority facilities from
unfamiliar sources. Reviews and comments on suggestions, plans and
specifications submitted to the division.

Develops emergency and civil defense plans for the Port Authority and integrates
the local plans of each facility into the program. Arranges for employee training,
conducts tests and makes recommendations on equipment, supplies and other
preparation needed for the program. Coordinates the Port Authority program with
the procedures of governmental civil defense organizations.

Assists other departments in arranging and conducting inspection trips,
ceremonies and other events requiring the use of police personnel.
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9. Contacts various law enforcement and firefighting organizations to coordinate Port

Authority Police programs with their activities in times of emergency and to obtain
data on new innovations.

10. Performs related duties as assigned.
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~~DIRECTOR OF ADMINISTRATION DEPUTY INSPECTOR - DUTIES
- POLICE DIVISION INSTRUCTION NOVEMBER 1976

DEPUTY INSPECTOR

The Deputy Inspector works under the direction of the Superintendent of Police, Police
Inspector or manager, Police Planning and Administration. Duties are performed within
established policies and general directions, but independent judgment is used under
both normal and emergency circumstances. Work is reviewed through conferences,
reports and appraisal of results achieved.

REGULAR DUTIES

1.

10.

11.

Reviews existing police operational standards for effectiveness and insure proper
enforcement of existing laws, Port Authority instructions, and Police Division
regulations.

Makes personal observations to ascertain the fidelity with which established
procedures are followed, appraise the morale and attention to duty of police
personnel, evaluate public reactions to the police and determine working
conditions of assigned personnel. Prepares reports to superior on the results of
inspections and observations. Recommends and coordinates implementation of
law enforcement programs directed at specific problem areas.

Reviews and appraises performance of Facility Commanding Officers.

Reviews and approves special plans for Police activities and traffic control.
Coordinates same with top ranking officials of other local law enforcement
agencies. ) '

Administers the Central Police Pool.

Commands an inspection team which, through scrutinization of records,
questioning of individuals and screening of prior reports to Division, determines
the adequacy of all aspects of Police operations, including supervision, condition
of equipment, appearance, morale and integrity of personnel, staff productivity,
and emergency and administrative procedures.

Prepares appropriate reports to the Superintendent of Police summarizing
findings.

Provides assistance to Facility Commanding Officers in developing local
inspection programs.

Determines the need for revision or improvement of Police Division facility-wide
standards based on findings of similar problems at various facilities.

Makes periodic unannounced spot inspections of facilities at all hours to
ascertain command readiness and adherence to procedures.

Conducts inquiries and investigations into allegations of misconduct by members
of the Police Force.
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12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

PD.I.1-7

Evaluates all contingency plans for possible emergencies at all facilities. Reviews
all such plans, assists in their modification and development, and evaluates their
effectiveness under simulated and actual conditions.

Provides technical assistance to Facility Commands in investigating causes of
equipment malfunctions and correct same responds to actual emergencies to
provide technical assistance when problems develop.

Develops, schedules and evaluates emergency training programs; develops and
updates emergency operating manuals and assists Facility Commanding Officers
in developing local training programs.

Keeps abreast of new technology in emergency situations; evaluates prototype
emergency equipment; recommends changes in procedures as appropriate.
Works closely with the Central Automotive and Risk Management Divisions in
developing new equipment and emergency plans.

Continually reviews quality and adequacy of all emergency equipment including
vehicles and recommends additions or changes where appropriate.

Supervises the processing of all Police personnel matters including merit
increases, transfers, education refunds, sick leave, disciplinary procedures and
payroll notices. Supervises the maintenance of all Police Division personnel files,
performance ratings, and disciplinary actions.

Coordinates standardization of procedures and practices as negotiated in
Memoranda of Agreement, prepares grievance responses, maintains liaison with
related Police employee associations, and provides contract interpretation
expertise. During the negotiation of new police labor agreements analyzes the
impact of proposed procedures on operations and the economics of such items,
and provides relevant background data concerning current and past police
practices.

Directs the preparation of the Police Division budget and long-range forecasts.
Analyzes and develops budget factors and supporting data. Supervises the
preparation of all facility police budgets. Reviews budget performance of all
police units.

Administers all Police disciplinary actions. Provides for the processing of all
actions, convenes trials where necessary, supervises the submission of Waivers
of Rights to Hearing, and oversees the dispensation of all punishments. Acts as
Police Division Prosecutor at Trial Boards. Planning and Research - Supervises
activities such as the analysis of manpower utilization, development of
information systems, and the projection of future manpower requirements

Performs related duties as required.
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- -DIRECTOR OF ADMINISTRATION POLICE CAPTAIN -
POLICE DIVISION INSTRUCTION REGULAR DUTIES

REVISED JUNE 1973

POLICE CAPTAIN

Under the supervisory of a facility manager, plans, coordinates and' supervises traffic
and police activities at a major Port Authority facility. Work is normally performed within
established policies and regulations, sound judgment and decisive action are required in
emergencies and in meeting work problems. Work is subject to review through reports,
conferences and effectiveness of traffic and police measures taken.

Individual Police Captain positions may require the performance of any combination of
the following duties:

REGULAR DUTIES

1.

Plans traffic and police activities at a major Port Authority Facility.

a. Makes recommendations on the need for police coverage at specific
areas/locations.

b. Supervises the preparation of police work schedules and assignments.

Supervises the preparation of the facility police budget.
Is responsible for emergency equipment/crews at an airport facility.
a. Supervises fire-fighting and rescue operations.

b. Supervises the instruction of subordinates in the operation and use of airport
emergency equipment.

Is responsible for emergency equipment/crews at a tunnel or facility.
a. Supervises fire-fighting and rescue operations.

b. Supervises the instruction of subordinates in the operation and use of emergency
equipment.

Conducts facility inspection for fire and other hazards and implements corrective
measures when warranted.

Supervises Police Lieutenants and through them, their subordinates, to assure:
a. Proper operation of emergency equipment.

b. Enforcement of Port Authority Rules and Regulations.

c. Enforcement of traffic and criminal statues.

d. Compliance of Police Division and facility instruction.

Inspects equipment and quarters assigned to facility police and implements
corrective measures when warranted.

Makes recommendations on the need for new or additional police equipment.
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10.

11.

12.

13.

P.D.1.1-8

Reviews reports of criminal activity, accidents, unusual occurrences and other police
activities and initiates corrective measures when warranted.

Investigates all complaints involving facility police personnel or police operations.
a. Notifies the Inspector of Police of the nature 'of the complaint.

b. The results of the investigation, with recommendations, are forwarded to the
Deputy Inspector who is responsible for the activities of the affected facility.

Confers with representatives of other Criminal Justice Agencies on matters of mutual
concern.

Inspects other than assigned facility on an unscheduled basis.
a. To observe police activities.

b. Appraise the effectiveness of the police operation and its conformance to
established procedure and standards.

c. Submits a report of the unscheduled inspection to the Deputy Inspector of Police
who is responsible for the activities of the inspected facility.

Performs related duties as assigned.
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— DIRECTOR OF ADMINISTRATION
POLICE DIVISION INSTRUCTION

REVISED AUG

POLICE LIEUTENANT

Under the direct supervision of a Police Captain or an Administrative Superior, plans and
supervises the activities of Police Officers and Police Sergeants at a large Port, Authority
facility. Work is generally performed in accordance with established rules and
regulations, but in emergencies or unusual circumstances sound judgment and initiative
are needed to take effective action. Work is subject to review through reports and
inspections of superior.

Individual Police Lieutenants may perform any combination of the following duties:

REGULAR DUTIES:

1.

~

10.

Plans and prepares specific work schedules and makes work assignments.
Observes the work of police personnel under his supervision and instructs them in
the performance of their duties. issues notices and local reguiations, and at the
scene of unusual occurrences, directs police activities.

Inspects the equipment and quarters assigned to police personnel, gives directions
on its operation or use, and makes arrangements for its repair and maintenance.

Makes investigations of unusual occurrences and other traffic and police matters,
prepares reports of findings for superior, and takes or requirements corrective
measures.

Is responsible for the completion and maintenance of a variety of police records.

Supervises the direction and control of vehicular traffic in accordance with
established traffic flow and routing patterns, and the enforcement of traffic
regulations. Directs the removal of stalled vehicles from bridge, tunnel and other
roadways and checks on the use, operation and maintenance of towing
equipment.

Plans and supervises the policing of public, tenant and Port Authority area for
security purposes. Enforces Port Authority rules and regulation and public lows.
Investigates unusual acts and occurrences, and takes corrective action or makes
recommendations to superior.

Supervises the training of emergency crews; directs the operation, use and care of
emergency equipment; and supervises fire fighting, towing and rescue activities.

Inspects buildings, roadways, open areas and facility activities for accident hazards
and insures enforcement of fine, traffic safety and.

Maintains liaison and cooperates with police personnel of Criminal Justice
Agencies adjoining Port Authority facilities and with representatives of other law
enforcement agencies.

Performs related duties as assigned.

P.D.1.1-9

POLICE LIEUTENANT -
REGULAR DUTIES

UST 1973
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DIRECTOR OF ADMINISTRATION DETECTIVE LIEUTENANT - DUTIES {—
POLICE DIVISION INSTRUCTION NOVEMBER 1976

DETECTIVE LIEUTENANT

The Detective Lieutenant works under the general supervision of the Commanding
Officer, Investigative Unit. He is the responsible supervisor for subordinate Investigative
Unit personnel and performs a variety of administrative duties associated with the
management of the Investigative Unit. Work is subject to review through reports,
conferences and results achieved.

REGULAR DUTIES

1. Plans and prepares specific works schedules and designates work assignments.
Observes the work of personnel in the Investigative Unit and instructs them in the
performance of their duties. Issues notices and local regulations; and at the scene
of a crime or other unusual occurrence, assumes control of the investigation.

2. Inspects the equipment and quarters assigned to detective personnel; give
direction on its operation or use; makes arrangements for its repair and
maintenance.

3. Conducts investigations of unusual occurrences and other security related matters;
prepares reports of findings for superiors and initiates or recommends corrective
measures.

4. Responsible for the maintenance and completion of records on investigative and
security activities.

5. Plans and supervises the policing of public, tenant, and Port Authority areas for
security purposes. Enforces Port Authority rules and regulations and public laws. .

6. Maintains liaison with airlines and other police agencies.

7. Evaluates new investigative techniques and recommends adoption of those most
suitable to Port Authority requirements.

8. Develops overall plans for security measures at Port Authority facilities.
9. Performs the duties of the Commanding Officer, Investigative Unit, in his absence.

10. May perform a variety of related administrative
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/__DIRECTOR OF ADMINISTRATION POLICE SERGEANT - DUTIES
POLICE DIVISION INSTRUCTION REVISED SEPTEMBER 1976

POLICE SERGEANT

Under the immediate supervision of a Police Captain, Police Lieutenant or, in some
Cases, of an administrative superior, is responsible for the activities of a group of Police
Officers. Work is generally performed in accordance with established rules and
regulations, but in emergencies or unusual circumstances sound judgment and initiative
are needed to take effective action. Work is subject to review through reports and
inspections of superiors.

Individual Police Sergeant positions may require the performance of any combination of
the following duties:

REGULAR DUTIES

1. Inspects the appearance and equipment of Police Officers at the beginning of tours
and records absences. Assigns posts and specific duties to officers. Observes their
work, and as needed, gives instructions in the performance of their assigned
duties. Issues special instructions and assignments at the scene of unusual
activities.

2. Reviews reports on daily activities and on unusual incidents submitted by officers.
Makes special investigations of unusual happenings or conditions as directed.

3. Trains and instructs new Police Officers in specific facility assignments, procedures
and practices, including detailed traffic control and routing techniques, equipment
operation, communication procedures, etc.

4.  Supervises the placing of traffic barriers, and distribution of traffic. Nay examine
vehicles and cargo to determine conformance to regulations for admittance to Port
Authority facilities.

5. Isresponsible for the activities of an emergency garage at a bridge or tunnel facility
on an assigned tour. Supervises and instructs Police Officers in the use of tractors
and towing equipment to remove stalled vehicles from traffic lanes. Directs and
participates in towing, firefighting and first aid activities at the scene of
emergencies.

6. Isresponsible for firefighting and crash equipment and crews at an airport facility
on an assigned tour. Directs and participates in firefighting and rescue work, and
supervises and instructs Police Officers in the operation and use of emergency
equipment. Maintains facility police records and acts as custodian of found
property untii properiy disposed of.

7. Isresponsible for the protection of life and property at a facility on an assigned
tour. Supervises and participates in patrolling areas, observing vehicular and
pedestrian traffic, preventing crime, answering inquiries, etc.

8.  When assigned to the Central Police Desk, is responsible for the assignment of
Central Police Pool personnel, for proper notification of superiors in cases of serious
occurrences and for the maintenance of records.

9. Performs related duties as assigned.
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DIRECTOR OF ADMINISTRATION DETECTIVE SERGEANT - DUTIES (-
POLICE DIVISION INSTRUCTION REVISED SEPTEMBER 1981

DETECTIVE SERGEANT

Under the direct supervision of the Commanding Officer, Criminal Investigation Bureau,
or Detective Lieutenant who checks his work through reports and periodic inspection, is
responsible for the activities of a group of detectives and plainclothesmen. Work is
generally performed with standard practice and established rules and regulations, but in
emergencies, sound judgment and initiative are used in adopting the best course of
action. He may be required to perform any combination of the following duties:

REGULAR DUTIES

1. Observes the appearance and equipment of detectives or plainclothesmen
assigned to him and records absences. Assigns investigations, follow-ups,
surveillances and other related specific duties to personnel. Observes their work
and as needed, gives instructions in the performance of their assigned duties.
Issues special instructions and assignments at the scene of unusual activities.

2. Reviews reports on daily activities and unusual incidents submitted by _officers.
Conducts special investigations of unusual happenings or conditions as directed.
May, at the direction of higher-level supervisory officer, engage in confidential
investigations emanating from the office of the Superintendent of Police.

3. Trains and instructs new plainclothes personnel in specific unit assignments,
procedures and practices including established investigative techniques,
equipment operation, communications procedures, etc.

4, Evaluates detectives and plainclothes personnel performance, submitting
recommendations for advancement, assignment and merit salary increases.

5. Has responsibility for the completion and maintenance of records and
communications relating to investigative activities.

6. Plans and supervises the policing of public tenant and Port Authority areas for
security purposes. Enforces Port Authority rules and regulations and public laws.

7. May perform other comparable related police duties.
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., DIRECTOR OF ADMINISTRATION POLICE OFFICER - DUTIES
' POLICE DIVISION INSTRUCTION SEPTEMBER 1976

POLICE OFFICER

Under the immediate supervision of a Police Sergeant maintains law and order and
protects life and property at or in the vicinity of Port Authority facilities. Normal duties are
performed according to established rules and regulations but in emergencies sound
judgment and initiative are required to adopt the best course of action. Work is subject to
check through reports and frequent inspections by superiors.

Individual Police Officer positions may require the performance of any combination of the
following duties:

REGULAR DUTIES

1.

Directs the movement of vehicular and pedestrian traffic at or in the vicinity of a
facility. Controls and expedites traffic movement in accordance with established
patterns of traffic flow and routing under normal conditions, but in unusual
circumstances devises temporary traffic regulation methods.

Patrols assigned posts or areas by foot or automobile. Observes the flow of
vehicular traffic and takes appropriate actions to prevent or clear stoppages and
prevent violations of traffic regulations. Patrols assigned areas to protect property,
to prevent unlawful conduct and incidents, and to caution or to apprehend
violators.

Operates tractors and towing equipment and removes stalled vehicles from tunnel,
bridge and contiguous roadways. Operates emergency equipment and responds to
alerts at airports. Fights fires, administers first aid and takes other related actions
as needed in emergencies.

Enforces traffic regulations as a peace officer. Issues summons, and prefer
charges against violators of municipal and state statutes, and gives testimony as
required.

May perform duties such as the following on specific assignments:

a. Checks the weight, size and cargo of vehicles to determine conformance to
hazardous cargo and other regulations and eligibility for admittance to Port
Authority facilities.

b. Acts as aide to superior officer. Maintains records, prepares reports and
work schedules, checks roll calls and squad assignments and acts as
custodian of police records, supplies and found property.

c. Mans police desk at a facility. Maintains police blotter and various logs and

records. Receives complaints, and answers questions and performs
miscellaneous clerical duty.
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Is responsible for the protection of life and property at a facility on an assigned
tour. Supervises and participates in patrolling areas, observing vehicular and
pedestrian traffic, preventing crime, answering inquiries and performing related
police duties.

When assigned to the Central Police Desk, is responsible for the assignment of
Central Police Pool personnel, proper notification of superiors in cases of serious
occurrences and the maintenance of records.

Performs other related duties as assigned.

P.D.1.1-13
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., DIRECTOR OF ADMINISTRATION DETECTIVE - DUTIES
POLICE DIVISION INSTRUCTION REVISED: NOVEMBER 1980
DETECTIVE

Under the direct supervision of the Commanding Officer of the Investigative Unit, a
Detective Lieutenant and a Detective Sergeant, performs confidential investigatory
functions for the purpose of maintaining internal security at Port Authority facilities and
preventing unlawful conduct. Detectives normally work according to established rules
and regulations, but in unusual circumstances are required to use initiative and sound
judgment in adopting the best course of action. In accomplishing this responsibility, he
may be required to perform any combination of the following duties:

REGULAR DUTIES

1.

Maintains internal security at Port Authority facilities by observing activities,
collecting information on personnel, property and operations, establishing factual
evidence of conduct in violation of Federal, State and Municipal laws and Port
Authority Rules and Regulations, apprehending violators and giving testimony in
the prosecution of violations and criminal offenses.

Maintains surveillance, conducts investigations and takes appropriate police action
to prevent or apprehend perpetrators of theft, robberies, sex offenses, homicides
and similar criminal activities in public and other areas at Port Authority facilities.

Investigates the loss of Port Authority funds and property as a result of theft, fraud
and other unlawful acts involving revenues, use fees, equipment and fixtures,
claims, etc.

Investigates and takes appropriate police action in connection with report
incidences and conditions such as complaints against members of the Port
Authority Police, narcotics use and traffic, soliciting, bomb threats, juvenile
mischief, loitering’ pickpockets, unlawful possession of weapons, telephone coin
box thefts, stowaways and fugitives, burglaries and larcenies at Port Authority
facilities.

Makes character investigations of new employees including Police Officer
candidates and report on their suitability for Port Authority employment, verifies
and report on the background of prospective tenants of Port Authority facilities.
Participates in arranging and providing protection for well-known visitors to Port
Authority facilities. Investigates and gathers evidence concerning serious motor
vehicle accidents and aircraft emergencies.

Under the direction of the Internal Affairs Division Commanding Officer, and while
assigned to Internal Affairs Division, may participate in confidential internal
investigations emanating from the office of the Superintendent of Police.

Performs other comparable related duties as assigned.
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POLICE OPERATIONS MANUAL

OATH OF OFFICE

State of New Jersey
SS..
County of Hudson

I, do solemnly swear that | will support the
Constitution of the United States and the Constitutions of the States of New York and New
Jersey, and that | will faithfully discharge the duties of Police Officer in and for The Port
Authority of New York and New Jersey, according to the best of my ability.

| do further solemnly swear that | 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 enemies, foreign and domestic; that 1 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 | 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 established; and that | am not bound by any allegiance to
any foreign prince, potentate, state or sovereignty whatever.

Signature

Subscribed and sworn before me
This day of , 20
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POLICE OPERATIONS MANUAL

PUBLIC SAFETY DEPARTMENT MISSION STATEMENT

The overall mission of the Public Safety Department is to plan, develop, implement and
administer policies and programs, which provide for an effective police force and result
in the suppression of crime, the preservation of law and order and the protection of life
and property.

This mission recognizes the need for a consistent and comprehensive dialogue with all
Port Authority departments in order to develop and deliver services in a cost-effective
manner that is compatible with overall Port Authority business objectives, as well as, the
need to provide a safe and secure environment for patrons, tenants and employees at all
Port Authority facilities.

The Public Safety Department's strategic objectives are to:

Improve the productivity of police resources through the use of proven technology.

® Enhance the flexibility of police leadership to deploy police resources in the most
effective and efficient manner possible.

e Improve the training curriculum for all ranks to achieve an understanding of the
relationship between the Port Authority mission and the Public Safety mission.

o Maintain consistent and meaningful communications with line department
management in order to meet overall business objectives and customer service
levels.

o Provide all departments with a satisfactory level of investigatory, consulting and
reporting services to assist them in strengthening crime prevention programs and
maintaining a satisfactory level of integrity in conducting Port Authority business.

® Improve the coordination and direction of the Public Safety mobilization response
to emergencies or other unusual occurrences at Port Authority facilities.
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) Maintain a professional working relationship with domestic and international law
enforcement agencies for meeting Public Safety Department goals.

o Establish an effective managerial support system to improve the efficiency with
which police services are delivered.

By order, of:

Director, Public Safety Department
Superintendent of Police
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POLICE OPERATIONS MANUAL

POLICE POWERS
POLICE POWERS IN NEW YORK

Members of the Port Authority Police are designated Police Officers by Section 1.20,
Subsection 34K, Criminal Procedure Law of New York which states:

34. "Police Officer." The following persons are Police Officers:

(K) A sworn officer of a police force of a public authority created by an
interstate compact.

POLICE POWERS IN NEW JERSEY

The authority of the Port Authority Police force is set forth in N.J.S.A. 32:2-
25. (Source. Laws of New Jersey, 1932, Chapter 113)

This section provides that members of the Port Authority Police force shall have all
powers conferred by law on police officers as constables in the enforcement of laws of
the state and apprehension of violators thereof.

By order 01:1:

Director, Public Safety Department
Superintendent of Police
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POLICE OPERATIONS MANUAL

THE POLICE TOUR COMMANDER AND AIRPORT DUTY MANAGER ROLES
DURING AN AIRPORT EMERGENCY INCIDENT

The following has been prepared to reflect the agreements reached by the Aviation and
Public Safety Departments on the roles of the Airport Duty Manager and the Police Tour
Commander during Airport incidents, and is intended to ensure that those individuals
who fill these important assignments are aware of the Port Authority's expectations with
respect to the discharge of their duties.

The Airport Duty Manager is the representative of the Airport General Manager and is
fully empowered to act on all matters with respect to the safe and efficient operation of
the airport. The Airport Duty Manager is expected to coordinate the activities of the
civilian staff in the absence of senior airport management, and maintain liaison with the
FAA in matters involving the AOA including the official closing and reopening of a portion
of or the entire airport for aeronautical use.

The Port Authority Police Tour Commander is the duty representative of the Police
Commanding Officer and is fully empowered to act on all matters concerning law
enforcement, aircraft rescue and fire fighting activities, and public safety. The Tour
Commander also represents the Port Authority in dealings with other public safety
providers both off and on the airport including external Police and Fire Departments and
Emergency Medical Services.

The Port Authority expects the Airport Duty Manager and the Police Tour Commander to
work together and in support of each other to ensure the proper coordination of airport
operations - both air and landside - and the provision of support services and resources
to achieve the quickest, most effective resolution of an airport problem or emergency
situation.
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The cooperative interaction of the Airport Duty Manager and the Tour Commander is
most critical during an aircraft emergency incident and since those interactions and
responsibilities provide a guideline for other types of emergencies, it is useful to spell-out
in broad terms the Port Authority's expectations of what should occur during an actual
aircraft emergency incident. It is virtually impossible to provide direction for every
conceivable incident scenario, so we continue to rely on the professionalism,
cooperation, experience and common sense of those involved.

ACTUAL AIRCRAFT EMERGENCY INCIDENT

The Tour Commander responds to the scene of the incident, takes command of the
incident site and coordinates fire suppression and rescue activities. In this role, the Tour
Commander assumes the title of Incident Commander and is directly responsible for
working with and coordinating the fire and rescue efforts of both on-airport and off-airport
responding agencies including police, fire, and EMS personnel.

The Incident Commander determines the need for and requests medical assistance in
consultation with any medical advisors who may be available.

The Incident Commander will locate the Command Post (CP) in a location from which
command and control can best be exercised and where it will cause the least amount of
interference to surrounding uninvolved areas. Whenever possible, site selection should
be made in consultation with the Airport Duty Manager whose special knowledge of the
aeronautical area and airport operational requirements can aid the Incident Commander
in selecting the optimum Command Post Site. The Incident Commander and the Airport
Duty Manager should both be present at the Command Post to ensure the availability
and most effective management of personnel and other resources. To ensure the
essential visibility of the CP, the Incident Commander's vehicle will be appropriately
equipped with the necessary communications and lighting systems and display
"COMMAND POST” signing. To avoid confusion, the Airport Duty Manager's vehicle,
although it might be located in close proximity to the Command Post, will not display
Command Post signing for this stage of the response.

During the fire fighting and life saving stages of the incident, the Airport Duty Manager
will assist the Incident Commander by coordinating the delivery of required personnel
and material resources from other units on the airport, Federal Agencies and the
Airlines, and assisting the staging and escorting of responding equipment to and from
the incident site. The Airport Duty Manager will also coordinate emergency response
activities with Terminal Services to mitigate the impact of the incident on other airport
operations.
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The Incident Commander will remain in charge of the incident site until all phases of fire
suppression and rescue operations have been completed and the necessary criminal
investigation and hazardous materials survey have been satisfied. This would normally
coincide with the release of the area by the National Transportation Safety Board
(NTSB). During this period the Incident Commander, Airport Duty Manager and NTSB
representatives should closely coordinate the necessary activities of all involved staff to
restore the area to operations as quickly as possible. At the point that the Airport Duty
Manager assumes responsibility of the site, the role of the Police Forces remaining at
the incident site will revert from operational control to security/fire watch, and supporting
the Duty Manager and the NTSB as required. As the situation permits, the Duty Manager
will begin to deploy civilian resources to begin the recovery operation, and the Tour
Commander, depending on the circumstances, would normally return to his/her regular
duties.

Based on the circumstances and expected duration of the incident and the weather
conditions at the time, the Airport Duty Manager and the Incident Commander will confer
on the need, the use and the location of the Airport Mobile Command
Post/Communications Vehicle. The policy for the use of these vehicles will be
established by each Airport General Manager in consultation with his Operations
Manager and Police Commanding Officer.

AIRPORT/AIRCRAFT RECOVERY

The Airport Duty Manager will be responsible for the management of the incident site
once the Tour Commander has completed his/her duties as stated above and the
recovery phase commences. The Duty Manager will coordinate with and provide for the
needs of non-emergency functions, which normally follow an aircraft accident, including
liaison with the FAA, the NTSB, Airline, Postal, Immigration and Customs staff, and the
aircraft recovery team. During the recovery phase, the Incident Commander will provide
police support as circumstances require.

ROUTINE ALERTS

"Normal" or precautionary alerts do not entail the massive response of equipment and
personnel to an incident site that an actual accident would precipitate, nor do they
necessitate the establishment of a command post. Therefore, such "precautionary”
alerts should be handled with personnel performing within their normal parameters of
responsibility, i.e., Crew Chief (and the Incident Commander when circumstances
permit) oversees the placing and response of the emergency trucks, while the Duty
Manager coordinates disposition of the runways and aircraft movements with FAA Tower

Formerly,




Subject: Airport Emergency Roles of TC & Duty P.O.l. 9-1

Manager
Issued: November 1, 1994 Page 4 of 5
Revised: Effective: November 14, 1994
personnel.

If no emergency or threat to public safety is involved, the emergency equipment should
secure and the alert should be brought to the quickest possible conclusion. The Duty
Manager is responsible for making the necessary arrangements with FAA Tower
personnel to return to normal operations. If the Crew Chief (or the Incident Commander)
observes a fuel leak, unusual smoke or other signs of a potentially dangerous situation,
he/she will alert the Tower and others, as appropriate, and take the necessary action.
Once the initial Tower notification has been made, the Airport Duty Manager will
coordinate the necessary airline mechanical expertise, NOTAMS and runway and
taxiway closures. The aircraft should be allowed to exit the runway if possible, without
jeopardizing safety, prior to conducting the investigation of the aircraft condition.

In some cases, determining whether a threat to public safety exists is dependent upon
diagnosing a mechanical or structural problem. Port Authority personnel - neither police
nor operations - have been trained to authoritatively make such decisions. Therefore,
unless.there is a clear and present danger, the determination of whether an aircraft
mechanical or structural problem poses a safety hazard should lie with airline trained
personnel - typically the aircraft's pilot or flight crew, and/or an FAA certified A&P
mechanic. These latter individuals are either a normal part of the precautionary alert
response or can be brought promptly to the scene. The

Port Authority's Operations personnel should notify the Crew Chief on the availability and
expected time of arrival of airline support personnel. Questions of passenger safety
concerning aircraft on-board systems or conditions are also normally best decided by the
flight crew who have specialized training to diagnose and deal with such problems.

OTHER AREAS OF AGREEMENT

To facilitate the well coordinated and supportive response of these key airport staff
members, periodic meetings will be convened by the General Manager, or his/her
designee, with Airport Duty Managers, Tour Commanders and other appropriate staff to
discuss issues that have come to light which could interfere with or facilitate an effective
operation. Procedural problems, if any, experienced during the intervening periods could
be discussed and resolved at these meetings. Also, areas in need of additional staff
training can be identified. A discussion of incidents of critical safety or operational
importance caused by either police or civilian staff should not await these meetings.
Instead, these unresolved issues should be immediately forwarded to the General
Manager and discussed as soon as possible after the incident by the Airport Duty
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Manager, the Tour Commander and other appropriate staff, as necessary.

At the above meetings or other appropriate times, "cross training" should take place
involving the Airport Duty Managers and Tour Commanders, and other police and
personnel from other units to ensure that the highest possible skill levels are retained. To
ensure that the PA continues to enjoy the reputation of an effective, professional team,
these meetings would be most effective if they were conducted in-house prior to inviting
external agencies to participate. Airport layouts, miniature vehicle and aircraft replicas,
and other appropriate mockups should be available for use at these meetings. Duty
Managers and Tour Commanders are encouraged to meet during their tour with
available staff to create emergency scenarios and conduct an informal mini tabletop
exercise.

A presentation by an Airport Duty Manager will be incorporated into the course given
during the Police Basic Airport Fire Training focusing on the aeronautical area and the
responsibilities of non-police staff at airports.

A similar presentation by a Tour Commander will be incorporated into the course of
instruction for Basic Airport Operations Training on Police Emergency Operations and
Police responsibilities on the AOA.

As with any document of this type, which attempts to provide some degree of uniformity
and standard procedures to a process that will differ with each scenario, we will continue
to periodically review its applicability and implementation. As issues are raised that
require additional clarification and/or change, revisions will made.

James J. Nachstein Robert Kelly

Chief Inspector, Operations Chief Operations Officer
Public Safety Department Aviation Department

By order of:

Director, Public Safety Department
Superintendent of Police

Formerly,
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POLICE OPERATIONS MANUAL

THE POLICE TOUR COMMANDER AND GENERAL PATRON SERVICES
SUPERVISOR

Roles During a Tunnel and Bridge Emergency Incident

The following has been prepared to reflect the agreements reached by the Interstate
Transportation Department and Public Safety Department concerning the roles of the
General Patron Services Supervisor (FS-7) and the Police Tour Commander during
major incidents at the Holland Tunnel, Lincoln Tunnel, and George Washington Bridge
(Hudson River Crossings). This agreement is intended to ensure that those individuals
who fill these important assignments are aware of the Port Authority's expectations with
respect to the discharge of their duties.

The General Patron Services Supervisor (FS-7) is the representative of the Facility
Manager and is fully empowered to act on all matters with respect to the safe and
efficient operation of the facility including, but not limited to, traffic management, rescue,
fire and hazardous materials incidents. The Tour Commander directs all law
enforcement efforts and represents the Port Authority in dealings with other public safety
providers both off and on the Facility including external Police and Fire Departments and
Emergency Medical Services.

The Port Authority expects the FS-7 and the Police Tour Commander to work together
and in support of each other to ensure the proper coordination of Hudson River
Crossings' operations and the provision of support services and resources to achieve the
quickest, most effective resolution of a Hudson River Crossing problem or emergency
situation.

The cooperative interaction of the FS-7 and the Tour Commander is most during an
emergency incident and since those interactions and responsibilities provide a guideline
for other types of emergencies, it is useful to spell out in broad terms, the Port Authority's
expectations as to what should occur during an actual facility emergency incident. It is
virtually impossible to provide direction for every conceivable incident scenario, so we
continue to rely on the professionalism, cooperation, experience and common sense of
those involved.

Formerly,
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When a "major incident" occurs, the Incident Command System must be put into effect
and the Tour Commander assumes the role of Incident Commander and establishes a
Command Post. The Incident Command System will dictate a system of command and
delegation of duties and responsibilities of all involved in the incident. A "major incident"
can usually be determined by the scope of the danger, the length of time needed to
rectify the situation, and/or the need for substantial assistance from outside agencies.

In the event of a "major incident" which requires the need for coordinated Police,
Operations, Medical, Fire, Rescue, and Maintenance Services, the Incident Command
System becomes even more important in order for these units to work together
effectively and efficiently. Therefore, the Incident Command System becomes an
organized plan of action, which is necessary to manage an emergency, minimize its
impact, and restore normalcy. The Incident Commander's role is to coordinate the
activities of those involved in the incident and matters affecting the running of the facility
are to be requested through and with the approval of the FS-7.

For the purposes of this document, public safety shall mean to keep the general public
exempt from exposure to unreasonable threat of serious injury or harm.

Nothing in this agreement is to preclude the duties or responsibilities of the first
responding unit whether Police or Tunnel & Bridge Agent Specifically, the first employee
on the scene should, drawing upon his/her training and experience, make an immediate
assessment of the situation, to the best of his/her ability, notify the Communications
Desk, and begin rendering assistance (e.g., First Aid, CPR, fire suppression, hazardous
materials procedures, evacuation) commensurate to his/her level of training and the
equipment available, until more appropriate assistance arrives. Once help arrives, the
employee should remain, if possible, to assist as needed, unless directed to do
otherwise by his/her supervisor.

Whether or not it is evident that outside agencies (e.g., Fire Department, EMS) are
needed, the Communications Desk and/or FS-7 will immediately dispatch Emergency
Garage Personnel. Upon responding, and further assessment, the Emergency Garage
crew will handle the situation to their level of training, experience and available
equipment until assistance from external agencies arrives. Once this external help
arrives, the Emergency Garage crew will remain, if possible, to provide support as
needed, unless directed to do otherwise by the General Patron Services Supervisor after
clearance by the Incident Commander through the Command Post

Formerly,
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ACTUAL FACILITY EMERGENCY INCIDENT

Whenever possible, the Patron Services Group Supervisor (FS- 4) or the General Patron
Services Supervisor (FS- 7) responds to the incident site and coordinates the activities
of the Tunnel & Bridge Agents who are responsible for fire suppression, extrication,
rescue, first aid, hazardous materials activities, and other related duties. The Tour
Commander and the FS-7 establish a Unified Command and are directly responsible for
working with and coordinating the fire and rescue efforts of both facility and outside
responding agencies including Police, Fire, and EMS personnel.

The Incident Commander will locate the Command Post (CP) in a location from which
command and control can best be exercised and where it will cause the least amount of
interference to surrounding uninvolved areas. Whenever possible, site selection should
be made in consultation with the FS-7 whose special knowledge of the facility area and
operational requirements can aid the Incident Commander in selecting the optimum
Command Post site. In many cases the Communications Desk may serve as the
Command Post, especially at the tunnel facilities. The Incident Commander and the FS-
7 should both be present at the Command Post to ensure the availability and most
effective management of personnel and other resources. If the chosen site is other than
the Communications Desk or inside structure, to ensure the essential visibility of the
Command Post, the Incident Commander's vehicle will be appropriately equipped with
the necessary communications and lighting systems and display "COMMAND POST'
signing.

During the firefighting and life saving stages of the incident, the FS-7 will assist the
Incident Commander by coordinating the delivery of required personnel and material
resources from other units on the facility and assisting in the staging and escorting of
responding equipment to and from the incident site. The FS-7 will also coordinate
emergency response activities with the Incident Commander to mitigate the impact of
the incident on other facility operations. All requests for roadway and tunnel closures
shall be transmitted through the Command Post and coordinated with the FS-7.

The Incident Commander will remain in charge of the incident site until all phases of fire
suppression and rescue operations have been completed and the necessary criminal
investigation, safety investigation (e.g., Al, NTSB), and hazardous materials survey have
been satisfied. During this period, the Incident Commander and the FS-7 should closely
coordinate the necessary activities of all involved staff to restore the area to operations
as quickly as possible. As the situation permits, the FS-7 will begin to deploy resources
to begin the recovery operation and the Tour Commander, depending on the
circumstances, would normally return to his/her regular duties.

Formerly,
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FACILITY RECOVERY

The FS-7 will be responsible for the management of the incident site once the Tour
Commander has completed his/her duties as stated above and recovery phase
commences. The FS-7 will coordinate with and provide for the needs of non-police
functions, which normally follow an incident. During the recovery phase, the Tour
Commander will provide Police support, as circumstances require.

MINOR INCIDENTS

The term "minor incident" will mean that the situation can be handled solely by Port
Authority personnel and equipment, where external agency involvement is minimal, or
when there is no unreasonable threat of serious injury or harm to the general public, nor
do they necessitate the establishment of a Command Post.

Therefore, such incidents should be handled with personnel performing within their
normal parameters of responsibility. That is, during minor fires, spills, accidents or
stoppages the FS-7 coordinates the deployment of Emergency Garage personnel and
equipment while monitoring the impact on vehicular traffic. The Tour Commander
coordinates Police response.

In some cases, determining whether a threat to public safety exists is dependent upon
diagnosing a mechanical or structural problem. Port Authority personnel - neither police
nor operations - have been trained to authoritatively make such decisions. Therefore,
unless there is a clear and present danger, the determination of whether there is serious
damage to roadways or structures will be coordinated through outside experts such as
Maintenance, Construction, Engineering, Risk Management, or Environmental Services.

OTHER AREAS OF AGREEMENT

To facilitate the well coordinated and supportive response of these key facility staff
members, periodic meetings will be convened by the Facility Manager, or his/her
designee, with FS-7's, Tour Commanders and other appropriate staff to discuss issues
that have come to light which could interfere with or facilitate an effective operation.
Procedural problems, if any, experienced during the intervening periods should be
discussed and resolved at these meetings. Also, areas in need of additional staff training
can be identified. A discussion of incidents of critical safety or operational importance
caused by either Police or other staff, should not await these meetings. Instead, these
unresolved issues should be immediately forwarded to the Facility Manager and
discussed as soon as possible after the incident by the FS-7, the Tour Commander and
other appropriate staff, as necessary.

Formerly,
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At the above meetings or other appropriate times, "cross training" should take place
involving the FS-7's and Tour Commanders, and other Police and personnel from other
units to ensure that the highest possible skill levels are retained. To ensure that the Port
Authority continues to enjoy the reputation of an effective professional team, these
meetings would be of the most use if they were conducted in-house prior to inviting
external agencies to participate. Facility layouts, miniature vehicles and-facility replicas,
and other appropriate mockups should be available for use at these meetings. FS-7's
and Tour Commanders are encouraged to meet during their tour with available staff to
create emergency scenarios and conduct informal mini table-top exercises.

As with any document of this type, which attempts to provide some degree of uniformity
and standard procedures to a process that will differ with each scenario, we will continue
to periodically review its applicability and implementation. As issues are raised that
require additional clarification and/or change, revisions will be made.

James J. Nachstein Janis M. Beitzer

Chief Inspector, General Manager

Field Uniform Services TB&T Operations

Public Safety Department Interstate Transportation Department
By order of:

Director, Public Safety Department
Superintendent of Police

Formerly,
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To: All Members of the Force

INTERIM ORDER

PURPOSE:

1. Provide the Superintendent/Director with information to evaluate the
efficiency and effectiveness of the PAPD.

2. Implement procedures for Command Staff personnel to utilize while
conducting inspections of police personnel, equipment, personal protection
equipment, material, facilities, records, and operations, to ensure tasks and
assignments are being performed in accordance with existing policies and
procedures.

3. Identify opportunities for improvement within the PAPD.

4. Determine whether expected operational results are being realized as
planned.

POLICY:

The inspection shall be conducted in three (3) phases: Facility Records, Physical
Facility Inspection, and Personnel Inspection.

L. FACILITY RECORDS INSPECTION

1. Upon arrival inside the facility being inspected the Command Staff member
will:

A.  Sign the facility logbook in red ink denoting his/her arrival and
purpose.

B. Review facility log book entries since the last facility inspection.
C. Inspect all police facility logs, including but not limited to:

1. Portable Radios
2. Radar Units
3.  Shotguns
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Cell Detention

Emergency Vehicles
Emergency, Equipment
Impounds

Mobile Video Recording Equipment
Bail Receipt Book

Personal Property

Prisoner Property
Summonses

Desk Appearance Ticket Log
Property Vouchers

Evidence

Breathalyzer Equipment
Patrol Vehicles

Tour Commanders' Log
Hospital Security

LiveScan Equipment

Facility Emergency Plans.

Upon completion of the inspection the inspector will sign in red ink on the next
available - line or on the Face Sheet of the last entry made noting the date and
time that particular inspection was completed.

D.

The current, previous and next days roll calls for each tour shall be
read. Review with the Tour Commander;

ok wbh -~

Staffing Requirements
Overtime authorization

Proper manpower code usage
Manpower requests from CPP
Overtime procedure

Review all facility reports for the tour inspected, including but not
limited to:

1.
2.
3.

Arrests
Investigations
Aided Reports
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Property Damage
Aircraft Alerts
Incidents
Handwritten
Accidents
Vouchers/Evidence

© o N O

I PHYSICAL FACILITY INSPECTION

1. Observe and note any unusual particulars of the buildings, roadways,
parking areas/lots, aeronautical and all other areas within the Command
being inspected:

2. All police areas including, but not limited to (Police Desk, Report Rooms,
Reserve Rooms, Locker Rooms) shall be inspected for:

A. Safety

B. Cleanliness
C. Efficiency

D. Effectiveness

3. Evidence room and locker inspections will verify:

A. Sequential intake of evidence
B. Chain of custody -
C. Retention and release of evidence

4. Patrol Vehicles

A. Atleast one patrol vehicle will be summoned from the tour for
inspection:

1. Exterior/Interior

A Clean appearance
B Observe Officer's operation

2. Trunk - Emergency equipment present and have Police Officer
demonstrate their functionality
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3. Have Police Officer demonstrate emergency lighting and audio
equipment functionality

4. Emergency equipment and vehicles

A Spot check emergency equipment and vehicles for
their appearance and have the Police Officer demonstrate
their functionality

[ PERSONNEL INSPECTIONS

The Inspector will observe each member of the force contacted and ensure their
personal appearance and uniforms adhere to departmental guidelines.
Administer immediate corrective and/or disciplinary action as necessary.
Randomly check officers on posts-and their corresponding assignments to the
tour roll call.

Additionally, at least one member of the force will be summoned to the Police
Desk for inspection of:

Service weapon

2. Service weapon serial number recorded and verified with the Hdgts:
Equipment Sergeant (either at time of inspection or next tour on
duty)

3. Leather Gear

4. Hat shield and breast plate (numbers recorded and verified with
Hdqts. Equipment Sergeant)

5. Police ID
6. Memo Book
7. Driver's License

A Possession
B Status
C Expiration

8. Condition of body armor
9. If applicable, vehicle registration and insurance

CONCLUSION

Upon completion of all (3) three phases of the inspection, the Command Staff member
will sign out in red ink in the Police Blotter (log) noting time inspection concluded.
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The inspector will complete the attached Command Staff Facility Inspection Report and
forward it to:

Superintendent/Director

Chief responsible for Command
Zone Commander

Commanding Officer
Corresponding Operations Captain

moow»

Included report: will be-any recommendations discipline administered, remedial training
requirements or other general comments in addition to those prescribed On the
Inspection Report.

By Order of:

7Y Do

Fred V. Morrone
Director, Public Safety Department
Superintendent of Police
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COMMAND STAFF FACILITY INSPECTION REPORT OFF HOURS

INSPECTION CHECKSLIST

Inspecting Officer:

Facility Inspected:

Tour Commander:

Patrol Sgt:

Day: Date:
Time From: To:

Weather Conditions:

Det.Sgt:

ITEM.

INSPECTED Y/N

REMARKS.

Blotter

Bail Book

Cell Area/Cell Log

Strip Search Log

Evidence Room/Evidence Log

Prisoner Personal Property Log

Overtime Log

Lost & Found Room/L&F Log

T.C.'s Daily Operations Log

Weapons and Radio Logs

Roll Call With Exception Sheet

Sign In/Sign Out Sheet




Meal & Relief Sheet

Police 0/T- Authorization - Report

Police Areas (Police Desk - Area,
Admin. Offices, etc)

Locker Room/Reserve Room

Radar Log

Emergency Vehicle (if applic.) Log

Emergency Equip (if applic.) Log

Impound Log

Mobile Video Recording Equip. Log

Summons Logs

DAT Logs

Breathalyzer Log

Patrol Vehicle Log

Hospital Security Log

LiveScan Log

Equipment Section

Patrol Vehicle #

Operator Name




External Inspection

Internal Inspection

Trunk/Emergency Equipment

PO Demo of Equipment

PO Demo of Lights/Audio

Emergency Veh. #

Operator Name

Condition of Vehicle

Operation

Personnel Section

PO Name

Appearance

Uniform

Leather Gear

Attitude

Weapon

Serial #

CAP Plate/Shield #




Police ID

Memo Book

Body Armor

Driver's Lic.

Expiration

Status

Time and Name (CPD Ck)

Reg-if applicable (CPD Ck)

Insurance-if applicable (CPD Ck)

Civilian Complaints Issued During Tour: Deficiencies: Yes No

(If yes, explain on reverse side)

Roll Call Attended (Tour):
Sign two (2) or more Memo Books (Roll Call, Patrol)

USE OTHER SIDE OF THIS FORM FOR ADDITIONAL REMARKS. CATEGORIES OTHER
THAN WHAT ARE LISTED ABOVE CAN BE INCLUDED. SIGN YOUR NAME AND NOTE THE
DATE AT THE END OF YOUR REPORT ON THE REVERSE SIDE.

Rank Signature Employee#
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GENERAL ORDER
C.A.L.E.A. Standard(s): Date Issued: 05/07/2003
Section: 200 - Duties and Responsibilities Date Revised: 11/16/2011
Issuing Authority: Michael A. Fedorko Procedure No: 200-01
Subject: SECURITY GUARD SERVICE | Page(s): 2 +Attachment

I. INTRODUCTION

The Port Authority Police Department has both a vested interest and a duty to maintain security
in and around P ort A uthority property. In this period of heightened threat level, roles of non-
police pe rsonnel w ho a re p erforming t asks a ssociated w ith publ ic s afety at P ort Authority
facilities have increased dramatically in importance.

In an effort to support this significant role, and in conjuction with the primary responsibilities of
the Port Authority Police Department, Police Supervisors will, during the course of their patrol,
verify security guard p osts are m anned in a s ufficient and consistent m anner. When and i f
deficiencies are observed, t hey will be reported to guard s ervice s upervisory personnel, the
Commanding Officer and the General Manager for the respective Port Authority facility.

II. PURPOSE

To a ssure t he protection of life and property at P ort A uthority facilities by non-police Port
Authority personnel.

III. POLICY

Effective w ith t he publ ication of t his or der, P olice C ommanding O fficers w ill d evelop and
implement a program of inspection and reporting of facility guards by Port A uthority P olice
Supervisors. That program will identify the guard posts to be inspected, establish an appropriate
inspection s chedule, a nd pr ovide for s uitable r eporting of d eficiencies t o t he C ommanding
Officer.

Distinction
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IV. SUPERVISOR’S RESPONSIBILITIES —
The inspecting Supervisor will:

a) Observe the security guard for fitness for duty.

b) Observe the security guard's individual performance. Deficiencies that pose an immediate
threat to public safety shall cause the response of the Guard Supervisor to the scene.

¢) Annotate the inspection by date, time and signature in the guard's memo book or post log.

d) Prepare and submit to the Police Commanding Officer, through the Tour Commander, a
Security Guard Inspection Report. (See Attachment)

The Tour Commander will review the Report and forward it to the Police Commanding Officer.

V. PROCEDURES

A Security Guard Inspection Report will be prepared by the Supervisor on an ongoing basis, and
submitted t o t he T our C ommander. T he T our C ommander w ill r eview a nd f orward t he
Inspection Report to the Police Commanding Officer.

Port Authority Police Supervisors observing security guards performing their duties, or failing to
perform their duties in such a manner as to create a risk to public safety, shall immediately notify

the Tour Commander and call for the guard supervisor to respond to the post to take corrective ,
action.

By Order of:

///Original Signed By///

Michael A. Fedorko
Superintendent of Police/
Director, Public Safety Department

Pride . Service . Distinction
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PORT AUTHORITY POLICE

SECURITY GUARD INSPECTION REPORT

DATE: FACILITY: TOUR (circle): Midnight - Day - Afternoon
Post: Time: Guard: Supervisor:
Notes
Post: Time: Guard: Supervisor:
Notes
Post: Time: Guard: Supervisor:
Notes
Post: Time: Guard: Supervisor:
Notes
Post: Time: Guard: Supervisor:
Notes
Post: Time: Guard: Supervisor:
Notes

Police Supervisor Badge #: Page of







THE PORT AUTHORITY OF NEW YORK & NEW JERSEY

GENERAL ORDER
Date Issued: 11/15/2012
Section: Duties and Responsibilities Date Revised:  04/30/2013
Issuing Authority: Michael A. Fedorko, Superintendent Procedure No: 200-02
ARFF TRAINING, RECORDS RETENTION AND AUDITS | Page(s): 10

Copy to: J. Dunne, T. Belfiore, J. Speziale, C. Dickey, J. Ryan, M. Gardner, A. Grampp, R.
Hayes, S. Ortiz, PBA, DEA, SBA, LBA, and file

I. POLICY

It is the policy of the Port Authority of New York and New Jersey that all Aircraft Rescue
Firefighter (ARFF) training be conducted in accordance with Port Authority and Federal
Aviation Administration guidelines. All training records must be preserved and stored in an
orderly chronological manner. All ARFF training records will be subject to periodic inspection
and audit by members of the Port Authority of New York and New Jersey Police Department,
Audit Department, Aviation Department and the Federal Aviation Administration (FAA).

II. BACKGROUND

The Port Authority of New York and New Jersey Police Department’s ARFT training records are
subject to inspection and audit by internal departments as well as federal regulatory agencies. It
is imperative to keep all training records stored and secured in a specific location with all
supporting documentation to meet compliance with FAA standards. To ensure that all training
records are stored in accordance with this order, training records and supporting documentation
will be subject to periodic inspection and audits. Internal audits will be conducted at all airports
and the Police Academy Rescue Training Center. These audits are necessary to ensure that
ARFF training and recordkeeping are maintained in a manner consistent with the ARFF basic
and recurrent training schedule in compliance with FAR 139.

Pride

. Service
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111. PROCEDURES

A. TRAINING

L.

Basic Aircraft Rescue Firefighter (BARFF) training will be conducted by the
Rescue Training Center on an as-needed basis determined by the Public Safety
Department. ARFF refresher training shall be conducted every year through five
phases in accordance with Operations Order 2012-OPS-39 Revised. Additional
ARFF Training as per detail, new equipment, new mandate, etc. shall be
scheduled within proscribed guidelines. This training may include additional
FAR 139 training proficiency beyond the minimum requirements of 2012-OPS-39
Revised and ARFF Vehicle Operator Proficiency.

Additional FAR 139 Training Proficiency will be documented in designated
training logs. Each ARFF trained member will have a designated page to
document up to sixty (60) hours of additional training beyond the FAR 139
minimum requirements. Vehicle Operators must document six (6) hours of
proficiency training per vehicle for which they are qualified.

. Each airport shall periodically conduct Emergency Response Timed Drills to

maintain proficiency in accordance with potential FAA inspections. Coordination
with the Air Traffic Control Tower manager and/ other appropriate agencies may
be needed and should be done in advance.

B. RECORDS

1.

Pride . Service

Roll Call: Trainees will be reflected on Command roll call as being in attendance
at ARFF training, specifically designating the components to be trained upon.

Attendance (Sign-In) Sheets: All personnel will sign an attendance sheet to
document their presence at training. The format of the attendance sheets will be
approved by the Police Academy. The ARFF Training Sergeant shall forward
copies of attendance sheets to the Commanding Officer of Police Academy or his
designee at the completion of each training day.

Each command that conducts ARFF training will maintain all original attendance
sheets and supporting documentation including, but not limited to, proficiency
sheets, functional checklists, tests, etc. regarding ARFF training in a secure
location, separate from other training records.

All ARFF training records shall be retained for 24 consecutive months post-

Distinction
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10.

11.

12.

Pride . Service

training date in accordance with FAA guidelines.

Each command will maintain Training Logbooks to document additional FAR
139 Proficiency Training and ARFF Vehicle Operator Proficiency. The FAR 139
Training Proficiency Log will be maintained by the Crew Chief. The ARFF
Training Sergeant will maintain the Vehicle Operator Proficiency Log. These
logbooks shall be updated daily to document training for ARFF personnel.
Logbooks will be issued each calendar year and will be retained in the same
manner as all other ARFF training records.

. The ARFF Security and Equipment Licutenant has the overall responsibility of

maintaining the integrity of the ARFF training records, supporting documentation
and lesson plans for airport specific curriculum.

The ARFF Training Sergeant has the overall responsibility to ensure that ARFF
training is conducted in accordance with Operations Order 2012-OPS-39 Revised.
He/she must also monitor expiration lists to schedule training in accordance with
expiration dates.

There will be an ARFF database maintained at each command and the Police
Academy that is updated each training day to account for attendance in training.
This database shall be maintained in addition to storage of roll calls and
attendance sheets.

The ARFF Security and Equipment Lieutenant or his designee is responsible for
updating the local command ARFF training database. The Police Academy
Training Lieutenant or his designee is responsible for maintaining the Police
Academy ARFF training database. The ARFF Training Sergeant at each
command shall forward all training documentation to the ARFF Security and
Equipment Lieutenant and the Aviation Department for processing.

The Police Academy shall provide notification to each member of the service via
email and summons courier when they are 60 days within training date expiration,
and then again at 30 days of training expiration.

It is the responsibility of ARFF Security and Equipment Lieutenant and ARFF
Training Sergeants to ensure all members are scheduled for ARFF training within
the proper timeframe.

All ARFF Security and Equipment Lieutenants and ARFF Training Sergeants
shall adhere to the Airport Certification Manual pertaining to the issuance of
Command Orders regarding qualified ARFF personnel in conjunction with the
Aviation Department’s qualified list. Scheduling of personnel shall be in
accordance with Section C. — Credentialing System and Scheduling herein.

Distinction
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13.

14.

15.

16.

17.

18.

An alphabetical listing of all “active” firefighters, to include only ARFF personnel
who are fully trained and expected to suit up and fight an actual aircraft
accident/fire on the airport shall be maintained by each airport command. This
listing must include the dates of each person’s last two previous “Live Fire Drills”
and the scheduled date of his/her upcoming live fire drill. Any new Aircraft
Rescue Firefighter (only certified initially), should be identified with an asterisk
(*). Records are to be maintained for (24) months.

If any member of the force transfers to any airport after completion of the Basic
Aircraft Firefighter training course, they must receive, at a minimum, the
proscribed hours of FAR 139 training for that airport, in accordance with FAA
guidelines prior to being assigned any ARFF position on a roll call. This training
must be documented in accordance with all guidelines set forth in this order.

If any ARFF trained personnel transfers from one airport to another airport, they
must receive at a minimum, the proscribed hours of FAR 139 training specific to
that new command, prior to being placed in any ARFF roll call position. This
training must be documented in accordance with all guidelines set forth in this
order.,

If an officer transfers to a non-ARFF command, all ARFF training records shall
be maintained at the former command in accordance with this order.

Documentation shall be maintained at each airport with the ARFF training records
showing the dates of the last ARFF vehicle “dry chemical discharge” (within the
last six months) and AFFF (foam) refractometer or conductivity test results.

The Security and Equipment Lieutenant shall maintain the curriculum and
training certificates pertaining to basic emergency medical care (emergency
medical technician or certified first responder) for 24 months post-training with
ARFF training records.

C. CREDENTIALING SYSTEM & SCHEDULING

1. ARFF Posts & Credentials Required for each Post

a,

ARFF Posts and the credentials (ARFF Basic, HRET, CFR, EMT) required for
cach post are approved by the Federal Aviation Administration (FAA) as
identified in each Airport’s ACM. The Public Safety Department’s ARFF roll
calls must comply with the ARFF posts and related credentials identified in the
ACM.

Pride . Service . Distinction
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b. The Aviation Department maintains the Airport Certification Manual for each

C.

airport.

The ARFF Posts and associated required skills (ARFF Basic, HRET, CFR, EMT)
are programmed into ScheduleSoft and maintained by the Technology Services
Department (TSD). ScheduleSoft is a corporate enterprise system for scheduling.
In conjunction with the TSD roll call subsystem, Schedule Soft produces a roll
call as the final output. TSD will make changes to ARFF posts and credentials
required for each post in Schedule Soft and the TSD roll call subsystem with
approval from the Chief of Department, Public Safety, and General Manager,
Aviation Certification & Safety.

2. ARFF-Qualified Personnel

a.

The requirements for ARFF qualification are approved and identified in the ACM
for each ARFF post. Each airport’s Roll Call must comply with the ACM.

b. Aviation Certification Managers attribute training qualification and credentials

C.

(Basic ARFF, HRET, CFR, EMT) to Public Safety Personnel using the
PeopleSoft ARFF credentialing site.

TSD will make changes to the PeopleSoft Credentialing Site with approval from
Chief of Department, Public Safety, and General Manager, Aviation Certification
& Safety.

3. ARFF Scheduling Process

a

b.

By 1500 hours on every Thursday, cach airport’s Airport Certification Manager
will email an Authorized List of ARFF Personnel (Authorized List) to each
airport’s Commanding Officer with an effective date of the following Saturday’s
roll call (i.e. Friday at 2200h).

Removal of unqualified ARFF Personnel

i. If the end of the month falls on a Thursday, Friday, or Saturday, an
expiring ARFF member will be removed from the Authorized List
on the prior Thursday’s update of the Authorized List. (This will
prevent a qualified ARFF member from working an ARFF Post for
up to 7-days. This is a protective measure for the next month,
eliminating the possibility of an unqualified officer working an
ARFF Post.) If this situation occurs, it must be noted in the listing
of changes identified in the next section.

Pride . Service . Distinction
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ii. In the body of the email with the Authorized List attached, the
certification manager will indicate changes in the Authorized List
from the prior week.

¢. By 1500 hours on Friday, the Commanding Officer of each airport reviews the
Authorized List, and communicates discrepancies between Aviation’s qualified
list and the ARFF training database to the respective airport’s Certification
Manager. When the Commanding Officer concurs with Aviation’s Authorized
List, the Commanding Officer issues a Command Order attaching the effective
Authorized List.

d. On Friday at 1800 hours, the ARFF qualification of each personnel in
ScheduleSoft is updated using data stored in the PeopleSoft credentialing site in
two steps:

i. Upload of Qualified Personnel — The ARFF qualified list stored in
the PeopleSoft credentialing site effective for Saturday’s roll call is
uploaded into ScheduleSoft.

ii. Removal of Unqualified Personnel — Unqualified personnel are
removed from ARFF roll calls already generated in ScheduleSoft,
resulting in a vacancy on the roll call. If the Tour Commander or
his designee notices a vacancy in the ARFF roll call, the Tour
Commander will use ScheduleSoft to assign an ARFF-qualified
personnel to the vacant ARFF post in one of two ways:

1. Selecting an officer from a dropdown list for a specified
ARFF post. ScheduleSoft will populate the officer
dropdown list with personnel qualified for the specified
ARFF post.

2. Selecting an ARFF post from a dropdown list and assigning
to a specified personnel. ScheduleSoft will populate the
post selection list only with posts for which the specified
personnel is qualified to work.

. As a part of daily operations at the airports:

Distinction
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iii.

The Tour Commander must generate an ARFF roll call using
ScheduleSoft. Saturday’s Final/Official Roll Call must be refreshed after
1900 hours on Friday to ensure the process described takes effect; any
Roll Call generated prior to this time may result in errors.

The Tour Commander reviews the ARFF roll call to ensure all ARFF
Posts are filled and that only personnel on the ARFF Authorized List are
placed in ARFF Posts by comparing personnel placed in ARFF Posts to
the most recent Command Order and Aviation’s Authorized List.

If the Tour Commander discovers that an unqualified personnel has been
placed in an ARFF post, the Tour Commander must seek corrective
action by informing the airport’s Commanding Officer, the airport’s
certification manager, and TSD, as well as copying Public Safety
Business Administration using PA 2265 — Hand Written Memorandum.
As appropriate, the airport’s certification manager will issue a revised
authorized list and the airport’s Commanding Officer will issue a revised
Command Order.

f.  Additionally, the Tour Commander will be responsible for the following:

Pride

1. If the discovery was prior to the unqualified personnel working the
ARFF post, the Tour Commander must reassign the unqualified
personnel to a non-ARFF post and fill the post with a qualified
person. Notifications must be made to the Commanding Officer
and the airport’s certification manager of the occurrence.

ii. Ifthe discovery is during the unqualified person’s tour the Tour
Commander must reassign the unqualified personnel to a non-
ARFF post and fill the post with a qualified person. Notifications
must be made to the Commanding Officer and the airport’s
certification manager of the occurrence.

iii. If the discovery was after the unqualified individual has worked an
ARFF post, the Tour Commander must document the error and
include corrective action sought. Notifications must be made to the
Commanding Officer and the airport’s certification manager of the
occurrence.

iv. The Tour Commander reviews the ARFF Roll Call to ensure that
ARFF Post names are identified correctly, is dated, signed, and all
pages are in order.

. Service . Distinction
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v. The Tour Commander sends the Commanding Officer, ARFF
Security and Equipment Lieutenant, ARFF Training Sergeant,
General Manager, Airport Certification and Safety, and Manager,
Airport Certification and Safety, a signed and dated copy of the
final ARFF for the previous day by the end of Tour 1, no later than
0600h.

D. INSPECTIONS

1. All ARFF training records shall be inspected weekly by the Security and
Equipment Lieutenant or designee to ensure all training records are current and
accounted for.

2. All ARFF training records are subject to periodic inspections. These inspections
will be unannounced. A ranking member of the Public Safety Department will
conduct inspections. Inspections will focus on training maintenance and training
records.

3. The FAA can also request inspections to view ARFF training records at their
convenience.

4. The Aviation Department may request to inspect ARFF training records to verify
compliance with FAR 139 as needed.

5. If discrepancies are observed during inspections, immediate notification shall be
made to the Commanding Officer and Chief of Department.

6. The Commanding Officer will take action to rectify the discrepancy within 24
hours.

7. All discrepancies will be documented and forwarded to the Chief of Department
for review.

8. The Chief of Department will determine if disciplinary action is warranted.

Pride . Service . Distinction
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E. MONTHLY AUDITS

L.

Monthly, in conformance with FAA reforms, the Port Authority Audit
Department will conduct a complete audit of the ARFF training records. The
audit will be documented in a memorandum regarding the results. The audit will
target that:

a. all daily roll calls for the previous month are in compliance with the
Authorized List issued by the Manager, Airport Certification and Safety-
Aviation Department,

b. training is being conducted in conformance with Operations Order 2012-
OPS-39 Revised,

c. complete training records are current for personnel on the ARFF
Authorized List,

d. 30, 60, 90 day expiration notifications and scheduled training,

e. training records for ARFF personnel newly added to Authorized List in
previous month are maintained,

f. Command Orders preventing personnel with expired training from
working ARFF positions for the previous 30 days are maintained,

g. records are being filed in a separate and secure location,

=

records are current and available for each ARFF trained member.

Any discrepancies will be reported to the Commanding Officer and Chief of
Department.

The Commanding officer will immediately take action to rectify the
discrepancies.

The Chief of Department, upon review, will determine if disciplinary action is
warranted.

Public Safety and/or Aviation Department will forward reports on all Audits to
the FAA in ten (10) business days after the last day of the month that is being
audited.

Pride . Service . Distinction
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F. ANNUAL AUDITS

1. An external auditing firm, beginning June 30, 2013, will conduct annual audits.

2. These audits will review all Part 139 training records for personnel on the ARFF
authorized list, roll call compliance, pay roll and training record compliance.

IV. SUMMARY

This Order shall take effect immediately to maintain compliance with FAA regulations and Port
Authority of New York and New Jersey rules, regulations and policies.

By order of:
/e faellA Zidorfo

Michael A. Fedorko

Superintendent of Police

Director, Public Safety Department

Distinction
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THE PORT AUTHORITY OF NEW YORK & NEW JERSEY

GENERAL ORDER
Replaces: POI 2-19 Date Issued: 7/18/13
Section: Duties and Responsibilities Date Revised:
Issuing Authority: Michael A. Fedorko, Superintendent Procedure No: 200-03
OFFICERS FLYING ARMED Page(s): 1 of3

PURPOSE

To provide a procedure for the approval and carriage of weapons on official business outside of
New York and New Jersey while flying armed.

POLICY

The Law Enforcement Officers Safety Act (H.R. 218) exempts qualified active law enforcement
officers from local and state prohibitions on the carrying of concealed firearms. The term
“State” includes the District of Columbia, the Commonwealth of Puerto Rico, and the
possessions of the United States. This exemption does not apply to Federal law or regulation,
which governs the carriage of firearms onto aircraft or other “common carriers,” Federal
buildings, Federal property, or National parks. Under such circumstances, we must adhere to all
Federal laws and regulations.

Therefore, when members of the force are required to travel in a state other than New York or
New Jersey on board a flight while on official business, they will adhere to the following
procedures:

PROCEDURE

Members of the Force

When traveling outside of NY or NJ while on official business:
Prepare a written report addressed to the Superintendent of Police detailing the following:
e Purpose of trip and the reasons for carriage of firearm outside of New York or New
lersey.

e Rank, name, shield number and command.
e Place of destination.
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e Means of transportation to destination.

e Complaint number, if applicable.

e Identity of person being escorted, if applicable.

e Name of airline and flight number.

e Date and time of departure.

e Submit completed written report to Commanding Officer.

e Retain copy of NLETS message from CPD prior to travel.

e Display all documentation to TSA upon entrance to security screening point.

Commanding Officer

e Makes recommendation and forwards all documents to the Superintendent for
approval.

Superintendent

e Prepares letter of authorization.
e Forwards approved/disapproved request to originating Commanding Officer.

Central Police Desk

e Submit a National Law Enforcement Telecommunications System (NLETS) message to
TSA prior to MOS travel date.
e Retain copy of NLETS message for MOS.

Copies of obtained written approval letter from the Superintendent documenting purpose of
trip will be distributed as follows:

e Personnel File
e CPD File
e Command File

/MMMQ A i i

Michael A. Fedorko
Superintendent of Police/
Director, Public Safety Department
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THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY P.D. I. 2-1

., DIRECTOR OF ADMINISTRATION SENIORITY POLICE
' POLICE DIVISION INSTRUCTION REVISED: SEPTEMBER 1981
PURPOSE

The purpose of this instruction is to outline a seniority policy applicable to
members of the police force in the grades of Police Officer, Detective, Police
Sergeant, and Police Lieutenant.

DEFINITIONS

For the purposes of this instruction, seniority will be based on the number of
years in grade.

A. Police Officers

Seniority for Police Officers will be computed on the number of years of Port
Authority service as a police officer, based on the date of appointment to the
police force and the position within his class upon graduation from the Police
Academy.

B. Detectives

Seniority for Detectives will be based on the number of years of Port Authority
service as a Detective, and if identical, based upon total Port Authority Police
seniority.

~

C. Police Sergeants

Seniority for Police Sergeants will be based on the number of years of Port
Authority service as a Police Sergeant, and if identical, based upon total Port
Authority Police seniority.

D. Police Lieutenants

Seniority for Police Lieutenants will be based on the number of years of Port
Authority service as a Police Lieutenant. If promotion occurred on the same day,
seniority is based upon the number of years of service as a Police Sergeant, and
if identical, based upon total Port Authority Police seniority.

E. Facility Seniority

Seniority will not be accrued at a facility by officers assigned to that facility
continuously for a period of six (6) months.

F. Temporary Transfer

Seniority will not be accrued at a facility by officers assigned to temporary
positions or short-term loans. In the event the temporary position becomes
permanent, the next appropriate officer eligible for the transfer will be offered the
assignment, and if that officer has been assigned to the temporary position, his
time in the temporary position will count as if it had been a permanent
assignment.
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VI.
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MASTER LIST

The Police Division will maintain a master seniority list based on the above
definitions. This list will indicate the official seniority standing of the members of
the force covered by this instruction.

SHORT TERM LOANS

A. A short-term loan is an assignment, which will not exceed sixty (60) days in
duration.

B. When it becomes necessary to make short term loans, the junior man who is
fully qualified, will be assigned from the reserve pool unless a senior man so
qualified, from the reserve pool, requests such assignment. Where it is desirable
to keep qualified specialists refreshed in their knowledge, loans will be made on
an equalization basis.

SPECIAL DETAILS - PREFERRED ASSIGNMENTS

A. Special details and preferred assignments will be under the control of the
Police Commanding Officer. In making assignments to special details and
preferred assignments, the first consideration will be the maintenance of
standards established by the Superintendent of Police. The second consideration
will be preference of senior members of the force.

B. A Police Officer, Detective, Sergeant or Lieutenant, senior to an employee
selected, who requests in writing the reasons he did not receive a special detail
or preferred assignment, shall be responded to in writing setting forth the reasons
for not making the assignment or detail by the appropriate party making the
decision.

TRAINING

A. A Police Officer, Detective, Sergeant, or Lieutenant, senior to an employee
selected in the same classification, who requests in writing the reason he or
she was not selected for the training, shall be responded to in writing
setting forth the reasons for not being selected for this training by the
appropriate party making the decision.

B.  Prior to making a selection for specialized training to qualify a member for a
special detail at a command, the Police Commanding Officer shall notify all
members of his command of the pending training program, giving at least
three weeks for applications to be submitted

C. In the notice of training opportunity, the Commanding Officer shall set forth
the following:

1. The name of the detail.

2. The criteria, which will be used in making the selection. Such criteria
to be promulgated by the Police Division for all assignments where the
training is the responsibility of the Police Academy.

3. The number of candidates to be used for the training.
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4. The approximate dates, location and duration of the training program.

5. Any special limitations or considerations involved in the special detail
such as squad or position assignments or limitations.

Following the receipt of the three-week application period, all applicants will
be evaluated using the specific criteria in paragraph (b) above. After
selecting the number to receive the training, a notice is to be posted listing
the successful candidates.

If sick leave and other absences are included in the selection criteria for
training, days spent in a hospital for treatment and days contiguous to the
hospitalization will not be included.

In any situation where all other criteria are equal, seniority will prevail in
making the selection between candidates.

Police seniority, as defined in PDI 2-1, shall apply for the selection of
squads or positions in the work charts, other than those required to be filled
by special detail trained officers. Squads or positions in the work charts
required to be filled by special detail officers shall be filled from the detail
roster and where no list exists, by detail seniority.
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. DIRECTOR OF ADMINISTRATION GRIEVANCE PROCEDURES
' POLICE DIVISION INSTRUCTION AUGUST 1976
I INTRODUCTION

There are two separate grievance procedures used within the Police Division for
the resolution of employee grievances. One procedure deals with matters of
interpretation or alleged violations of the Memoranda of Agreement. The other
grievance procedure provides for the resolution of other than Memorandum of
Agreement grievances.

The right to present grievances in accordance with the procedures described in
this P.D.l., is to be free from interference, coercion, restraint, discrimination or
reprisal.

The informal resolution of differences prior to the initiation of formal grievance
actions under the grievance procedures is encouraged and desired by the Port
Authority and the Police Associations.

GRIEVANCE ARBITRATION PROCEDURE FOR MEMORANDUM OF
AGREEMENT RELATED GRIEVANCES

A. Definition

For the purpose of this grievance procedure, a grievance is defined as a
complaint limited to the application or interpretation by the Port Authority of any
provision of the Memorandum of Agreement which application or interpretation is
alleged to constitute a violation of said Memorandum of Agreement or any
provision thereof; provided, that the processing of a complaint by the Port
Authority pursuant to this procedure shall not constitute a waiver by the Authority
of any defense or claim that the conduct complained of does not involve the
application or interpretation of any provision of the Memorandum of Agreement.

B. Procedure
Grievances as defined in paragraph A above, shall be processed as follows:

1. A grievance shall be submitted by the grievant in writing on forms to
be provided by the Port Authority, to the Manager - Police Planning
and Administration or his designated successor (with a copy to the
employee association if the president thereof is not the grievant)
within thirty (30) working days of the commencement of the event
which gave rise to the grievance or the date the grievant should
reasonably have been expected to become aware of the event which
gave rise to the grievance. If the grievance is not settled in writing
within ten (10) working days of the receipt of the grievance, the
grievance may be appealed by the grievant to the Superintendent of
Police within five (5) working days of receipt of the Step One
response. Any such appeal shall be in writing and state the grounds
therefore. If no Step One response is received within the specified
time, the grievance shall be advanced to Step Two without further
action by the grievant.
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2. The Superintendent of Police or his designee shall issue a written
determination of an appeal from Step One within fifteen (15) working
days after the receipt of such appeal, setting forth the reasons for his
determination. If the grievance remains unsettled, the grievant shall
appeal in writing to the Director of Administration within ten (10)
working days after receipt of the Step Two determination, setting
forth the grounds for such appeal.

3. The Director of Administration or his designee, after consultation with
and. recommendation by the Personnel Director, shall issue a written
determination of an appeal from Step Two within twenty (20) working
days after the receipt of such appeal, setting forth the reasons for his
determination. Any unsettled grievance may be appealed to
arbitration as set forth in Step Four.

4, Arbitration

a. The president of the employee association or his designee
shall have the exclusive right to refer to arbitration any
unsettied grievance with respect to the application or
interpretation by the Port Authority of any provision of the
Memorandum of Agreement which application or interpretation
is alleged to constitute a violation of said Memorandum of
Agreement or any provision thereof by serving written notice in
duplicate on the Director of Administration, not later than ten
(10) working days following receipt of the Step Three
determination.

b. Within ten (10) working days after reference of a grievance to
arbitration, the Director of Administration and the president of
the employee association or their designees shall meet to
agree upon an arbitrator, and to attempt to frame the issues
for submission to the arbitrator and to stipulate the facts of the
matter in order to expedite the hearing. If within five (5)
working days after such meeting no agreement on the
selection of an arbitrator is reached, an arbitrator shall be
selected in accordance with the then-effective Voluntary
Labor-Arbitration Rules of the American Arbitration Association
from its Labor Panel pursuant to a demand for or submission
to arbitration addressed to the regional director of the
American Arbitration Association at 140 West 51st Street, New
York, N.Y.

c. The arbitrator shall not have the power to add to, subtract from
or modify the provisions of the Memorandum of Agreement
and shall confine his decision solely to the interpretation and
application of the Memorandum of Agreement. He shall
confine himself to the precise issue presented for arbitration
and shall have no authority to determine any other issues not
so presented to him nor shall he submit observations or
declarations of opinion which are not essential in reaching the
determination.
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d. The decision or award or relief afforded by the arbitrator shall
be final and binding upon the Port Authority, the association
and the grievant or grievants to the extent permitted by and in
accordance with applicable law and the Memorandum of
Agreement.

e. All fees and expenses of the arbitrator shall be divided equally
between the parties. Each party shall bear the cost of
preparing and presenting its own case.

f. The arbitrator shall hold the hearing at a time and place
convenient to the parties as expeditiously as possible after his
selection and shall issue his decision as soon as possible after
the close of the hearing. The arbitrator shall be bound by the
then-effective Voluntary Labor Arbitration Rules of the
American Arbitration Association.

d. The settlement or award or relief upon a grievance may or
may not be retroactive as the equities of each case demand
but in no event shall such resolution be retroactive to a date
earlier than the date the grievance was first submitted or the
date the grievance occurred.

h. Grievance resolutions or decisions at Steps One, Two and
Three shall not constitute a precedent in any arbitration or
other proceeding.

C. Representation

1. The grievant is entitled to Association representation at any
grievance and arbitration meetings. The employee association shall
have the exclusive right to represent members in any grievance
provided, however, that any grievant or group of grievants shall have
the right to present his or their own grievance at Steps One through
Three without representation of any kind, provided further that no
resolution of a grievance shall be inconsistent with the provisions of
the Memorandum of Agreement. The employee association shall
receive copies of written determinations and of appeals at all steps
and may submit written comments thereon and shall have the right to
be present and to offer statements at any grievance step meeting.

2. The grievant (s) and any witness (es) shall be excused from duty
without pay as required for the processing of grievances, subject to
the approval of the Superintendent of Police. If possible, any such
request for excusal must be presented in advance, and approval
thereof shall not be unreasonably withheld. Time off for association
representation purposes shall be in accordance with the applicable
Limited Distribution Directive dated October 1974 from the
Superintendent of Police to the Central Police Pool Commanding
Officer.
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D. Special Provisions

1. The term "working days" as used in this grievance procedure shall
mean calendar days exclusive of Saturdays, Sundays and public
holidays.

2. The parties may mutually agree in writing, when circumstances
warrant, to by-pass Step One of this Grievance Procedure:

3. The failure by the Port Authority to meet a deadline specified herein
shall permit advancing the matter to the next step. The failure of the
grievant or the association to file a grievance or an appeal within the
time limit specified shall be deemed to be a resolution of the
grievance.

4. Alltime limits contained in this procedure may be extended by
mutual agreement in writing.

GRIEVANCE PROCEDURE, NON-MEMORANDUM OF AGREEMENT
RELATED GRIEVANCES

Under this procedure, grievances are divided into two (2) classes:

Class A.  Grievances on working conditions. Such grievances will be processed
through the originating officer's facility Commanding Officer.

Class B. Grievances on personnel transactions, (promotion exams, anniversary
dates, credit for service, etc.) Class B grievances will be forwarded directly to the
Manager, Operating Personnel Division, Personnel Department.

A. Initiating a Grievance

When a Police Officer, group of Police Officers or. Sergeants or a representative
of an employee association initiates a grievance; five (5) copies of PA form 2478
"Employees Grievance" will be prepared. Distributed will be as follows:

1. Class A - One copy retained by the originator; original and three
copies forwarded to the facility Commanding Officer. The facility
Commanding Officer will log, date, and number the grievance form.
He will forward copies of the grievance to the Superintendent of
Police; Manager, Operating Personnel Division; and the Personnel
Director.

2.  Class B - the originator retains one copy. The original and three
copies are forwarded to the Manager, Operating Personnel Division,
by the originator, and one copy is sent to the Superintendent of
Police.

B. Reply to Grievances

All replies by the facility Commanding Officer will be in writing. Copies of the
reply will be forwarded to the originator of the grievance, the Superintendent of
Police; Manager, Operating Personnel Division; and the Personnel Director. The
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Commanding Officer's reply must contain reference to the date and number of
the grievance.

C. Time Limits

When a grievance occurs, it must be submitted to the facility Police Commanding
Officer (Class A) or Manager, Operating Personnel Division (Class B) within
fifteen (15) days of occurrence. If not submitted within 15 days, the grievance will
be deemed abandoned.

If the Police Commanding Officer does not dispose of the grievance within fifteen
(15) days, it shall be deemed denied. A Class A grievance, which is denied by
the Police Commanding Officer, may be appealed to the Superintendent of
Police.

If the Manager, Operating Personnel Division does not dispose of a Class B
grievance within fifteen (15) days, it shall be deemed denied. The denial of a
Class B grievance may be appealed to the Personnel Director.

D. Appeals

1. Class A Grievance

a. First Appeal - Class A grievance appeals are directed to the
Superintendent of Police. The appeal must be made within fifteen
(15) days of the denial by the Police Commanding Officer or from
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the expiration date established for the Police Commanding Officer.

If the appeal is not made within fifteen (15) days. the grievance is
abandoned.

When an appeal has been directed to the Superintendent of
Police, he must reply within fifteen (15) days of the date of the
appeal. If he does not reply the appeal shall be deemed denied.
Any denial by the Superintendent of Police, either by expiration of
the time limit or for other reasons may be appealed to the
Personnel Director.

b. Second Appeal - Following the denial of a grievance by the Police,
the appeal must be submitted within fifteen (15) days to the
Personnel Director. Failure to present the appeal within time limits
will constitute abandonment of the grievance.

The Personnel Director must reply to the appeal within thirty 30)
days except in instances when the Personnel Director exercises
his option to extend the time limit by fifteen (15) days. If the
Personnel Director does not response of the appeal within the
prescribed time limits, the grievance shall be deemed valid.

2. Class B Grievance

a. Class B grievance appeals must be directed to the Personnel
Director within fifteen (15) days of denial by the Manager,
Operating Personnel Division If the grievance is not appealed
within fifteen (15) days, the griever is deemed abandoned.
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b. The Personnel Director must reply to the appeal within thirty 30)
days except in instances when the Personnel Director exercises
his option 11 extend the time limit by fifteen (15) days. If the
Personnel Director does not response of the appeal within the
prescribed time limits, the grievance shall be deemed valid.

3. Final Appeal

The Executive Director may, at his discretion, review the Personnel
Director’s appeal response to any grievance. Requests for such review
must be made to the Director of Administration no later than fifteen
(15) days after receipt of the Personnel Director's initial denial, or in
the case of fact finding his subsequent denial or modification.

E. Impartial Fact Finding

1. By the Personnel Director

The Personnel Director shall find the facts and interpret the applicable
Port Authority Resolution, Instruction of general application relating to
conditions of employment, and determine whether the facts, so found,
constitute a violation thereof.

2. By Impartial Fact Finder

If the Personnel Director denies the grievance based on findings of fact
and if the grievant disagrees with the facts found by the Personnel
Director, the grievant may request, within fifteen"(15) days after the
Personnel Director's denial, that such findings of fact, and such
findings only be submitted to an impartial fact finder who shall
thereupon report to the parties, his findings on the facts in dispute.

Within fifteen (15) days after the Personnel Director receives the fact
finder's report, he shall in writing, affirm, modify or reverse his initial
determination.

3. Limitations on the Impartial Fact Finder

The impartial party's report shall be limited to the fact he finds and
shall not be binding upon the Personnel Director. The fact finder shall
not interpret or attempt to apply any statute, order, judicial decision,
Port Authority resolution or Instruction of general application relating to
conditions of employment.

The fact finder shall not make recommendations concerning any
aspect of the grievance before him, or any other grievance, nor shall
he make recommendations concerning the grievance procedure or the
applicability of alternate solutions to the handling of the grievance
before him or any other grievance.

The impartial fact finder shall be selected by mutual agreement
between the Port Authority and the appellant (or his representative)
and the fact finder's fees and expenses shall be shared equalily
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4. Limitations on Fact Finding

Fact-finding may not be involved in classification grievances alleging
that a classification should be assigned to a higher wage levees.
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. DIRECTOR OF ADMINISTRATION RETIREMENT AWARD
POLICE DIVISION INSTRUCTION REVISED: JULY 1980
INTRODUCTION

In recognition of the many years of public service, the Police Division, along with
the Port Authority, expresses in some small measure its deep appreciation by
presenting Port Authority Police with a "Retired" Shield as retirement award.

POLICE DIVISION PROCEDURE

The Police Division Manpower Planning Section will, upon receiving the advance
list of retirees, verify it and forward copies to all members of the Police Division
staff. The Police Division Equipment Sergeant will order and have the Retirement
Shield Award available for presentation at least one week prior to the announced
retirement date of the member of the force. The Superintendent of Police or his
designated representative will present the award on retiree's last day of work.

AWARD
Retirement Shield

A duplicate of the shield carried by the member of the force on the day of
retirement, with the word "retired" written across the face of the shield, will be
presented to retiring members of the Police Division. This retirement shield will
be awarded to recipient officers for:

A.  Twenty or more years of service.
B. Accidental Disability Retirement.

1. The injury must be job incurred and have happened during the
performance of police duties.

C. Ordinary Disability Retirement.
1. The retiring officer must have ten or more years of service.

D. Twenty or more years of service, where the member transfers to a non-
police position in the Port Authority while in good standing.

Retirement Identification Card

The police identification card carried by the member of the force on the day of
retirement shall be stamped with the word "retired" written across the face of the
card.

If the Equipment Sergeant determines the retirees’ identification card is
unserviceable, the Equipment Sergeant will be authorized to issue a new card to
the retiree and stamp the word "retired" across the face of the new identification
card.
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LOST/STOLEN RETIREMENT SHIELD

A

If a retiree reports a lost or stolen retirement shield, he may apply to have it
replaced for a one-time replacement. Approval for replacement is subject to
approval of the Superintendent of Police and will be at the retiree's
expense.

The request for replacement will be handled in the following manner:

1. A written request will be made to the Superintendent of Police
detailing the circumstances involved in the loss.

2. Acopy of a local police department report listing the lost/-stolen
shield will accompany the letter of request.

3. Ifthe request is denied, the Equipment Sergeant will inform the
retiree by mail indicating the reason for denial.

4. Upon approval by the Superintendent of Police, the Police Division
Equipment Sergeant will request the retiree to forward a certified
bank check in the appropriate amount, payable to the Port Authority
of New York and New Jersey, to the Equipment Sergeant for
processing.

5. After the Administrative Section receives the certified check, the
Equipment Sergeant will order a duplicate retirement shield be
made from an appropriate vendor, except that a capital letter R will
be inscribed after the retiree's name. The capital letter R shall
indicate that this new shield is a duplicate and can be distinguished
from the original if it is ever recovered.

6. The replacement shield will be forwarded to the retiree via
registered mail. A record of this shield will be made, noting it as a
replacement on the Police Division retired shield index card.
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THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY P.D.I. 212
DIRECTOR OF ADMINISTRATION MERITORIOUS POLICE
POLICE DIVISION INSTRUCTION DUTY MEDAL

MAY 1976

INTRODUCTION

The medal for meritorious police duty is awarded for outstanding performance
during a specific incident, which in kind or degree is clearly beyond normal
requirements, but is not of the caliber, which would qualify the recipient for the
Police Commendation Medal. The types of performance meriting this recognition
would be classified among those now reported on Commendatory Incident
Report (Form P.A. 1985)

EXAMPLES

Acts for which the medal for meritorious police duty may be awarded are:
A. Arrests - Not involving immediate risk of life.

1. Through a police or other type of alarm, making an important arrest
in circumstances involving personal risk.

2.  The use of good judgment and alert observation that results in an
important arrest.

3. The use of outstanding skill in interrogation/investigation resuiting in
an important arrest.

B. Fires

The evacuation of people from burning structures or conveyances.
C. First Aid

Rendering first aid to injured or ill persons in situations demanding the exercise
of immediate, decisive and outstanding judgment and action.

D. Rescues

Preventing the loss of life through drowning, attempted suicides or other type of
incident that reflects favorable upon the Port Authority Police.

E. Group Action

Participating in an incident for which the principal participant is deserving of a
higher award, but where participation in a supporting role is in itself not worthy of
a higher award.

F. Repeated Acts of Exceptional Police Duty

Acts, which by themselves do not merit or meet the criteria for the Meritorious
Police Duty Modal, will be recorded upon a Commendatory Incident Report.
Three Commendatory Incident Reports, when grouped together as separate
incidents of commendation will make the recipient eligible to be considered for a
Meritorious Police Duty Medal. NOTE: Commendatory Incident Reports received
prior to January 1970 will not be considered for the Meritorious Police Duty
Medal.
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1. PROCEDURE

A.  After receiving a report of an incident which may be worthy of the award of
the Meritorious Police Duty Medal, the Police Commanding Officer will
investigate' the incident.

1. A member of this department may prepare, if he is of the opinion
recognition is warranted, a request for investigation of an incident to
his Commanding Officer. The Police Recognition Request Form
(Appendix "A") will be used for this purpose.

B.  If the investigation shows such action to be warranted, the Commanding
Officer will prepare and forward a recommendation for the award to the
Police Inspector, who will act as the designee of the Superintendent of
Police.

1. Ifthe Commanding Officer disapproves an officer's request for
recognition, the officer may file an appeal within ten (10) days of the
Commanding Officer's disapproval. This appeal will be forwarded to
the Medal Review Board for their review and decision. The Officer
will use the Police Recognition Request Form for this appeal
(Appendix "A").

C. Commanding Officers will make recommendations for the award as soon
after the incident as practical.

D.  The Police Inspector will make a preliminary review of the _
recommendation, and if necessary acquire further information from the
recommending Commanding Officer or other available sources.

E.  The Police Inspector will convene the Medal Review Board to review the
submitted recommendation(s).

V. MEDAL REVIEW BOARD

A. A Medal Review Board will be designated by the Superintendent of Police
and will consist of six members:

One Police Inspector
One Police Deputy Inspector
One Police Lieutenant
President - Police Benevolent Association
President - Sergeant's Benevolent Association
President- Superior Officer's Association
B.  The three highest-ranking members of the Medal Review Board will be

appointed by the Superintendent of Police and will serve for a period of one
year. Three alternates will also be named for these positions.

C. The position of Deputy Inspector will be filled from the Police Division staff.
D.  The Police Medal Review Board will normally meet quarterly (February,

May, August, and November). The Superintendent may in addition to the
normal schedule, convene the board anytime it is deemed necessary.
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Recommendations for medal awards will be forwarded by facility
Commanding Officers not later than 30 days prior to the first day of the
month in which the Board meeting is held.

Recommendations must consist of an original and five copies of all pertinent
material.

E. The Police Inspector will present the award recommendations to the Medal
Review Board for examination.

F. The recommendations of the Medal Review Board will be forwarded to the
Superintendent of Police.

V. SUPERINTENDENT OF POLICE

A.  The Superintendent of Police after reviewing the recommendationse of the
Medal Review Board and either approve or disapprove the award.

B.  The Superintendent of Police at a special award ceremony will present
awards to the recipients. The Superintendent of Police will determine the
date of this ceremony.

C.  The Personnel Department will be notified by memorandum of:
1. Recipient's name, rank, shield number and command.
2. Reason for recognition.
3. Date of the award.
VI. AWARDS

A.  The recipient of the Meritorious Police Duty Medal will be granted one
additional vacation day during the twelve-month period following the award
ceremony. Only one vacation day will be granted for each medal awarded.

B. A letter of citation will accompany each medal awarded. The Director of
Administration and the Superintendent of Police will sign the citation.

VII.  INSCRIPTIONS

A. The rear of the medal shall be inscribed:

Rank - Name
Month - Year

B.  An additional medal will be presented for each subsequent occasion for
which a member of the force is to be a recipient of a Meritorious Police
Medal. The back of each succeeding medal will be inscribed indicating the
number of the award as follows:

1. Occasions award presented to recipient e.g. second, third, etc.
2. Rank, name, month and year of the award.

VIlI.  BREAST BARS
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A. A breast bar will be worn on the police uniform, in accordance with P.D.I. 7-
10, to indicate that the wearer is a recipient of the Meritorious Police Duty
Medal. A bronze oak leaf cluster will be affixed to the breast bar for each
additional medal received. Only three clusters will be affixed to any one-
medal bar.

B. When the fifth medal has been awarded to an individual, he will wear the
breast bar with a silver oak leaf cluster attached.

C. Alapel pin will be awarded with each medal and may be worn on civilian
clothes.

SUPPLY

A minimum supply of twenty medals, twenty medal cases and ten bronze clusters
will be maintained at the Police Division.
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APPENDIX A

POLICE RECOGNITION REQUEST FORM

To Commanding Officer Command Date

| respectfully request an investigation into the following facts to determine my eligibility for a medal award.

Rank/ Name Shield / Command [:] OFf duty
Occurrence
Time / Mo/Day/Yr / Location Tour Tour

Check forms available for investigation

l:] CCR no. D Aide _ [:| Handwritten [:| Others

Witnesses / Address if of duty

Brief statement of act

Date Signature
Commanding Officer: I have investigated this request
' far
Recognition and recommend: Date

l:l APPROVAL, recommendation will be submitted to the Medal Review Board
l:l DISAPPROVAL, (state reasons below)
D Commendatory Incident Report

Request the Medal Review Board review the minutes of the investigation and the Commanding Officer's
decision.

(Must appeal within 10 days) Date Signature

Chairman of the Medal Review Board The board has reviewed the

minutes of the investigation and recommends:
{ :] APPROVAL: Recommendation for an award will be submitted to the Inspector of Police

|:| DISAPPROVAL: List reasons for disapproval below
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,  DIRECTOR OF ADMINISTRATION EXCELLENT POLICE DUTY
' POLICE DIVISION INSTRUCTION BREAST BAR
MARCH 1984

INTRODUCTION

The Excellent Police Duty Breast Bar has been established to recognize one or
more incidents of commendable service.

il PURPOSE

This instruction defines the procedure to be followed to provide for the award of a
Breast Bar for Excellent Police Duty. Excellent Police duty is defined as a
commendable act by a Port Authority Police Officer documented as a
Commendatory Incident Report on PA form #1985 (Incident Report) by any Port
Authority supervisor, which is followed by review and approval by the Office of
the Superintendent of Police.

I PROCEDURE

All Commendatory Incident Reports will be processed according to instructions in
Police Division Instruction 2-7, Incident Report and Lateness Report.

A. Following review and approval by the Office of the Superintendent of
Police, the Special Service Unit Sergeant will record the officer's name,
date and incident in a Police Division Index File. The Special Service
Sergeant will monitor the number of incident reports and issue an
appropriate Bar when warranted.

B. The Excellent Police Duty Breast Bar will be awarded under the following

conditions:
1-4 Commendatory Incident Reports - Bar Unadorned
5-9 Commendatory Incident Reports - Bar 1 Bronze Cluster
10-14 Commendatory Incident Reports - Bar 2 Bronze Clusters
15-19 Commendatory Incident Reports - Bar 3 Bronze Clusters
20-24 Commendatory Incident Reports - Bar 1 Silver Cluster
25-29 Commendatory Incident Reports - Bar 2 Silver Clusters
30+ Commendatory Incident Reports - Bar 3 Silver Clusters

C. The Special Services Sergeant will forward a Breast Bar to the appropriate
Facility Commanding Officer, who shall present the Bar to the recipient.
The recipient of a new Breast Bar shall surrender any previously awarded
Excellent Police Duty Breast Bar to the Commanding Officer upon receipt
/ of a new Bar. The Commanding Officer will recover the previously issued
Bar and return it to the Special Service Sergeant. Only one Excellent Police
Duty Breast Bar is authorized to be worn by a member of the force at one
time.
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V. An award of the Excellent Police Duty Breast Bar does not preclude a. member
of the force from submitting a commendatory incident for further consideration
for the Meritorious Police Duty Medal (Police Division Instruction 2-12.)

NOTE: The date of incident must not be prior to January 1, 1984 to be considered for the
Excellent Police Duty Breast Bar.
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DIRECTOR OF ADMINISTRATION POLICE DIVISION
POLICE DIVISION INSTRUCTION GROUP CITATION
MAY 1976

L. INTRODUCTION

The Police Division Group Citation is presented to members of the Police Force
whose performance in carrying out a specific police action involving three (3) or
more officers acting in concert during an unusual emergency situation, is so
outstanding so as to warrant special recognition by the Superintendent of Police but
is not quite of the caliber which would warrant award of the Executive Director's Unit
Citation.

CRITERIA

1. The task should be of such a nature that each member of the group cooperated

jointly in its accomplishment.

2. Among the kinds of achievement for which the award may be given are:

a.  Actions during emergency situations which result in the saving of lives or
the avoidance of loss of life, such as;

1. Serious motor vehicle accidents
2. Evacuations during fires
3. Rescues (drowning, attempted suicide, etc.)
4. First Aid (CPR, etc.)
b.  Actions which result in an important arrest
C. Any other situation deemed appropriate by the Superintendent of Police.
AWARD

The recipients of this award will be given a certificate enumerating the achievement
and signed by the Superintendent of Police. Recipients will also be entitled to wear

the Police Group Citation breast bar (no medal or other compensation accompanies
this award.)

PROCEDURE

1. Ifin the opinion of the Commanding Officer of a unit or facility, the actions of a

group of individuals assigned to his command fall within the criteria as stated in
paragraph Il above, he will forward a recommendation including all related
reports to the Inspector of Operations.

2. The Inspector of Operations will review the circumstances with the

Commanding Officer. If in his opinion the incident warrants consideration,
the Inspector of Operations will forward the recommendation to the Medal
Review Board for review.

3.  If the Medal Review Board concurs, a recommendation for approval will be
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forwarded to the Superintendent of Police.

The Superintendent of Police will make the final determination as to the
awarding of the Police Division Group Citation.

If the Group Citation is awarded, the Superintendent of Police will determine
the place, method and time of the presentation.

P.D. 1. 2-14
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. DIRECTOR OF ADMINISTRATION TRANSPORTATION ALLOWANCES
' POLICE DIVISION INSTRUCTION OCTOBER 1976
. INTRODUCTION

This instruction prescribes the conditions under which members of the Police
Force will be reimbursed for expenses incurred as a result of using either public
transportation or private vehicles for travel to and between facilities.

PUBLIC TRANSPORTATION EXPENSES

A.  Members of the force, who are required to respond to work on a regular day
off, will be compensated for the full cost of public transportation to the
facility of work and return home.

B. Members of the Central Police Pool, when required to respond to a facility
further away from their home than their home facility (JCTC), will be
compensated for the difference in cost of the public transportation between
the Journal Square Transportation Center and the facility of assignment.

AUTHORIZED MILEAGE

A. Members of the force may be authorized to use their personal vehicles,
under the following circumstances:

1. When public transportation is unavailable due to the hour of the day
oz the day of the week that the officer is required to respond to work.

2. When the use of public transportation is impracticai, such as:

a. response to emergency situations;
b. response to fill emergency manpower needs.
3. When it is more economical to use a private vehicle than public

transportation, as for example, when a number of employees are
traveling to the same destination.

B.  Authorization

The use of mileage must be authorized in advance and may be authorized by
any of the following:

1 Facility Commanding Officer;

2  Tour Commander;

3 Inthe case of Central Police Pool personnel, the Central
Police Desk Sergeant.

C. Compensation

If mileage is authorized, members of the force will be compensated at the rate of
14 per mile, as specified in P.A.l. 15-3.05, "Use of Rented and Employee Owned
Vehicles".
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D. Mileage Charts

Members of the Central Police Pool are required to complete a mileage chart
listing the mileage from home to the various facilities. In addition, the cost of
public transportation to the various facilities along with the names and routes of
appropriate bus companies, railroads, subways, etc., will be listed.

E. Computation

1. The Central Police Desk Sergeant will use the mileage charts to
compute the amount of reimbursement for mileage authorized to
Central Police Pool personnel.

2. To determine the amount due for inter-facility travel, the Sergeant will
consult the chart listing road mileages between Port Authority
facilities.

3. To determine the amount due for mileage differential, the Sergeant

will consult the appropriate chart to determine the distance between
the officer' home and the facility to which originally assigned. The
distance between the officer's home and the subsequent facility of
assignment is then computed. The first figure is then subtracted from
the second figure and the difference is muitiplied by $ .12¢c

TOLLS

The use of non-Port Authority toll facilities will be authorized if such use will result
in a substantial saving of travel time, or would materially reduce the distance to
be traveled. Receipts for tolls paid will be attached to P.A. form 618, "Petty Cash
Voucher, when the voucher is submitted for approval.

ACCIDENTS

Police Officers involved in motor vehicle accidents while operating their personal
vehicles on authorized Port Authority business, will be governed by the
provisions of P.A.l. 15-3.05, paragraph D.

PETTY CASH VOUCHERS

To secure reimbursement, the Police Officer will submit a Petty Cash Voucher,
P.A. Form 618, listing the date incurred, the reason and the route taken, e.qg.
"mileage from Holland Tunnel to Newark Airport to home (Bogota, NJ). Re-
assigned after reporting to H.T." After completing the voucher, the regular
procedure for the processing of the voucher, will be followed.
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DIRECTOR OF ADMINISTRATION EMERGENCY GARAGE OFFICERS TRAINING
POLICE DIVISION INSTRUCTION APRIL 1965
INSTRUCTION

This instruction prescribes requirements for participation in the Emergency
Officers Training Program and the methods used in the selection and training of
personnel.

PURPOSE

The purpose of this instruction is to standardize the selection and training
process.

REQUIREMENTS:

In order to be accepted for participation in the Emergency Garage Officers
Training Program, a police Officer must meet the following requirements:

A. Have at least one year of continuous Port Authority Police service
immediately prior to the closing date for acceptance of applicants.

B. Be approved by the Medical Department for heavy-duty emergency activity
and successfully complete the Keystone Telebinocular Vision Test.

NOTE: The use of glasses is permissible.
C. Have a satisfactory sick and disciplinary record.
D. Be recommended for the training by the facility commanding officer.

NOTE: A police officer will not be accepted for participation in Emergency
Garage Officers Training if he is known to be about to terminate his Port
Authority employment or if his name appears on any existing Civil Service
list.

APPLICATION FOR TRAINING

It is the responsibility of the facility commanding officer to request the
Superintendent of Police to issue a call for applicants for Emergency Garage
Officers Training whenever the reserve supply of trained Emergency Garage
Officers at his facility requires augmenting. Upon issuance of a call for applicants
all police officers who wish to be included in the Emergency Garage Officers
Training class may submit requests to their facility commanding officers, provided
they meet the one-year service requirement.

A.  Asrequests are received, they will be processed by the facility commanding
officer who should consider the following points:
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Record of disciplinary action.

Record of disabling injuries.

Attendance record for the past two years.
Motor vehicle driving record.

Physical fitness.

A

B.  The facility commanding officer will then select the number of men
necessary to fulfill facility requirements and submit a recommendation to
the Superintendent of Police that those men selected receive Emergency
Garage Officers Training. The facility commanding officer will identify the
candidates in the recommendation and will assign a numerical value,
ranging from a minimum of zero to a maximum of ten to each candidate.
The numerical value so assigned by the facility commanding officer should
reflect his evaluation of the candidate in comparison to the other candidates
he recommends for Emergency Garage Officers Training.

C.  The final selection of applicants will be subject to the approval of the
Superintendent of Police.

TRAININC AND ASSIGNMENT.

The Emergency Garage Officers Training course will be conducted by members
of the Police Academy staff and will consist of classroom instructions and
practical field Instructions. Trainees will be required to attain a passing grade of
at least 70 in a written examination during the academic phase of the course.

A. Inthe course of the practical field work phase of Emergency Garage
Officers Training, each applicant, will be-required to demonstrate his ability
to operate heavy vehicles during a period of driver training conducted by
members of the Police Academy staff. An applicant who exhibits a serious
driving problem during the driver training phase will be eliminated from
Emergency Garage Officers Training. A "serious driving problem" will be
identified by the judgment of a member of the Police Academy staff and
may constitute one or more of the following conditions:

1. Repeated unwillingness or inability to follow specific instructions of
authorized training instructors to an extent that is likely to endanger
tile or cause damage to Port Authority property or equipment.

2. Repeated unsafe driving practices or traffic violations in disregard of
specific instructions in proper and safe driving practices.

3. Inability to overcome initial nervousness associated with exposure to
operating heavy vehicles, which materially affects driving ability.

B.  On completion of Emergency Garage Officers Training, the Police Academy
will compile a master eligible list of successful candidates in the order of
their overall evaluation based on the following:

1. The numerical value assigned to each candidate by his facility
commanding officer will constitute a maximum .of ten percent of the
overail evaluation.
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2.  The candidate's seniority will constitute a maximum of ten percent of
the overall evaluation. Candidates will be graded with one percent for
each year of service up to a maximum of 10 percent for ten years.

3. The candidate's grade on his written examination will constitute a
maximum of 80 percent of the overall evaluation.

Candidates shall be placed on facility eligible or seniority lists at the
facilities to which they are regularly assigned in the order in which their
names appear on the master list.

The facility commanding officer shall make assignments to the regular
Emergency Garage detail at his facility in the order of the standing on the
facility list.

In the event a qualified police officer is transferred from a facility at his
personal request or through position abolishment, he will be required to
request reassignment to the Emergency Garage Officers list through the
commanding officer of the assigned facility. If approved, the officer will be
positioned at the bottom of the facility detail list.

For sufficient reason, facility commanding officers may deviate from the
assignment policy outlined in D and E, but only with the approval or the
Superintendent of Police.

P.D.1.9-6
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Revised July 1983 Effective: July 1983

POLICE OPERATIONS MANUAL

SENIORITY - POLICE OFFICER

PURPOSE

The purpose of this instruction is to outline a seniority policy applicable to
members of the police force in the rank of Police Officer.

DEFINITIONS

A

Port Authority Police Seniority

Police Officer seniority will be based on the number of years of Port Authority
service as a Police Officer, based on the date of appointment to the police
force and the position within his class upon graduation from the Police
Academy.

Facility Seniority

Port Authority Police seniority will not be applicable and effective as facility
seniority until the Police Officer has been permanently transferred and has
served at the Facility Police Command for a continuous period of six (6)
months.

Temporary Transfer to Temporary Authorized Position

Port Authority Police seniority will not be applicable as facility seniority to
Police Officers assigned to temporarily authorized positions or short-term
assignments. In the event a temporarily authorized position or short-term
assignment becomes permanently authorized, the next Police Officer eligible
for the transfer will be offered the transfer to the permanently authorized
position and if that Police Officer has been assigned to the temporarily
authorized position or short-term assignment, the time assigned in the
temporarily authorized position will count as if it had been a permanent
transfer.

Formerly P.D.I. 2-1A, July 1983
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. MASTER SENIORITY LIST

A master seniority list based on Section I, Paragraph A, will be maintained by Police
Division. This list will indicate the official seniority standing of Police Officers of the force
and a copy of the master seniority list will be provided to the PBA, and all revisions
. thereafter.

IV. SHORT-TERM ASSIGNMENTS

A. Short-term assignments will not exceed ninety (90) days in duration.

B. When it becomes necessary to make short-term assignments, the junior
officer will be assigned from the Central Police Pool unless a senior Police
Officer from the Central Police Pool requests such assignment. Where it is
desirable to use qualified specialists, assignments will be made on an
equalization basis.

V. SPECIAL DETAILS

A. Special details will be under the control of the Facility Police Commanding
Officer. In making assignments to special details, the first consideration will
be the maintenance of standards established by the Superintendent of
Police. The second consideration will be the preference of senior members
of the force.

B. A special detail is defined as a body of work requiring specialized training for
which a roster is maintained at a Facility Police Command or Police Division
and which is designated as a full-time (8 hour tour) position, and for which
assignments are made in accordance with Section Xl|, Paragraph 7, a, ii, of
the Memorandum of Agreement.

C. A Police Officer, senior to a Police Officer selected, who requests in writing
the reasons he did not receive a special detail, shall be responded to in
writing within fourteen (14) days setting forth the reasons for not being
selected for the special detail by the appropriate parry making the decision.

VI. PREFERRED ASSIGNMENTS

Preferred assignments are work chart positions, which have a specific body of
work attached to the assignment, or are preferred Roll Call assignments, which are
filled on a tour-by-tour basis. The preferred assignment requires no formal
specialized training, and the selection is by police seniority as defined herein.

Vil. SPECIALIZED TRAINING

Formerly P.D.1. 2-1A, July 1983
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A. Prior to making a selection for specialized training to qualify a member for a
special detail at a command, or to qualify an officer in specialized skills, the
Facility Police Commanding Officer shall notify all Police Officers at his
command of the pending training program, giving at least three (3) weeks for
applications to be submitted.

B. In the notice of training opportunity’, the Commanding Officer shall set forth
the following:

1. The name of the special detail or the specialized training;

2. The criteria which will be used in making the selection as defined in
Paragraph C below;

3. The number of candidates to be used for the training;

4. The approximate dates, the location and duration of the training
program;

5. Any special limitations or considerations involved in the special detail
such as squad or position assignments or limitations;

6. Where there is a bona fide requirement that a Police Officer has a
specific and objective work-related skill prior to being considered eligible
to apply for a particular type of advanced specialized training, the
announcement for such training shall indicate the same fully and
completely.

C. To be accepted for any/all specialized training, whether conducted locally, by
the Police Academy, outside agencies or otherwise, a Police Officer must
meet the following criteria in all cases:

1. Sick Leave

A record of either five (5) or more occasions of sick leave, or 31 or more
days of sick leave in the twelve-month period prior to the announcement
of the training program excludes a Police Officer from consideration for
the announced training opportunity.

a. A Police Officer must meet the standard contained in Sick
Leave Policy, P.D.I. 2-9, i.e., Standard - no more than four
occasions of sick leave within the twelve months prior to the
announcement of the training program.

b. Days spent by a member in a hospital for treatment and days

Formerly P.D.I. 2-1A, July 1983




Subject: Seniority-Police Officer P.O.l.2-1A

Issued: Page 4 of 4

Revised July 1983 Effective: July 1983

contiguous to such hospitalization will not be included.

c. The first occasion of absence due to each injury incurred in the
line of duty shall be excluded from the 30 days sick leave review
and shall not be deemed an occasion of absence.

2. Discipline

a. Where a Police Officer has been disciplined pursuant to P.A.l.
20-1.10, and the nature of any of the charges for which he has
been disciplined related directly to the nature of the detail for
which a training opportunity is offered, he/she shall be excluded
from consideration for that announced training opportunity.

b. Such exclusion from a particular training opportunity shall not
affect the Police Officer's eligibility to apply for other training
opportunities unrelated to such charges.

3. Seniority

Where Police Officers are eligible to apply for a training opportunity as
set forth above, all selections of applicants shall be based solely upon
job seniority as defined in Section, Il, Paragraph A herein.

D. A Police Officer senior to a Police Officer selected, who requests in writing
the reason he did not receive specialized training for placement on a special
detail roster, shall be responded to in writing setting forth the reasons for not

being selected for this training by the appropriate party making the
decision.

Formerly P.D.1. 2-1A, July 1983
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POLICE OPERATIONS MANUAL

SENIORITY

PURPOSE

The purpose of this instruction is to outline a seniority policy applicable to
members of the police force in the grade of Detective.

DEFINITIONS

For the purposes of this instruction, seniority will be based on the number of years
in grade. Seniority for Detectives will be based on the number of years of Port
Authority service as a Detective, and, if identical, based upon total Port Authority
Police seniority.

Seniority will not be applicable and effective as facility seniority until the Detective
has been permanently transferred and has served at the Facility Police Command
for a continuous period of six (6) months.

MASTER LIST

A master seniority list based on Section Il will be maintained by Police Division.
This list will indicate the official seniority standing of Detectives and a copy of the
master seniority list will be provided to the association and all revisions thereafter.

DETAILS OR PREFERRED ASSIGNMENTS

A detail is defined as a body of work requiring specialized training, and preferred
assignments are work chart positions which have a specific body of work attached
to the assignment, but which require no specialized training.

TRAINING

Other than training requirements for qualification for any detail not filled by
seniority only, or requirements for individuals in positions selected at the
Superintendent's sole option, all training opportunities will be filled using the
following procedures:

Formerly P.D.1. 2-1B, July 3, 1983
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1. Training programs will be announced and posted on all bulletin boards;

2. The announcement shall set forth the nature of the training, the duties
associated with any detail requiring the training, and indicate any limitations
dealing with the training opportunity or subsequent detail assignment, if
applicable.

3. Following a three (3) week application period, the selection shall be made
based solely upon seniority as defined herein, subject to rejection for
demonstrable cause.

4. Any Detective senior in grade to the selected Detective may appeal to the

Superintendent of Police, whose decision shall be subject to the
grievance/arbitration procedure.

Formerly P.D.I. 2-1B, July 3, 1983
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POLICE OPERATIONS MANUAL

SENIORITY - POLICE SERGEANTS
L. PURPOSE

The purpose of this instruction is to outline a seniority policy applicable to Police
Sergeants and Detective Sergeants.

II.  DEFINITIONS
A. Police Sergeants

Seniority for Police Sergeants is based on the number of years of Port
Authority service as a Police Sergeant, and, if identical, based upon total
Port Authority Police seniority. Total Port Authority Police seniority is
computed on the number of years of Port Authority Police service, based on
the date of appointment to the police force and the position within his class
upon graduation from the Police Academy.

B. Detective Sergeants

Seniority for Detective Sergeants is based on the number of years of Port

Authority service as a Detective Sergeant. If assignment occurs on the same
day, seniority is based upon the number of years of service as Police |
Sergeant, and, if identical, based upon total Port Authority Police seniority. :

C. Facility Seniority

Seniority is not accrued at a Facility Police Command by a Sergeant until the
Sergeant is assigned to the Facility Police Command continuously for a
period of six {6) months.

(. MASTER LIST

A master seniority list based on the above definitions will be maintained by the
Police Division. This list will indicate the official seniority standing of the members
of the force covered by this instruction.

Formerly P.D.I. 2-1D, April 1984
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POLICE OPERATIONS MANUAL

Seniority - Police Lieutenants

[ Purpose

The purpose of this instruction is to outline a seniority policy applicable to Police
Lieutenants.

. Definitions

A. Police Lieutenant Seniority

Seniority for Police Lieutenants will be based on the number of years of Port
Authority service as a Police Lieutenant.

i. For all Lieutenants promoted prior to April 1, 1988, and for any
Lieutenant selected from the permanent promotion roster after April 1,
1988, if promotion of two or more Police Lieutenants occurs on the same
day, seniority will be based upon the number of years of service as a
Police Sergeant, and if identical, based upon total Port Authority Police
seniority. Total PA Police seniority will be computed on the number of
years of Port Authority Police service, based on the date of appointment
to the police force and the position within his class upon graduation from
the Police Academy.

ii. For Police Lieutenants promoted off the vertical promotion roster
after April 1, 1988, if promotion of two or more Lieutenants occurs on the
same day, seniority as a Lieutenant will be based upon ranking on the
vertical promotion roster.

B. Facility Police Command Seniority
Seniority will not be accrued at a Facility Police Command by a Lieutenant

until the Lieutenant is assigned to that Facility Police Command continuously
for a period of six (6) months.

Formerly P.D.I. 2-1D, March 1988
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Ifl.  Master Seniority List

A Master Seniority List based on the above will be maintained by the Police

Division. This list will indicate the official seniority standing of Police Lieutenants
covered by this instruction.

Formerly P.D.I. 2-1D, March 1988
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POLICE OPERATIONS MANUAL

TRANSFER PROCEDURE - POLICE OFFICERS
l. INSTRUCTION

This instruction established the procedure to be followed in transferring members
of the Police Force in the grade of Police Officer.

Il.  PURPOSE

To insure fair and impartial treatment in the making of transfers, both voluntary and
involuntary.

. PROCEDURE
A. Application for Transfer

1. All requests for transfer shall be submitted on Port Authority. Form
#2665, and directed to the Office of the Superintendent of Police. These
requests will be accepted or rejected by the Superintendent of Police on
the basis of efficiency, ability, training and character of the applicant.

2. All acceptable applicants shall be placed on the appropriate list
according to the date the application was submitted.

3. Unless an applicant accepts a transfer when it is offered to him, his
name will be removed from the transfer list concerned. Moreover,
applicants will be restricted from resubmitting a request for transfer to
facility concerned until six (6) months have elapsed from date of
declination.

4. In the event the person highest on the list does not receive the

assignment, he may request a meeting with the Superintendent of Police
to discuss the reason for being by-passed.

Formerly P.D.1. 2-3, June 1980
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5. When an opening for a temporary authorized position occurs, an
applicant will be considered for the vacancy in the order in which his
name appears on the appropriate list. An applicant may elect not to
accept the temporary assignment when it is offered and retain his position
on the list. All other applicants on the list will be offered the temporary
assignment in numerical order until one accepts. If no one accepts, the
junior qualified person in the Central Police Pool will be assigned.

B. Qualifications - Transfer Requests
1. Requests for transfer to facilities, other than airport emergency crew

trained positions, will not be accepted until the Police Officer has
completed one year of service

Formerly P.D.1. 2-3, June, 1980
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POLICE OPERATIONS MANUAL

MERITORIOUS POLICE DUTY MEDAL

PURPOSE:

To recognize outstanding performance by sworn members of the Port Authority Police
for their performance during a specific incident.

POLICY:

It is the policy of this department to award the Meritorious Police Duty Medal to members
who have exhibited conduct in specific incidents, which in kind or degree is clearly
beyond normal requirements, but is not of the caliber which would qualify the recipient
for the Police Commendation Medal.

TYPES OF PERFORMANCE

The types of performance meriting the recognition of the Meritorious Police Duty Medal
would be classified among those now reported on Commendatory Incident Reports
(Form PA 1985). The following examples are acts for which the medal for meritorious
police duty may be awarded.

Arrests - Not involving immediate risk of life.

e Through a police or other type of alarm, making an important arrest in
circumstances involving personal risk.

e The use of good judgment and alert observation that results in an important arrest.

e The use of outstanding skill in interrogation/investigation resulting in an important
arrest.

o Fires - The evacuation of people from burning structures or conveyances.

o First Aid - Rendering first aid to injured or ill persons in situations demanding the
exercise of immediate, decisive and outstanding judgment and action.

Formerly P.D.l. 2- 12, May 1976
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» Rescues - Preventing the loss of life through drowning, attempted suicide, or other
type of incident that reflects favorably upon the Port Authority Police.

» Group Action - Participating in an incident for which the principal participant is
deserving of a higher award, but where participation in a supporting role is in
itself not worthy of a higher award.

e Repeated Acts of Exceptional Police Duty - Acts which by themselves do not
merit or meet the criteria for the Meritorious Police Duty Medal will be recorded
upon a Commendatory Incident Report. Three Commendatory Incident Reports,
when grouped together as separate incidents of commendation, will make the
recipient eligible to be considered for a Meritorious Police Duty Medal.

PROCEDURE:

After receiving a report of an incident, which may be worthy of the award of the
Meritorious Police Duty Medal, the Police Commanding Officer will investigate the
incident.

» A member of this department may initiate a request for recognition and prepare a
request for investigation of an incident to the Commanding Officer. The Police
Recognition Request Form (Appendix "A") will be used for this purpose.

e If the Commanding Officer disapproves an officer's request for recognition, the
officer may file an appeal within ten (10) days of the Commanding Officer's
disapproval. This appeal will be forwarded to the Medal Review Board for their
review and recommendation. The officer will use the Police Recognition Request
Form for this appeal (Appendix "A").

e Commanding Officers will make recommendations for the award as soon after the
incident as practical

e The Police Inspector will make a preliminary review of the recommendation, and if
necessary, acquire further information from the recommending Commanding
Officer or other available sources.

e The Police Inspector will convene the Medal Review Board to review the submitted
recommendation(s).

MEDAL REVIEW BOARD

A Medal Review Board will be designated by the Superintendent of Police and will
consist of six members:

e One Police Chief

Formerly P.D.I. 2- 12, May 1976
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¢ One Police Inspector or Police Captain
¢ One Police Lieutenant- LBA

e One Police Sergeant- SBA

e One Detective- DEA

e One Police Officer- PBA

e The two highest ranking members of the Medal Review Board will be appointed by
the Superintendent of Police.

e The position of Deputy Inspector or Captain will be filled from the Police
Headquarters staff

e The Police Medal Review Board will normally meet quarterly. The Police Inspector
may, in addition to the normal schedule, convene the Board at any time if it is
deemed necessary. Recommendations for medal awards will be forwarded by
facility Commanding Officers no later than 30 days prior to the first day of the
month in which the Board meeting is held. Recommendations must consist of an
original and five copies of all pertinent material.

e The Police Inspector will present the award recommendations to the Medal Review
Board for examination.

e The recommendations of the Medal Review Board will be forwarded to the
Superintendent of Police.

SUPERINTENDENT OF POLICE

e The Superintendent of Police, after reviewing the recommendations of the Medal
Review Board, may either approve or disapprove the award.

e Awards will be presented to the recipients by the Superintendent of Police or his

designee at a special award ceremony. The date of this ceremony will be
determined by the Superintendent of Police.

AWARDS
e The recipient of the Meritorious Police Duty Medal will be granted one additional
vacation day during the twelve month period following the award ceremony.
One (1) vacation day will be granted for each medal awarded.

e A letter of citation will accompany each medal awarded. The citation will be signed
by the Director of Public Safety /Superintendent of Police.

Formerly P.D.I. 2- 12, May 1976
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INSCRIPTIONS

e The rear of the medal shall be inscribed:

Rank - Name
Month - Year

e An additional medal will be presented for each subsequent occasion for which a
member of the force is to be a recipient of a Meritorious Police Medal. The back
of each succeeding medal will be inscribed indicating the number of the award as
follows:

e Occasions award presented to recipient, e.g., second, third, etc.

e Rank, name, month and year of award.

BREAST BARS

e A breast bar will be worn on the police uniform, in accordance with P.D.I. 7-10, to
indicate that the wearer is a recipient of the Meritorious Police Duty Medal. A
bronze oak leaf cluster will be affixed to the breast bar for each additional medal
received. Only three clusters will be affixed to any one medal bar.

e When the fifth medal has been awarded to an individual, he/she will wear the
breast bar with a silver oak leaf cluster attached.

SUPPLY

The Special Services Sergeant shall maintain a sufficient supply of Meritorious Police
Duty medals, breast bars, and clusters.

By order of:
Yhssbe Dby ) >
R 1
Director, Public Safety Department
Superintendent of Police

Formerly P.D.I. 2- 12, May 1976
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POLICE OPERATIONS MANUAL

POLICE HEADQUARTERS GROUP CITATION
PURPOSE:

To recognize members of the Port Authority Police force for their performance when
acting as a group in carrying out specific police action.

POLICY:

The Police Headquarters Group Citation is presented to members of the force whose
performance in carrying out a specific police action involving three (3) or more officers
acting in concert during an unusual emergency situation, is so outstanding so as to

warrant special recognition by the Superintendent of Police but is not quite of the caliber
which would warrant award of the Executive Director's Unit Citation.

CRITERIA

The task should be of such a nature that each member of the group cooperated jointly in
its accomplishment. Among the kinds of achievement for which the award may be given
are:

Actions during emergency situations, which result in the saving of lives or the
avoidance of loss of life, such as

e Serious motor vehicle accidents.

¢ Evacuations during fires.

s Rescues (drowning, attempted suicide, etc.).
e First Aid (CPR, etc.)

e Actions, which result in an important arrest.

¢ Any other situation deemed appropriate by the Superintendent of Police.

AWARD

Formerly P.D.I. 2- 14, May 1976
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The recipients of this award will be given a certificate enumerating the achievement and
signed by the Superintendent of Police. Recipients will also be entitled to wear the Police
Group Citation Breast Bar. Group actions recognized by this award will not be eligible for
consideration for the Executive Director's Unit Citation. (No medal or other compensation
accompanies this award).

The Inspector of Operations will review the circumstances with the Commanding Officer.
If in his opinion the incident warrants consideration, the Inspector of Operations will
forward the recommendation to the Medal Review Board.

e If the Medal Review Board concurs, a recommendation for approval will be
forwarded to the Superintendent of Police.

e The Superintendent of Police will make the final determination as to the awarding
of the Police Headquarters Group Citation.

e If the Group Citation is awarded, the Superintendent of Police will determine the
place, method and time of the presentation.

By order of:

Director, Public Safety Department
Superintendent of Police

Formerly P.D.I. 2- 14, May 1976
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POLICE OPERATIONS MANUAL

LIEUTENANTS TRANSFER PROCEDURE

[, INSTRUCTION

The instruction establishes the procedure to be followed in transferring members
of the force holding the rank of Police Lieutenant.

Il.  PURPOSE

The purpose of this instruction is to provide for the thorough and systematic
indoctrination and training of newly promoted Lieutenants as well as for the
accurate appraisal of their performance and to provide a fair and impartial system
for the transfer and assignment of all Lieutenants both voluntary and involuntary.

.  POLICY

A. All authorized Police Lieutenant positions will be filled in accordance with this
transfer procedure.

B. Requests for special assignments other than those stipulated in Section 1V,
Paragraph A below may be accepted. In the event a Lieutenant does not
receive the special assignment, he may request a meeting with the
Superintendent of Police or his designed representative. Such assignments
are not subject to the grievance procedure.

IV. PROCEDURE
A. Transfer lists will be maintained for the following facilities:
Holland Tunnel, Lincoln Tunnel, George Washington Bridge, Staten island
Bridges/Teleport, LaGuardia Airport, Newark International Airport, Kennedy

Airport, PATH, Bus Terminal, World Trade Center, and Lieutenant's Reserve
Pool.

Formerly P.D.I. 2- 15, September 1981




Subject: Lieutenants Transfer Procedure P.O.l. 2-15

Issued September, 1981 Page 2 of 4

Revised: Effective: September 1981

The Staff Lieutenant position at the Tunnels & Bridges Regional Command
shall be filled from among Lieutenants assigned to the Tunnel and Bridge
Commands (H.T., LT., SIB/Teleport, GWB) on a seniority basis. The
Vacation Relief Lieutenant assigned to the Tunnels & Bridges Regional
Command shall be filled from among Lieutenant assigned to the Lincoln
Tunnel on a seniority basis.

B - 1 The assignment of Lieutenants to the following positions need not be made
from the transfer lists. Such assignments shall not be involuntary and are
subject to the provision of Section Ill, Paragraph B, above.

POSITION FACILITY
Staff Lieutenant World Trade Center
Staff Lieutenant Bus Terminal
Commanding Officer Police Academy
Absence Control Lieutenant Police Division
Planning & Research Lieutenants Police Division
Commanding Officer Central Police Pool

Police Division (JSTC)

B - 2 The Planning and Research Lieutenants position in the Police Division is
designated for any Lieutenant who is on reduced pay status due to sickness.
In the event a Lieutenant enters such status and meets the terms of Section
XIX, Paragraph 8, of the

Memorandum of Agreement, he will be placed in the assignment with the
Superintendent's right to selection held in abeyance until the completion of
the reduced pay assignment. The first assignment under the reduced pay
program may be made from a Lieutenant who is medically restricted.

In the event another Lieutenant enters reduced pay status and meets the
criteria contained in Section XIX, Paragraph 8, and the Planning and
Research position is already occupied by a medically restricted individual,
then another position will be established in the Police Division only for the
period that the second individual is in reduced pay status.

Whenever a reduced pay assignment is made to the Planning and Research

position, the incumbent will be reassigned to the facility and position vacated
by the individual entering reduced pay status.

Formerly P.D.1. 2- 15, September 1981
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In the event there are two Lieutenants assigned as Planning and Research
Lieutenants, the last individual assigned shall be subject to reassignment
pursuant to this section, and the individual first assigned shall only be
reassigned in the event a second Lieutenant enters reduced pay status.

C. Allrequests for transfer shall be submitted on PA Form #2665 and will be
directed to the Superintendent of Police or his designated representative. A
notice of receipt will be returned to the applicant. All applicants for transfer
shall be placed on the appropriate list according to the date the application
was received. In the event that more than one application is received on the
same day, Lieutenants seniority will be used to place the Lieutenants on the
list.

D. Requests for transfer to a facility may be submitted after a Lieutenant has
completed his six-month probationary period, and when accepted, his name
will be placed on the active transfer lists.

Upon completion of his sixth month of service as a Lieutenant, he will be
eligible for transfer in accordance with this procedure.

E. Inthe event a vacancy occurs at any facility for which a transfer list exists,
the vacancy is to be filled from the appropriate transfer list in accordance
with this transfer procedure until the last transfer would result in the
assignment of any newly promoted Lieutenant to a facility other than the
Lieutenant Reserve Pool.

F. Facility Commanding Officers must accept transferred employees in the rank
order of their transfer list request unless demonstrable cause can be
substantiated. Such exception shall be subject to the grievance procedure
"set forth in the Memorandum of Agreement.”

G. Positions held by Lieutenants who have successfully completed their six
months in grade are considered to be vacant and they will be filled in
accordance with this transfer procedure.

H. Upon acceptance of a transfer, Lieutenants may not voluntarily re-transfer
for a period of six months from the date of assignment. In addition, the
transferred Lieutenant will be required to remove his name from all but three
active transfer lists. After the first accepted assignment, a Lieutenant will not
be eligible to be on more than three active transfer lists.

[.  If a Lieutenant rejects a transfer when it is offered to him, his name will be
removed from the transfer list. Applicants will be restricted from re-submitting
a request for transfer to the facility concerned until six months have elapsed
from the date of declination.

Formerly P.D.I. 2- 15, September 1981
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VI

J. In the event an opening occurs at a facility and there are no transfer
requests on the active list, or no eligible Lieutenant accepts the transfer, the
vacancy will be filled using the following sequences:

1. If the vacancy that occurs does not result in the requirement to
promote, the junior qualified Lieutenant in the Pool who is not in the Pool
as a result of his position on a transfer list or by virtue of his accepting a
transfer to the Lieutenants Reserve Pool, shall fill the vacancy.

2. If avacancy occurs that results in a requirement for promoting a
Police Lieutenant, the Lieutenant so promoted shall fill the vacancy at that
operating facility.

3. If such a vacancy occurs and it cannot be filed in accordance with
Paragraphs 1 and 2 of this section, the junior qualified Lieutenant who
has completed six months in grade at any facility for which a transfer list
is maintained, will be assigned to fill the vacancy.

K. Where transfers are required due to a reduction in force, they shall be
accomplished in the inverse order of assignment to the facility. Members so
transferred will be assigned to the Lieutenants Reserve Pool or to another
facility and in the same order be placed at the top of the list for assignment
back to the facility from which they were transferred.

DETECTIVE LIEUTENANT TRANSFER PROCEDURE

Transfer lists shall be established and maintained for the following CIB
assignments: JFK, PABT, and NIA. All transfers shall be in. accordance with
Section |V of this procedure and shall apply in a similar manner as to all other
Police Lieutenant transfers. All Lieutenants assigned as Detective Lieutenants, Job
Spec. 2616 shall be permitted to request transfers to fill positions within the CIB for
which transfer lists are maintained. The assignment of a Detective Lieutenant for
that position may be made by the Superintendent of Police without regard to
sonority. Such assignment shall not be involuntary and is subject to the provision
of Section lll, Paragraph B, above.

GENERAL

The Superintendent of Police may administer individual transfers in personal
hardship cases or in individual situations he deems necessary for the good of the
force.

Formerly P.D.1. 2- 15, September 1981
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POLICE OPERATIONS MANUAL

DETECTIVE TRANSFER PROCEDURE

l. INTRODUCTION

This Instruction establishes the procedure to be followed in the transfer of
Detectives; those persons holding the official title covered by Port Authority Job
Specification No. 2601, dated November 1972, revised September 1981, revised
March 1984, revised April 1988 and further revised June 1998.

Il. PURPOSE

The purpose of this instruction is to provide for a fair and impartial system for the
transfer and assignment of all Detectives. All Detective positions will be filled in
accordance with this procedure.

. PROCEDURE
A. Facility Transfers
Transfer lists will be maintained for the following Facility Police Commands:

Port Authority Bus Terminal, PATH, World Trade Center, John F. Kennedy
International Airport, LaGuardia Airport, Newark Liberty International
Airport/Teterboro Airport, Port Newark/Port Elizabeth, 11x7-NY and 11x7-NJ
positions.

1. All requests for transfers shall be submitted on P.A. Form 2665 and will
be directed to the Superintendent of Police. The Notice of Receipt will be
returned to the applicant. All applications for transfer shall be placed on
the appropriate list according to the date the application was received. In
the event that more than one application was received on the same date,
Detectives seniority will be used to place the Detectives on the list.

2. Requests for transfer to a facility may be submitted after a Detective has

completed his six-month (6) probationary period, and when accepted, his
name will be placed on the active transfer lists. Upon completion of six (6)

Formerly P.D.I. 2-16, September 1981
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months of service as a Detective, he will be eligible for transfer in
accordance with this procedure.

3. In the event a vacancy occurs at any facility for which a transfer list exists,
the vacancy is to be filled from the appropriate transfer list in accordance
with this transfer procedure, until the last transfer results in the transfer of
any newly promoted Detective.

4. Transferred Detectives will be accepted in the rank order of their transfer
list request.

5. Positions held by Detectives who have successfully completed six (6)
months in grade are considered vacant and they will be filled in
accordance with this transfer procedure.

6. A Detective will be eligible to be on all active transfer lists, enumerated in
Section lll, Paragraph A.

7. If a Detective refuses a transfer when it is offered to him, his name will be
removed from the transfer list. In such event, a Detective will be restricted
from resubmitting another request for transfer for a period of six (6)
months.

8. In the event an opening occurs at a facility and there are no transfer
requests on the active list, or no eligible Detective accepts the transfer or
assignment, the vacancy will be filled using the following procedures:

a. If a vacancy occurs that results in the promoting of a Detective, the
Detective so promoted shall fill the vacancy at that facility.

b. If the vacancy does not result in a requirement to promote, the junior
detective within the Criminal Investigations Bureau who has
completed six (6) months in grade will be assigned to fill the vacancy.

9. Where transfers are required due to reduction in force, they shall be
accomplished in the inverse order of assignment to the facility. Members
so transferred will be assigned to another facility and in the same order
be placed at the top of the list for assignment back to the facility from
which they were transferred.

B. Special Details

Requests for the following special details may be accepted:
e Personnel and Property Security Investigation (CIB-HQ)
e Auto Squad (JFKIA)

Formerly P.D.I. 2-16, September 1981
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¢ Intelligence Unit (JFKIA)

e Cargo Crime Prevention Unit (JFKIA)

e Computer Ticket Fraud Unit (JFKIA)

e Major Case Squad*/Office of the Inspector General (CM-HQ)

Detective vacancies in these details, except for two (2) of the six (6)
Detective positions in the Major Case Squad*/Office of the Inspector General
Detail shall be filled as follows:

1.

Formerly P.D.1.

A vacancy shall be announced and posted on all bulletin boards at
facilities where Detectives are assigned.

. The announcement shall set forth the nature of the assignment, the duties

of the assignment and will indicate any limitation(s) dealing with the
assignment.

. Following the three (3) week posting period, the selection shall be made,

announced and posted on all bulletin boards where Detectives are
assigned.

. Should a reduction in force occur in a Special Detail set forth in

Paragraph :B above, the selection of Detectives to be reassigned shall be
made in the inverse order of Detective Seniority from among the
Detectives assigned to the affected Special Detail. Detectives so
reassigned will be returned to their last position and prior facility of
assignment.

. The Superintendent of Police shall select in his discretion two (2)

Detectives to fill two (2) of the six (6) Detective positions in the Major
Case Squad/Office Of the Inspector General Special Detail. The
Superintendent's selection is not subject to the grievance procedure.

. In the event any of the Special Detail positions/assignments set forth in

Paragraph B above are filled on the date of the execution of the
Memorandum of Agreement 1991-2003, the Detective in that
positions/assignments as of that date shall remain in that Special Detail
position/assignment until he vacates said position by the occurrence of
any of the following events:

a. Death

b. Promotion

c. Retirement

d. Resignation

e. Transfer or permanent reassignment

f. Involuntary removal as a result of disciplinary action, or

2-16, September 1981
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g. Involuntary removal for "demonstrable cause"
C. Interagency Task Forces.

A vacancy in any of the twenty three Interagency Task Force positions or
assignments currently in place and identified in Document "M", or in any
additional Interagency Task Force positions/assignments or
positions/assignments that may be established hereafter up to a maximum
of twenty three positions, shall be filled as follows:

1. A vacancy shall be announced and posted on all bulletin boards where
Detectives are assigned.

2. Only Detectives who have a minimum of twelve (12) months in grade as a
Detective will be eligible to apply for or fill those Interagency Task Force
positions or assignments identified in Document "M".

3. The announcement shall set forth the nature of the assignment, the duties
of the assignment and will indicate any limitation(s) dealing with the
assignment.

4. Except for the five (5) Detective positions or assignments in the FBI NY
Joint Terrorism Task Force and the two (2) Detective positions or
assignments in the FBI NJ Joint Terrorism Task force, following the three
(3) week posting period, the most senior qualified Detective shall be
selected. The selection shall be announced and posted on all bulletin
boards where Detectives are assigned. Selection for assignments to the
seven (7) above identified positions in the FBI NY and NJ Joint Terrorism
Task Forces shall be made by the Superintendent of Police following an
interview by the Superintendent of Police or his designee of the three (3)
most senior qualified Detectives. The selection shall be announced and
posted on all bulletin boards where Detectives are assigned.

5. Should a reduction in force occur in an Interagency Task Force the
selection of Detectives to be reassigned shall be made in the inverse
order of Detective Seniority from among the Detectives assigned to the
affected Interagency Task Force. Detectives so reassigned will be
returned to their last position and prior facility of assignment. For a
Detective with no prior facility of assignment to return to, all of the
following shall occur:

a. Transfer lists will be run to fill Detective vacancies existing at any
facilities.

b. Vacancies in any Special Detail will be announced and filled in
accordance to Paragraph B of this section.

Formerly P.D.I. 2-16, September 1981
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c. Vacancies in Interagency Task Forces identified in Document "M" will
be announced and filled in accordance with Paragraph C of this
section.

d. If the Detective was not transferred in the above process, the
Detective will be reassigned to any resulting vacant Detective
position.

e. If there is no vacant Detective position available subsequent to the
above process being followed, the Detective will be assigned to
Newark Liberty International Airport if a New Jersey resident or John
F. Kennedy International Airport if a New York resident.

6. In the event any of the Interagency Task Force positions/assignments
identified* Document "M" are filled on the date of the execution of this
Memorandum Of Agreement, the Detective in that Interagency Task
Force position/assignment as of that date shall remain in that Interagency
Task Force position/assignment until he vacates said position by the
occurrence of any of the following events:

a. Death

b. Promotion

c. Retirement

d. Resignation

e. Transfer or permanent reassignment

f. Involuntary removal as a result of disciplinary action

g. Involuntary removal for "demonstrable cause" or

h. At the request of the Interagency Task Force Agency.
IV. GENERAL

The Superintendent of Police may administer individual transfers in personal
hardship cases or in individual situations he deems necessary for the good of the
force.

Formerly P.D.l. 2-16, September 1981
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POLICE OPERATIONS MANUAL

AIRPORT EMERGENCY CREW SELECTION

INTRODUCTION

This instruction prescribes the method of selecting, training and assigning police
personnel on airport emergency crew transfer lists.

PURPOSE

Its purpose is to provide a reserve of trained police officers to be used for loans
from the Airport Pool or for transfer to airports to maintain authorized strengths.

AIRPORT POOL

The Airport Pool will be maintained at a strength determined by the Superintendent
of Police, adequate to cover normal manpower requirements, emergencies and
additional permanent assignments. Training and