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POLICY MANUAL INTRODUCTION 

 

 

This manual contains the policies of the Forsyth County Sheriff’s Office.  These policies are 

identified individually as “General Orders” and they are grouped into common topic areas.  

General Orders are not intended to serve as procedures.  Step by step procedures, which 

insure compliance with the General Orders, are contained in the Standard Operating 

Procedures Manual.  SOP’s are intended to give agency employees guidance as to the most 

acceptable methods for serving the citizens of Forsyth County while adhering to agency 

policies. 

The policies contained herein are designed to comply with the state standards established by 

the Georgia Association of Chiefs of Police.  The actual policies have been put into place by the 

Sheriff of Forsyth County in order to provide direction for agency employees in carrying out the 

duties of the Sheriff’s Office.  In order to carry out their duties, deputy sheriffs as well as other 

agency employees must be made aware of the Sheriff’s goals, objectives and preferences as to 

how to best serve the public. 

The policies contained in this manual are intended for the administration of the Forsyth County 

Sheriff’s Office only.  Nothing contained in this manual should be construed as the creation of a 

higher legal standard of safety or care in an evidentiary sense with respect to third party claims.  

Violations of any policy contained in this manual will only form the basis for Sheriff’s Office 

administrative sanctions.  Violations of the law will form the basis for civil or criminal sanctions in 

a recognized judicial setting. 

Any statements in this manual found to be illegal, incorrect, or inapplicable shall not affect the 
validity of any chapter, section or subsection of the manual. 
 
Titles in the manual shall not govern, limit, modify or affect the scope, meaning or intent of any 
chapter, section or subsection of the manual. 
 
Gender-Masculine or feminine gender pronouns, when used in this manual, will refer to both 
male and female employees.  This is for the purpose of brevity only and is not intended to 
discriminate or suggest preference to any gender. 
 
Tense - The present tense will include the past and future. 
 
Mandatory and Permissive -"Shall" and "will" are mandatory; "may" and “should” are permissive. 
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CHAPTER ONE 

ADMINISTRATION 
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I OFFICE OF THE SHERIFF 

 
The Sheriff is responsible for the operation of the Forsyth County Sheriff’s Office and is the 

final authority in matters of operation, policy, human resources and discipline and will 

exercise such lawful directives as are necessary to assure the effective performance of the 

agency.  The Sheriff or designee shall have the authority to assign or transfer personnel as 

he deems necessary and beneficial to the agency. 

 

The Forsyth County Sheriff’s Office shall be responsible for law enforcement services in all 
unincorporated areas of the county.  
 

The Forsyth County Sheriff’s Office is comprised of the following operational components: 

 

 Law Enforcement Bureau 

 Sheriff’s Services Bureau 

 Jail Bureau 

 

A. CHAIN-OF-COMMAND 

 

The chain-of-command shall be respected in all matters when practical.  Information and 

communications shall move up and down the chain-of-command through the proper 

channels.  When the next supervisor in line cannot be contacted in important situations or in 

emergencies, then an attempt should be made to contact the next supervisor in line, and so 

on, up to the Sheriff.  During times when the Office of the Sheriff is closed, an attempt will be 

made to page or call him at home when necessary.   

 

B.      POLICIES AND PROCEDURES 

 

All new agency wide policy or procedure will be approved by the Office of the Sheriff or Chief 

Deputy prior to dissemination to agency personnel.  Any recommendations for new agency 

wide policy or procedure shall be forwarded through the chain-of-command in writing to the 

Office of the Chief Deputy for review and approval. 

  

    

GENERAL ORDER:  1-1 OFFICE OF THE SHERIFF   

Rescinds/Amends:  GO 1-1   

Effective Date:  October 16, 2017   

Committee Review - Date: April 2017   

Related Procedure(s): SOP 1-1.100 – 1-1.601   

Authorized by:  Sheriff Ron H. Freeman   
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II OATH OF OFFICE   

 

Georgia law mandates that deputies take and subscribe to an Oath of Office, and all 
personnel take and subscribe to a Loyalty Oath before undertaking the duties of office or 
position.  
 
A.   Deputy Sheriffs (Peace Officers) 
 
The Oath of Office for deputy sheriffs is mandated by O.C.G.A. 45-3-7, and shall be 
administered by the Sheriff.  The proscribed oath shall be executed by each deputy sheriff 
prior to being assigned to any law enforcement duties.   
  
B.   Deputy Sheriffs (Detention Officers) 

 

The Oath of Office for detention officers is mandated by O.C.G.A 42-4-2, and shall be 

administered by the Sheriff.  The proscribed oath shall be executed by each detention officer 

prior to being assigned to any correctional duties.  

 

C.   All Agency Personnel 

 

The Loyalty Oath for all personnel is mandated by O.C.G.A. 45-3-13.   The oath shall be 

sworn and subscribed by all agency personnel and filed with the Forsyth County Human 

Resources Department.  The proscribed loyalty oath shall be executed by each new hire 

prior to assuming his/her position. 

 

III CODE OF LAW ENFORCEMENT ETHICS 

 

A. All sworn personnel shall abide by the following Code of Law Enforcement Ethics: 

 

“As a law enforcement officer, my fundamental duty is to serve mankind; to safeguard lives 

and property; to protect the innocent against deception, the weak against oppression or 

intimidation; the peaceful against violence or disorder; and to respect the constitutional rights 

of all persons to liberty, equality and justice.  

 

I will keep my private life unsullied as an example to all; maintain courageous calm in the 

face of danger, scorn, or ridicule; develop self-restraint; be constantly mindful of the welfare 

of others; and be honest in thought and deed in both my personal and official life. I will be 

exemplary in obeying the laws of the land and the regulations of my department. Whatever I 

see or hear of a confidential nature or what is confided to me in my official capacity will be 

kept ever secret unless revelation is necessary in the performance of my duty. I will never act 

officiously or permit personal feelings, prejudices, animosities, or friendships influence my 

decisions. With no compromise for crime and with relentless prosecution of criminals, I will 

enforce the law courteously and appropriately without fear or favor, malice or ill will, never 

employing unnecessary force or violence, and never accepting gratuities. 
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I recognize the badge of my office as a symbol of public faith, and I accept it as a public trust. 

I will constantly strive to achieve these objectives and ideals, dedicating myself before God to 

my chosen profession… law enforcement.” 

 

B.  Non-sworn members of the agency will abide by the Forsyth County Code of Ethics as 

set forth in County Ordinance 77-B. 

 
 

IV    MISSION STATEMENT, VALUES, GUIDING PRINCIPLES     

 
“Mission Statement” 

 

Our mission statement conveys what we believe to be our guiding purpose for the Forsyth 

County Sheriff’s Office, it is where we put our walk with our talk: 

  

In an unwavering effort to keep our community safe, the Forsyth County 

Sheriff’s Office exists to protect life and property, deter crime, create 

relationships in our community, and to set an example of professionalism in 

our service to others.   

 

 

“Values” 

 

Our core values are fundamental convictions and beliefs that we hold so firmly that they 

cannot be altered by circumstances. Our values and how we define our values serve as our 

ethical compass in making decisions and taking actions. We refer to these as the “Forsyth 

County Way”. 

 

 

The Forsyth County Way…. 

 

“We Are Here To Serve Our Community” 

 

Service is the cornerstone of our value system at the Forsyth County Sheriff’s Office. The 

highest form of service we can provide is to protect the lives and property of one's fellow 

human beings. Our county provides an exciting and diverse environment for personal and 

professional achievement. Our school system and county resources are recognized 

nationally for their value.  We recognize that our achievements as law enforcement officers 

will be measured by the level of safety and well-being enjoyed by our community. 
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“Integrity” 

 

If Service is the foundation of our value system, Integrity is the mortar that must hold it all 

together.  The Forsyth County Sheriff’s Office will demonstrate, through its actions, an 

uncompromising allegiance to the core principles espoused within the Police Officer’s Code 

of Ethics. Every Forsyth County Sheriff’s Office employee will embrace ideals such as honor, 

duty, courage, equality, fairness, and dignity. 

 

“Courage” 

 

Our courage helps prove us worthy of the trust given to us by the citizens. Our words and 

actions demonstrate the willingness to venture into danger and difficulty when our duties call 

for it. 

 

 

"Service Matters” 

 

This is a phrase that must mean more than words, it must embody a state of mind, an 

approach to delivering law enforcement services that recognizes that in order to be truly 

effective we must express genuine concern, with conviction, that we are in the business of 

serving people. We recognize the dignity of all people and treat them accordingly.  Our intent 

is to always reach beyond the expectations of our citizens.  We will work tirelessly to create 

positive role modeling in our community 

 

“We Approach Crime Proactively” 

 

Stopping crime before it occurs is our most important function. Identifying conditions which 

foster crime in our community and doing something about them is a joint law enforcement - 

community responsibility. Thinking about crime fighting is important but the actual prevention 

of crime is a task which no other entity can assume, it rests squarely on our shoulders. 

 

 

“We Treat People Consistently and Fairly” 

 

The Forsyth County Sheriff’s Office practices this value both within the organization and with 

the communities we serve. We are flexible in dealing with issues in an open and sensitive 

manner. However, we are committed to the consistent application of the law for the common 

good.  We treat people with dignity and respect always.  We practice impartiality, equity, and 

honesty without self-interest, prejudice and favoritism.  We continually remember that we 

often encounter good people on less than their best day. We will display patience and 

empathy for those in distress and work to resolve their issues. 
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“Excellence” 

 

We deliver the best service or product possible. This is the ultimate goal for each employee 

of the Forsyth County Sheriff’s Office. The effort that one undertakes to obtain such a level of 

excellence is the most important aspect of this value. Sheriff’s employees are expected to do 

the best possible job at all times. 

 

 

“Innovation” 

 

Utilizing creativity to meet today’s challenges is paramount for the Forsyth County Sheriff’s 

Office to effectively solve problems. While having a consistent process to complete our daily 

tasks may be valuable in many circumstances, we do not serve this process. We must be 

willing to seek solutions that exist outside of our normal methodology in order to address the 

complexities of our era. 

 

“Guiding Principles” 

 

 Our People:  We recognize that our people are our most valuable asset.  We are 

committed to the professional, personal, and educational growth of our employees.  

We will always act with fairness, understanding, and a desire to see each of our 

people achieve their goals.  We will encourage our people to become engaged in our 

community in areas outside of traditional law enforcement.   

 

 Our Professionalism:  Professionalism is culture driven by the leadership of the 

agency.  We will set the example each day in our actions both with our citizens, and 

with our fellow employees. We will commit to hold each other accountable for our and 

our fellow employee’s professionalism. 

 

 Our Leadership:  We recognize that leadership doesn’t come with a title, it must be 

earned daily.  We will celebrate, teach, and reinforce examples of servant based 

leadership models throughout the agency.  We recognize that a failure by any of us is 

failure by all of us.  To that extent, we will have the “courage to confront” behavior 

that does not serve to improve the community or our agency.  

 

 Organizational Change:  We will remain on the cutting edge of law enforcement 

practices.  To do this, we must be willing to constantly learn, test, and evaluate new 

programs and technology.  We are willing to fail in our best efforts to enhance the 

capabilities of the agency.  We are committed to having the best trained and 

educated agency in Georgia.  We must all be committed to supporting any effort that 

seeks to improve our ability to serve our community 
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V LEGAL/CONSTITUTIONAL REQUIREMENTS 
 
It shall be the duty of all agency employees to uphold and enforce the law.  Employees are 

prohibited from violating the constitutional rights of any person and shall adhere to current laws 

and criminal procedure as established by competent judicial authority. Specific procedures 

related to constitutional requirements are contained in GO 3-5 Legal Process. 

 

VI    ADA COMPLIANCE 

 

The purpose of this section is to insure that the Forsyth County Sheriff’s Office is in compliance 

with the ADA standards as they apply to law enforcement interactions with individuals protected 

by the Americans with Disabilities Act.  Specific policy and procedures that insure agency 

compliance with all ADA standards are set forth in GO 1-10 Americans with Disabilities Act 

and corresponding standard operating procedures. 

 

Compliance with ADA guidelines is not voluntary. Whether the person’s interactions with the 

Forsyth County Sheriff’s Office is one of public assistance, witness to a crime or implicated as a 

suspect to a crime; all reasonable efforts to comply with these guidelines will be made to afford 

persons with ADA recognized disabilities access to all programs and accommodations that are 

available to persons without a disability. 
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I ORGANIZATION 
 
The purpose of this policy is to establish the organizational structure of the Forsyth County 
Sheriff’s Office and to set forth the basic organizational principles of the agency such as 
organizing by function, ensuring unity of command, delineating responsibility and delegating 
authority. 
 
The agency shall be organized into three operational components.  They shall be identified as: 
  

1. Law Enforcement Bureau 
2. Sheriff Services Bureau 
3. Jail Bureau 

 
Within the bureaus, various divisions, sections, units, and teams consisting of sworn and/or non-
sworn personnel shall be formed in order to accomplish the goals and objectives of the agency. 
 
A.         ORGANIZATION 

 

 1.    Office of the Sheriff 

 

 2.   Chief Deputy 
  A. Internal Affairs Unit (Internal Investigations Direct Report) 

B. Communications Unit 

 

 3.   Law Enforcement Bureau 

 

A. North Patrol Division 

 North Uniform Patrol 

 S.W.A.T, C.N.T. 

 Peer Support 

 

B. South Patrol Division 

 South Uniform Patrol 

 Honor Guard 

  

GENERAL ORDER:  1-2 ORGANIZATION 

Rescinds/Amends:   

Effective Date: April 3, 2018 

Committee Review - Date: March 2018 

Related Procedure(s):  

Authorized by:  Sheriff Ron H. Freeman 
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C. Special Enforcement Division 

 SRO Unit 

 Traffic Unit 

 K-9 Unit 

 Traffic Specialist Unit 

 Explorers Unit 

 C.E.R.T. 

 Incident Response Team 

 Seasonal Patrol Unit 

 Motorcycle Unit 

 

D. Criminal Investigations Division 

 Narcotics 

 Major Crimes Unit 

 Property Crimes Unit 

 Crime Scene Unit 

 Sex Offenders Unit 

 Evidence Unit 

 

 4.   Sheriffs Services Bureau 

 

A. Support Division 

 

 Crime/Intel Analyst Unit 

 S.O.I.T. Unit 

 Fleet Management 

 Supply Unit 

 CTOC Team 

 EMA Liaison 

 Finance Unit 

 Payroll 

 S.O. Procurement 

  

B. Headquarters Division 

 

 Court Security Section 

 Community Relations Unit 

 Warrant Unit 

 Transport Unit 

 Civil Unit 



GENERAL ORDER                                                                                                    Forsyth County Sheriff’s Office 

GO 1-2 Organization   3 of 6 

 

 Permits/Ordinance Unit 

 Animal Control Unit 

 Reserve Unit 

 Chaplain Unit 

 Volunteer Unit 

 

C. Office of Professional Standards Division 

 Internal Affairs Unit (Unit Management) 

o Recruiting 

o Background Investigation 

 Training Unit 

 Records Unit 

 GCIC Unit 

 

 5.   Jail Bureau 

 

 Operations Unit 

 Administrative Services Section 

 Classifications Unit  

 Bond Administrator  

 Sentencing Clerk 

 Court Coordinator 

 Inmate Services Unit  

 Jail Resource Unit 

 Security Unit 

 SRU inmate Movement  

 Jail Dispatch Unit  

 Jail A-Watch 

 Jail B-Watch 

 Jail C-Watch 

 Jail D-Watch 

 

 

 

B.  UNITY OF COMMAND 

 

This unity of command is essential to ensure that all employees are aware of what is expected 

of them and to promote efficiency and responsibility.  However, it is understood that there may 

be times when an employee may be given a command or be responsible to someone other than 

their immediate supervisor. Under ordinary circumstances, each employee should be able to 

identify one, and only one, supervisor to whom the employee is accountable. 
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D. AUTHORITY, RESPONSIBILITY AND DELINEATION OF RESPONSIBILITY 

 

To achieve effective direction, coordination and control, responsibility and accompanying 

authority are delegated through the chain-of-command. All Sheriff’s Office personnel shall be 

given the authority to effectively complete all law enforcement functions. Personnel may not be 

given responsibility for a function without the commensurate authority to carry it out. 

 

All levels of agency supervision are required to delegate the necessary authority to lower 

ranking personnel to allow all agency employees to fulfill their responsibilities. 

 

All agency personnel will be accountable for the use of the delegated authority given to their 

position. The deputies working for the Forsyth County Sheriff’s Office shall have the powers of 

peace officers as regulated by law, and the power to make arrests and to execute and return 

criminal warrants and processes in the county. 

 

D. SPAN OF CONTROL 

 

The proper span of control will be determined by such factors as: 

 

1. Ability of the subordinate 
2. Complexity of the tasks to be performed by the subordinate 
3. Separation by time or place of the supervisor and the immediate subordinates 
4. Number of supervisors on duty at a given time 

 
E. COMMAND PROTOCOL / COMMAND PROTOCOL AT SCENES INVOLVING MORE 

THAN ONE DIVISION/SECTION 
 
The Sheriff is the Chief Executive Officer of the agency and the final agency authority on all 
matters of policy, operations and discipline. The Sheriff is responsible for the planning, staffing, 
directing, coordinating and controlling of all agency functions and activities. The Sheriff shall 
exercise command over all personnel within the agency. 
 

1. Ranks of Authority 
 

 The following authority ranking shall establish the chain-of-command within the   
 Forsyth County Sheriff’s Office: 
 

Sheriff 
Chief Deputy 
Major 
Captain 
First Lieutenant 
Lieutenant 
First Sergeant 
Sergeant 
Corporal 
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Deputy II 
Deputy I 

 
2. Command Structure 

 
 Command Structure will always follow the chain-of–command. The chain-of-command 
 will also apply to all civilian personnel in their respective division assignments. Whenever 
 command structure is easily distinguished by rank, responsibility of command remains 
 with the command officer of the highest rank. 
 
 In law enforcement incidents, there may be an occasion for personnel from multiple 
 sections of the agency to be at a scene. Should a situation such as this occur, the 
 highest-ranking deputy assuming responsibility will always be in charge of the incident. 
 However, the ranking official may defer authority to the section or unit with primary 
 responsibility of the specific incident to be in command (i.e., at the scene of a homicide, 
 the ranking investigator). The highest-ranking deputy, even if deferring authority to a 
 lower ranking deputy, shall always be responsible and accountable for the supervision of 
 the incident. 
 
 In situations where more than one section is required at a scene, cooperation between 
 the members of different divisions, sections, units and ranks within the agency is 
 essential. Therefore, all employees are strictly charged with establishing and maintaining 
 a high spirit of cooperation with other agency personnel. 
 
 
F. AGENCY COMMUNICATIONS, COORDINATION AND COOPERATION 
 

1. GENERAL: The timely and accurate exchange of information within the organization is a 
critical aspect of a supervisor’s ability to provide effective direction and control of 
assigned employees and is an essential ingredient to the ability of all employees to more 
efficiently accomplish their duties. Because the agency is structured into various 
specialized and support functions, is geographical dispersed throughout the county, and 
operates on a continuous 24 hour a day basis, the ability to properly supervise and 
coordinate the activities of our employees and efficiently share information is made 
difficult. Consequently, it is imperative that all employees take the initiative to keep each 
other informed and see to it that information is relayed accurately and expeditiously. 

 
2. METHODS OF INFORMATION EXCHANGE: The exchange of information is 

accomplished in a variety of ways. These include: 
 

 
a. AGENCY STAFF MEETINGS: The Sheriff and members of the Command Staff 

assemble to exchange information of general interest, to formulate policy and 
procedures, to resolve issues of agency concern, and to plan for future operations. 

b. ROLL CALL: Supervisor should relay information received from various sources to 
personnel during roll call to facilitate the sharing of information and to keep personnel 
informed of new agency and/or division requirements. Individuals from other agency 
units of assignment may attend so that an open exchange of information can be 
encouraged, problems identified, and appropriate remedial action initiated. For 
example, detectives and traffic deputies could attend roll-calls in order to provide 
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"BOLO" information, Precinct and Watch Commanders may attend Criminal 
Investigations Division meetings in order to address follow-up crime scene 
processing issues and may attend Jail Bureau roll-calls to resolve any book-in or 
victim assistance related problems. 

c. OTHER STAFF MEETINGS: Subordinate commanders may conduct periodic staff 
meetings in order to exchange information and solicit input from all levels of 
employment within the agency. 

d. WRITTEN DIRECTIVES AND CORRESPONDENCE: A more formalized manner of 
communicating is by issuing a written directive. A directive is any written document 
used to provide information that guides, directs, or affects the performance or 
conduct of agency employees, such as General Orders and Special Orders. 

e. ELECTRONIC MAIL & MESSAGING: Another method of communicating involves 
the transfer of information between computer terminals. This method of sending 
messages could be used for matters that are not sensitive, classified, or otherwise 
require limited access. 

f. AUDIO / VIDEO COMMUNICATIONS: Wired and wireless telephones, pagers, 
cellular / Nextel phones, satellite phones, agency radios, audio / video 
teleconferencing, and other communication devices / services are widely available 
and have become commonplace in public safety agencies.  

g. ALL PERSONNEL ARE STRICTLY CHARGED WITH ESTABLISHING AND 
MAINTAINING A HIGH SPIRIT OF COOPERATION WITH ALL EMPLOYEES, 
REGARDLESS OF ASSIGNMENT, POSITION, OR RANK. 
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I        DIRECTION 

The purpose of this policy is to establish the authority of the Sheriff of the Forsyth County 

Sheriff’s Office, to designate someone in command during the absence of the Sheriff, to 

establish accountability of supervisors for the performance of subordinates, and to determine 

the scope of the written directive system. 

 

II AUTHORITY OF THE SHERIFF 

 

The authority of the chief executive officer of the agency is vested in the Sheriff.  The Sheriff is 

an elected official.  This authority is promulgated by O.C.G.A. 15-16-10. 

 

III COMMAND DURING THE ABSENCE OF THE SHERIFF 

 

During the absence of the Sheriff, the authority vested in this position will be delegated to the 

Chief Deputy.  The Sheriff, prior to his absence, will give assumption of command to the Chief 

Deputy.  The Chief Deputy will assume full authority and responsibility within the agency. 

 

IV SUPERVISION 

 

Within the agency, certain members will be designated as having a special responsibility to act 

or to take command in situations involving law enforcement service matters.  The Sheriff shall 

be responsible for the appointment and supervision of all subordinate employees under his 

command in the agency. 

 

The Forsyth County Sheriff’s Office is an organization with a clearly defined hierarchy of 

authority and chain of command.  Within each division, unit or section, levels of responsibility 

will be set and delegated to certain personnel in a descending order of supervision.  This order 

of supervision will be known as the chain-of-command. 

 

 

 

  

GENERAL ORDER:  1-3 DIRECTION 
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V AUTHORITY OF SUPERVISION 

 

The authority conferred by supervision or delegated to agency personnel, authorizes and 

requires them to exercise that authority within their respective divisions, sections or to personnel 

not under their command when required.  In that event, the employee's supervisor will be 

advised as soon as possible by the disciplining supervisor after the incident. 

 

It is the basic responsibility of a supervisor to assure that each employee under his command is 

properly equipped and trained to perform the duties and responsibilities of his individual 

assignment.  

 

Each supervisor, regardless of level, must effectively direct, coordinate and control the 

performance of those employees under his immediate supervision to achieve the basic 

objectives and goals of the agency and maintain its high level of standards. 

 

Members of the agency who are designated as supervisors by virtue of their rank or 

classification will, in conformance with agency directives, be responsible and held accountable 

for the work and conduct of their subordinate personnel. 

 

VI AUTHORITY OF EMPLOYEES/EMPLOYEE RESPONSIBILITIES 

 

It is important to note that whenever an employee is delegated responsibility, that employee is 

to be held fully accountable for the use of that authority as well as the failure to use it. 

 

VII OBEYING ORDERS 

 

All agency employees are expected to promptly obey any lawful order given by a supervisor.  

Orders from supervisors to subordinates will be in a professional, clear, understandable 

language, civil in tone and manner and issued pursuant to agency directives.  This will include 

any order relayed from a supervisor by another employee. 

 

A. UNLAWFUL ORDERS 

 

Supervisors should not knowingly issue any order which is in violation of any law, ordinance or 

agency directive.  Obedience to an unlawful order is never a defense for an unlawful action; 

therefore, employees are not required to obey any order which is contrary to any law or 

ordinance.  Responsibility for refusal to obey rests with the employee and he will be required to 

justify his action.  

 

B. UNJUST OR IMPROPER ORDERS 

 

Employees who are given orders which they feel to be unjust or contrary to rules or regulations 

may first question the order in a professional and respectful manner with the issuing authority.  If 
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the order stands as issued, the employee is expected to obey the order to the best of his ability 

and then may discuss the order with their chain of command. 

 

C. CONFLICTING ORDERS 

 

Upon receipt of an additional order which conflicts with any previous order or instruction, the 

employee affected will advise the person issuing the second order of this fact, in a professional 

and respectful manner.  The individual issuing the second order has the responsibility to have 

the original order rescinded. 

 

VIII WRITTEN DIRECTIVES 

 

Whenever possible, the Forsyth County Sheriff’s Office will establish all policies, procedures, 

practices, orders, rules and regulations in the form of written directives that will be available to 

all personnel within the agency. Employees who do not understand the directive will be 

responsible for notifying their immediate supervisor for clarification. 

 

A. STATE AND FEDERAL LAW  

 

Every effort should be made to avoid conflict between agency directives and state and federal 

law.  If such conflict does exist, it may be resolved by application of the following principles: 

 

   1.   Law takes precedence over administrative regulations. (Example: Federal and State law 

would take precedence over Georgia P.O.S.T. Council regulations.) 

 

   2.   Law of the higher jurisdiction takes precedence over law of a lower jurisdiction. 

(Example:  U.S. Supreme Court constitutional interpretations take precedence over 

State law.  State law takes precedence over County ordinances.) 

 

In cases where agency policy is more restrictive than state and/or federal law, an employee 

shall be required to comply with the agency policy.  

 

B. FORSYTH COUNTY SHERIFF’S OFFICE WRITTEN DIRECTIVES 

 

The purpose of this section is: 

 To systematically formulate standard statements of agency policy. 

 To provide procedures for carrying out agency activities. 

 To provide specific directives known as the agency’s Rules and Regulations. 

 To provide procedures for indexing, purging, updating and revising directives. 

 To describe the written directives system format. 
 

This order also establishes definitions, formats and other instructions relating to the system of 
written directives.  Pursuant to authority granted to the Sheriff, the Policy Manual is hereby 
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established for the operation of the agency.  Responsibility for the revision and updating of the 
manual lies with the Sheriff or his designee. 
 

C.    WRITTEN DIRECTIVES THAT ESTABLISH POLICY 

 

A policy is a written directive that is a broad statement of agency principles.  Policy statements  

may be characterized by such words as "may" or "should" and usually do not establish fixed 

rules or set procedures for conduct of a particular activity but rather provide a framework for 

development of procedures and rules and regulations. 

 

When a written directive is issued and that directive is a policy statement, it will be issued as a 

General Order. 

 

D.    WRITTEN DIRECTIVES THAT ESTABLISH PROCEDURES 

 

Written policy is supported by agency procedures.  While policies establish the direction of the 

agency, procedures provide “how to” guidance to agency personnel.  All agency procedures 

shall be adopted in the same fashion as agency policies.  Procedures shall be incorporated into 

a Standard Operating Procedures manual and shall be consistent with existing agency policy. 

 

E.    WRITTEN DIRECTIVES THAT DO NOT ESTABLISH POLICY 

 

Any written directive that is not a General Order and is issued to any division or section will be 

kept and maintained by the division/section and a written acknowledgment will not be required 

by the individual employees.  A directive that does not establish policy nor affect individuals 

within a division/section will serve as a matter of information only. 

 

 F.     EMPLOYEE RESPONSIBILITY FOR WRITTEN DIRECTIVES   

 

Upon signing the receipt indicating that they have been made aware of a written directive, the 

employee will be responsible for adhering to the specified policy/procedure. 
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fYX_VXUY_UXelVYZ_VêĝbYXV_Ù f̂UexVeWm\kYXUVhXWcXYgeVaeU_Vj[V\]UVgWĵbUV_Y\YV\UXĝZYbeV
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I Purpose 

 

The purpose of this directive is to prescribe the procedures for the development of agency 

goals and objectives. The formulation of goals and objectives are an essential part of 

organizational management and are directly related to the development of the agency's 

multi-year plan. 

 

II FORMULATION & UPDATING OF AGENCY GOALS 

 

Agency Goals are general statements of the Sheriff’s strategic direction for the agency; are 

directly related to the agency's mission statement; and serve to form the basis for 

organizational decision making. Normally, goals remain constant over time and do not 

change, unless the mission of the agency is modified or there are significant changes 

imposed upon the agency by legislative, legal, social, or other environmental influences. 

 

A.  Formulation of Agency Goals 
  
 The Sheriff will formulate agency goals to guide future decision making, formulation of 
 objectives by division commanders and establishment of a multi-year plan. 
 
B.  Annual Updating of Agency Goals 

Agency goals, as stated above, normally remain constant and do not change unless 

there are significant outside factors that directly impact the agency. To determine 

whether such factors exist or if there are any other reasons to modify the goals of the 

agency, a review shall be performed annually and as needed. 
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III FORMULATION, EVALUATION & UPDATING OF AGENCY OBJECTIVES:  

Agency objectives are more specific than goals, in that they are "action oriented"  statements 

leading to measurable results to be achieved within a specified time. The  accomplishment of an 

objective is a step toward achieving one or more agency goals. 

 

A. Formulation of Agency Objectives 

1. Bureau Commanders will formulate their objectives for review by the Chief 

Deputy and approval by the Sheriff. These objectives shall be: 

  a. Directly related to, and in support of, one or more of the agency's stated goals; 

   and 

  b. Shall represent the major initiative(s) that is to be accomplished during the  
 upcoming fiscal year. 

 

 

B. Evaluation of Agency Objectives 

 1.  Evaluation of agency objectives aids in determining progress being made to  

  attain a stated objective within a given period of time. This evaluation shall  

  be performed on a semi-annual basis. Each objective shall be formally   

  reviewed to ensure that: 

  a. Its accomplishment is still feasible as planned; or 

  b.  Whether other, unforeseen circumstances have developed that may  

   impact the scheduled outcome or that may require the objective to  

   change. 

  c.   Factors that may influence the accomplishment of an objective are: 

 A reduction, elimination, or reprogramming of county funding or other 

outside financial assistance; 

 The need to use personnel or equipment resources in another higher 

priority area; or  

 The requirement to address a critical problem that needs immediate 

attention. 
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C. Updating of Agency Objectives 

 

All agency objectives shall be updated annually. The updated agency objectives shall be 

submitted to the Chief Deputy prior to the beginning of the formal budget process each year. 

 

IV DISTRIBUTION OF AGENCY GOALS AND OBJECTIVES 

Agency goals and objectives shall be distributed to agency employees annually. Distribution 

may be achieved via PowerDMS. The distribution will usually occur after the goals and 

objectives have been reviewed and updated. 

 

V. AGENCY MULTI-YEAR PLAN  

To effectively plan for future operations and organizational requirements, the agency shall 

formulate a Five-Year plan. 

1. Responsibility 

The agency's Five-Year Plan shall be developed by the Sheriff’s Services Bureau 

Commander or designee.  

2. Elements to be included in the five-year plan are: 

 Long-term agency goals and operational objectives based upon anticipated 

needs and forecasts; 

 Anticipated workload, population, trends, and other demographic data which may 

impact on agency operations;  

 Projected personnel and staffing levels; and 

 Anticipated capital improvements and equipment requirements.  

 

3. Review and Revision 

  

The Five-Year Plan shall be reviewed and revised by the Sheriff’s Services Bureau 

Commander or designee on an annual basis or as needed. 
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I CRITICAL INCIDENTS 

 

The purpose of this policy is to ensure all personnel actively participate in and follow the 
procedures outlined in the Forsyth County Emergency Operation Plan. The Sheriff or 
designee will act as the law enforcement emergency management commander for actual 
emergencies. The FCEMA may address administrative matters and the Public Information 
function.   
 
The Sheriff’s Services Bureau Commander, or designee, is the agency designate for 
planning and coordinating the agency response to unusual occurrences in conjunction with 
the Forsyth County Emergency Management Agency (FCEMA) and other county 
departments. 
 
A.    JURISDICTIONAL CONSIDERATIONS 
 
As defined in this section, the incident commander or the ranking deputy taking command of 
a hostage, barricaded person, sniper, or other unusual incident will retain such command 
until some other agency clearly indicates that jurisdictional responsibility is theirs. 
 

1. Concurrent Jurisdiction in Hostage Incidents / Foreign Officials to the United States 
 

If the hostage is a foreign official or an official guest of the United States, as defined 
by the U.S. Code Chapter 51, Title 18, jurisdiction is concurrent with the Federal 
Bureau of Investigation (FBI).  If the FBI clearly indicates that it will take command in 
this instance, the agency will comply. 

 
If the FBI indicates that jurisdiction remains concurrent, joint decision making will be 
completed by the SWAT commander and the senior or ranking FBI agent at the 
scene.  Concurrent jurisdiction implies concurrent responsibilities; therefore, all 
subsequent strategy must be mutually planned and implemented. 

 
2. Victims of Federal Crime 

 
If a hostage incident results from the commission of a federal crime such as bank 
robbery or extortion, jurisdiction is concurrent with the FBI.   
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If the initial control of the operation is by the Forsyth County Sheriff’s Office, it will be 
retained by the agency until the senior or ranking FBI agent at the scene declares 
responsibility. 
 

3. If a hostage, sniper or barricaded person incident occurs as a result of criminal 
activity in another law enforcement jurisdiction, followed by fresh pursuit of the 
perpetrator by officials of that agency into Forsyth County, concurrent jurisdiction is 
assumed. 
 
If the hostage, sniper or barricaded person incident occurs as a result of criminal 
activity in Forsyth County and fresh pursuit requires personnel to enter another 
jurisdiction, concurrent jurisdiction is assumed. 

 
4. If federal or local agencies declare their intent to control a situation, the SWAT 

commander and/or the incident commander, will offer the assistance of the agency. 
Agency personnel will then be guided by all lawful orders given by these officials. 

 
II MASS ARRESTS 

 

In the event of a civil disorder whereby mass arrests occur, the commanding Forsyth County 

Sheriff’s Office law enforcement officer will assume control over the following: 

 

a. Mass processing and identification of the arrested. 
b. Transporting of prisoners. 
c. Operation of temporary detention facilities. 

 

The commanding officer in charge of this process will coordinate this effort first with the 

Sheriff’s Services Division director. 

 

III ACTIVE SHOOTER/ACTIVE THREAT 

 

Should the Sheriff’s Office become involved in an active shooter situation, immediate 

neutralization and containment of such threat will be the primary goal.  First responders shall 

accomplish this goal using any objectively reasonable force, including the application of deadly 

force.  The intent of this policy is to minimize injuries and the loss of innocent lives in the face of 

imminent danger.  Response efforts will be prioritized as follows:  

a. Stop the active threat 

b. Rescue the victims 

c. Provide medical assistance  

d. Preserve the crime scene  

e. Establish Incident Command 

 

All sworn personnel who are not on an emergency call shall respond to the scene of an active 
shooter or threat incident unless otherwise directed. 
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A.  RESPONSE PROCEDURES 

 
1. The first responding deputy should immediately attempt to locate and stop the active 

shooter or threat.  The deputy should provide continuous communication about their 

location, when feasible, and should continue past victims and wounded in order to stop 

the active threat from assaulting further victims.  The locations of victims should be 

relayed via radio as well as other information regarding explosive devices, areas 

cleared, etc. 

 

2. If the active shooter or threat has not been contained or stopped, the next responding 

deputy(s) should make immediate entry and also attempt to locate and stop the active 

shooter or threat.  The deputy(s) should continuously relay his/her location and status, 

when feasible.  All personnel shall restrict their use of the radio for emergency traffic 

only. This shall continue until the active shooter or threat has been contained or stopped. 

 

3. The use of deadly physical force against the active shooter or threat shall continue until 

the suspect(s) discards his/her weapons and surrenders or is incapacitated. 

 

4. Directed fire toward the active shooter may be necessary.  Directed fire should be used 

when it doesn’t needlessly endanger innocent lives. 

 

5. Once the active shooter or threat has been stopped the responding deputy’s focus 

should change to the treatment and/or evacuation of all wounded victims and all living 

persons from the incident location.  The area will continue to be viewed as “active” even 

though no more active threats may be occurring and deputies should maintain security 

while dealing with victims and escorting other public safety personnel in and out of the 

scene.  Due to the possibility of other active shooters mingling with innocent persons in 

hopes of escape, each deputy should proceed with caution and search for weapons prior 

to placing evacuees in designated staging and containment areas, when reasonable to 

do so. 

 

A documented annual review of Active Threat policy and training needs will be conducted by the 

Training Unit Supervisor. 

 
 

IV HANDLING OF BOMB THREATS   
 
As a primary response law enforcement agency, the Forsyth County Sheriff’s Office shall 
occasionally be called upon to respond to the report of a bomb threat.  The policy shall address 
the handling the call only, not the bomb.  Any suspected packages will be handled by a qualified 
bomb disposal unit.  The requisite criminal investigation associated with a bomb threat or the 
actual placement of an explosive device shall be the responsibility of the Criminal Investigation 
Section.  The site will be treated as a crime scene. 
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V EXECUTIVE PROTECTION  
 
The Forsyth County Sheriff’s Office, when requested, shall coordinate VIP security with outside 
agencies whose primary duty is the protection and security of VIP's visiting Forsyth County.   
 
VI SPECIAL EVENTS 
 
The Enforcement Commander or designee shall be responsible for the coordination and 
supervision of manpower needs for any special event within Forsyth County, requiring more 
than ordinary law enforcement presence or as may be directed by the Sheriff or his designee. 
 
The Enforcement Commander or designee will formulate a plan for each special event to 
include a written estimate of traffic density, pattern and best avenues of ingress and egress (i.e. 
street closing, special one-way streets, emergency no parking zones) as well as a plan for traffic 
control in the affected area. 
 
The Enforcement Commander or designee will formulate a plan for each special event that will 
assure adequate control and safety for participants and spectators of each special event.  This 
plan will include estimate of crowd size; any potential for violence by participants or spectators; 
and delineation of areas where the potential for criminal activity could arise as a result of crowds 
associated with the special event.  Additionally, the SWAT commander, or designee will advise 
the Detention Center commander to make arrangements to accommodate a possible mass 
arrest situation. 
 
VII WINTER WEATHER PLAN 
 
The Winter Weather Plan is a guide for how Forsyth County Sheriff’s Office will respond during 
periods of significant winter weather events. These periods would include when ice and snow 
affect the daily operations of county business, make travel on roadways dangerous, or create 
debris due to snow and ice accumulation. The primary purpose of this plan is to coordinate 
activities within the Forsyth County Sheriff’s Office to prepare for, respond to, and recover from 
a significant snow and ice event. 
 
A.   SCOPE & APPLICABILITY 
 

The Winter Weather Plan presents operational strategies for preparedness (pre-season and 
during an imminent threat), coordination of efforts during response, resource allocation, 
logistical support, and recovery operations. 
 
Due to the scale and impact of ice and snow, this plan may be activated when: 
 

1. Snow and ice accumulation is anticipated to impact Forsyth County in such a manner 
that emergency response cannot be effectively performed within the county, or when 
one or more of the following watches/advisories are issued by the National Weather 
Service of Forsyth County: 

 
a. Winter Storm Watch: Issued when there is at least a 50 percent chance for winter 

storm conditions occurring in the next 12 to 48 hours. Winter storm conditions 
include an accumulation of at least a half inch of sleet, and/or a significant 
accumulation (1/4 inch or more) of ice due to freezing rain, and/or heavy snow 



GENERAL ORDER                                                                                                    Forsyth County Sheriff’s Office 

GO 1-6 Critical Incidents   5 of 14 

 

accumulation. Snow accumulations must be at least 2 inches (except 3 inches in the 
Northeast Georgia Mountains) within a 12-hour period, or at least 4 inches in a 24-
hour period. 
 

b. Winter Weather Advisory: Issued up to 36 hours before an event for an 80                                 
percent or greater chance of a winter precipitation event (snow, freezing rain/drizzle, 
sleet or blowing snow) which causes inconvenience but does not meet the warning 
criteria. 

 
c. Winter Storm Warning: Issued when there is at least an 80 percent chance for 

winter storm conditions occurring within the next 24 hours. Winter storm conditions 
include an accumulation of at least a half inch of sleet, and/or a significant 
accumulation (1/4 inch or more) of ice due to freezing rain, and/or heavy snow 
accumulation. Snow accumulations must be at least 2 inches (except 3 inches in the 
Northeast Georgia Mountains) within a 12-hour period, or at least 4 inches in a 24-
hour period. 

 
d. Ice Storm Warning: Issued when there is at least an 80 percent chance that 

freezing rain will result in the accumulation of at least 1/4 inch of ice within the next 
24 hours. 

 
e. Blizzard Watch: Issued when there is at least a 50 percent chance for blizzard 

conditions within the next 12 to 48 hours. Blizzard conditions consist of sustained 
wind speeds (or gusts) of at least 35 mph, and considerable falling or blowing snow 
causing a reduction of visibilities to less than 1/4 mile for at least 3 hours. 

 
f. Blizzard Warning: Issued when there is at least an 80 percent chance that wind and 

snow will combine to produce blizzard conditions within the next 24 hours. Blizzard 
conditions consist of sustained wind speeds (or gusts) of at least 35 mph, and 
considerable falling or blowing snow causing a reduction of visibilities to less than ¼ 
mile for at least 3 hours. 

 

B. WINTER WEATHER OPERATIONS 

 

PREPAREDNESS ACTIVITIES 

1. Vehicle Snow Chains 
 

a. Snow chains shall be available for all 2-wheel drive vehicles involved in the 
Inclement Weather Operations Order. 
 
 

b. Snow Chains shall be installed by Fleet Maintenance personnel or a Sheriff’s 
Office approved vendor. 

 
c. Once winter weather begins, Fleet Maintenance provides extended hours to 

facilitate installation/maintenance of snow chains as needed.  
 

d. Snow chains are intended for low speed driving (<35 MPH).  
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2. All Wheel Drive Vehicles 

 
a. An All-Wheel Drive Uniform Patrol “spare” vehicles should be issued to Uniform 

Patrol Deputies who drive two (2) wheel drive vehicles IF the deputy is working 
during the weather event. 
 

b. All personnel who are issued a take-home vehicle that is all-wheel drive and are 
not scheduled to work during any period of the winter weather event shall make 
the vehicle available for general agency use. The deputy shall communicate with 
the Uniform Patrol Division Commander, or designee, to determine if the vehicle 
may be needed. 
 

c. All agency all-wheel drive vehicles that are recalled shall be stationed at a 
Precinct prior to the beginning of the winter weather event and made available for 
general agency use.  

 
 
  

RESPONSE ACTIVITIES 
 
 

1. Emergency Operations Center 
 

a. The purpose of the Emergency Operations Center (EOC) is to provide a 
centralized location where public safety personnel can work in partnership to 
prepare for and respond to a significant event.  
 
When the EOC is activated, only essential personnel shall be allowed access.  
 

b. Sheriff’s Office representatives for the EOC shall be selected to fill Incident 
Management Team (IMT) positions as needed. The representative(s) shall 
coordinate with all affected Sheriff’s Office Divisions/units and shall compose an 
Operations Order (preferably (ICS -201) for dissemination.  
 

c. A designated “Lead” Sheriff’s Office representative shall serve as the centralized 
point of contact for information/requests. The Sheriff’s Office designee shall work 
with other county resources as well as state and federal agencies to facilitate the 
needs of the Sheriff’s Office and Citizens of Forsyth County.  
 

2. Uniform 
 
It is permissible to wear a Class A, Class B or TDU (5-11) uniform during winter weather 
operational periods. Body armor must be worn at all times by all personnel in uniform. It 
is strongly encouraged that deputies wear/bring appropriate cold weather 
clothing/accessories.  
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3. “Tagging” Abandoned Vehicles  
 

a. After a vehicle has been checked for occupants and/or left unoccupied off of the 
roadway, deputies shall apply a visible amount of crime scene tape to the 
vehicle.  
 

b. 911 call takers shall ask callers if they see yellow tape to help cut down on repeat 
dispatches. 
 

4. Radio Traffic 
 

a. Deputies are encouraged to cancel additional responding deputies responding to 
a scene once the situation is under control. 
 

b. It is more efficient to utilize 2 person units during hazardous conditions. With the 
use of 2 person units, a back-up unit is typically not required. Any car that is a 2-
person unit shall use the suffix of “B”, “Bravo” at the end of their radio number 
(i.e. “3170 Bravo”). 

 
5. High Call Volume Periods 

 
During high call volume periods when calls for service are pending, the watch 
commander, or designee, may assign a supervisor to the 911 center to screen calls in 
an effort to avoid dispatching calls that do not need a law enforcement response.  

 
6. Degradation or Failure of the Radio System  

 
a. Uniform Patrol 

 
If the primary channels (North Patrol or South Patrol) fail, the following plan 
should be utilized:  

 

 North Patrol shall use North BU1 or BU2 

 South Patrol shall use South BU1 or BU2 

 

b. Jail Bureau  
 
If the primary channel fails, the following plan should be utilized:  

 

 JAIL BU1 

 JAIL BU2 
 

c. Court Security  
 
If the primary channel fails, the following plan should be utilized:  

 

 COURT BU1 

 COURT DIRECT 
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7. Public Information 
 

a. As winter weather arrives and the Forsyth County EOC is activated, a member of 
the Public Information Unit may be stationed at the EOC. The PIO shall utilize 
social media, press releases and other available means to keep the public 
informed of the event. 
 

b. Deputies are encouraged to send the PIO photos or video to assist in keeping 
the public informed. 

 
8. Wreckers & Towing Vehicles 

 
When calling for wreckers, deputies should provide the dispatcher with a tag number 
and vehicle description. If a vehicle is left abandoned in the roadway and poses a hazard 
to other motorists or would prevent an accurate response of public safety vehicles (i.e. 
fire truck or med unit), deputies should have the vehicle towed if there are no other 
options. When towing an abandoned vehicle, deputies must inform dispatch that the tow 
is an abandoned vehicle. The 911 center shall send a tow truck from the Abandoned List 
to the call. Deputies should take a picture or activate their in-car video camera to 
document such roadway obstruction for later complaints. 

 
9. Coordination with Forsyth County Roads and Bridges and Georgia Department of 

Transportation 
 

a. As hazardous conditions are reported, the Forsyth County Sheriff’s Office 
designated representative shall communicate with agencies responsible for 
clearing roadways of hazards and evaluate the need for detour operations or 
other strategic operations.  
 

b. Law enforcement personnel may escort removal crews to major hazards to 
alleviate major traffic congestion.    
  

10.  Provide Reports On Road Conditions 
 
As the weather event unfolds, the designated Sheriff’s Office EOC Representative shall 
make contact with the Uniform Patrol watch commander for assessment of road 
conditions.  

 
11.  SR-13 Forms 

 
An SR-13 may be used for single vehicle crashes with no injuries and no other property 
damage. 
 

12.  Chainsaws Teams 
 

a. Forsyth County Sheriff’s Office Chainsaws should only be operated by 
employees who have completed the required Chainsaw Safety Course. All 
protective gear must be used while operating a chainsaw. 

b. Chainsaw Teams should be in groups of two (2) or more to provide the chainsaw 
operator assistance. 
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c. Chainsaw Teams shall be deployed at the discretion of the on-duty watch 
commander. 

 
RECOVERY   

 
1. Resupplying snow tire chains and bagged salt shall be a function of Forsyth County 

Sheriff’s Office Supply Unit. 
 
2. As the event comes to a conclusion and road conditions no longer require snow chains, 

deputies can travel to Fleet or an approved FCSO Tire vendor to remove the snow 
chains.  

 
 
VIII CRITICAL SERVICE PERSONNEL  
              

A. CRITICAL SERVICE PERSONNEL, DIVISIONS AND UNITS 
 

During hazardous weather events resulting in the closure of the Forsyth County Sheriff’s 
Administrative Offices, all sworn critical service personnel along with personnel assigned 
to the GCIC Unit and those employees designated as Inmate Services Specialists are 
expected to report for duty at their normally scheduled time unless otherwise instructed. 
Full time and part time non-sworn employees, with the exceptions listed above, will be 
paid closure pay according to the hours the employee is normally scheduled to work. Part 
time non-sworn employees will be paid for four (4) hours of pay. To determine when the 
Sheriff’s Office Administrative offices are officially closed call the Forsyth County 
Government Inclement Weather Phone Line at 678-455-8500.  
 
1. During an event of hazardous weather resulting in the closure of the Forsyth County 

Sheriff’s Administrative offices in conjunction with other county governmental office 
closures, i.e. Court, County Administration, etc., Division and Unit commanders in the 
Enforcement Division shall coordinate with the Uniform Patrol commander regarding 
supplying personnel to assist with ongoing operations, relieving off-going personnel, 
transporting other duty personnel, etc.  
 

2. Commanders within the Sheriff’s Services Division will coordinate with the Jail Bureau 
commander, and GCIC Unit regarding supplying personnel to assist with ongoing 
operations, relieving off-going personnel, transporting other duty personnel, etc. 
 

3. Enforcement and Jail Bureau watch commanders should endeavor to allocate these 
additional personnel throughout all shifts until the weather event subsides, as well as 
assign personnel to assist in other county functions, such as the Citizens Center, 
Meals on Wheels, etc. 
 

4. All sworn personnel, as well as GCIC personnel and Inmate Services Specialists, 
should understand that for the duration of the weather event, their “normal” schedule 
and/or assignment may be modified to assist in providing appropriate manpower to all 
shifts in critical service divisions and units. 
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5. Watch Commander or Incident Commander, as outlined in the chain-of-command, 
may hold any units from ending their tour of duty or call in additional manpower as 
needed to handle the situation. 

 
B.   PERSONAL/COMPENSATORY LEAVE 

 
1.   If questionable weather and/or road conditions exist, but the Sheriff’s Administrative 

offices are open for business, employees should make their own independent safety 
determinations concerning travel to work.  If the employee elects not to attend work 
due to safety concerns when the Sheriff’s Administrative offices are open for 
business, the employee should contact their immediate supervisor and notify him or 
her of the employee’s decision not to report for duty.  The employee’s absence will be 
charged against accrued personal or compensatory time.  If insufficient leave time 
exists, the employee will be compensated up to the maximum number of hours 
accumulated, and the remainder shall be unpaid. 

 
2.  When the Sheriff’s Administrative offices are closed during any hazardous/weather-

related event and an employee required to report for duty cannot do so, the following 
guidelines shall apply: 

 
a) The employee shall contact their direct supervisor, who shall then contact the 

watch commander for the location the employee was scheduled to report for duty 
(Enforcement, Detention, GCIC). 

b) If the watch commander decides that the employee can be picked up but the 
employee, for any reason, decides he or she cannot report for duty, then that 
employee will be required to use personal or compensatory time to cover the 
required hours. 

 
IX NATIONAL INCIDENT MANAGEMENT SYSTEM   
          
The National Incident Management policy is promulgated through State and Federal 
legislation and Homeland Security Presidential Directive (HSPD)-5.  The National Incident 
Management System (NIMS) integrates existing best practices into a consistent, nationwide 
approach to domestic incident management that is applicable to all jurisdictional levels and 
across functional disciplines in an all-hazards context.  The agency will coordinate its 
resources as provided by the Forsyth County Local Emergency Operations Plan. 
 
In the event of extreme or unusual occurrences, the Sheriff is responsible for coordinating the 

efforts of the Forsyth County Sheriff’s Office. 

The Sheriff’s designee shall be designated as the single point of contact within the agency to 
serve as the principal coordinator for overall NIMS implementation and review.  The NIMS 
coordinator will review and make recommendations on changing/adding policies to ensure 
compliance with NIMS standards.  Yearly, the NIMS coordinator will review new standards 
set by the Office of Homeland Security and will complete the yearly compliance report to be 
submitted to State and Federal Emergency Management Agencies.  The Coordinator will 
maintain constant contact with local Emergency Management staff.  
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X EMERGENCY OPERATIONS CENTER 
 
The purpose of the Emergency Operations Center (EOC) is to provide a centralized location 
where public safety and emergency services personnel can work together in preparation for 
and in response to a potential or actual disaster, or a potential or actual major emergency.  
This facility is the primary local resource for managing and controlling emergency operations 
before, during and after an event.  The EOC is located at the Forsyth County Public Safety 
Complex. 
 
When the EOC is activated, only essential personnel shall be allowed access.  Personnel 
must be able to show proper identification and a legitimate reason for entry.  Persons 
entering the EOC must wear appropriate ID badges or passes.  The Forsyth County Sheriff’s 
Office is charged with the security and protection of an activated EOC. 
 
XI AUTHORIZATION TO ACTIVATE EOC 
 
The Sheriff, Board of Commissioners Chairman, or the Mayor of Cumming may request that 
the EMA director activate the EOC based on information that they have concerning an 
incident or potential incident.  At that time, the Sheriff or his designee along with the NIMS 
Coordinator may report to the EOC to be responsible for the Emergency Support Function of 
law enforcement. 
 
XII INCIDENT COMMAND SYSTEM 
 
The Incident Command System (ICS) is a standardized, on-scene emergency management 
system which provides for the adoption of an integrated organizational structure. ICS is the 
combination of facilities, equipment, personnel, procedures, and communications operating 
within a common organizational structure, designed to aid in the management of resources 
during incidents. It is used for all kinds of emergencies and is applicable to small as well as 
large and complex incidents.  All responses, man-made or natural, will be handled under the 
Incident Command System throughout the life cycle of an incident. 
 
XIII SWAT/CNT 
 
The Special Weapons and Tactics Team (SWAT) and the Crisis Negotiation Team (CNT) work 
in a joint capacity to handle unusual occurrence calls that require a specialized law enforcement 
response. 
 
XIV CTOC 
 
The primary responsibility of the Command and Tactical Operations Center (CTOC) Team is to 
support the SWAT Team and/or an incident commander in the execution of their duties during 
the course of a critical operation/incident(s). 
 
XV OPERATIONAL READINESS OF CRITICAL INCIDENT EQUIPMENT 
 
Equipment designated for use in support of critical incidents shall be inspected quarterly for 
operational readiness by the personnel of which the equipment is assigned. The inspection 
must be documented. 
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XVI UNUSUAL OCCURRENCES  
 
Unusual incidents require a tactical plan to minimize the possibility of injury to deputies and 
others; appropriate special equipment and trained personnel shall be requested as needed. 
 
In tactical situations, which develop from radio calls or spontaneous activities, the deputy 
present is in command.  Upon being informed by a ranking deputy, the ranking deputy shall take 
charge of the situation and will assume Incident Command. The deputy in charge will move 
toward an acceptable solution, either utilizing readily available manpower or by activating the 
Special Weapons and Tactics (SWAT) response team if necessary.  Available units include, but 
are not limited to: 
 

1. Environmental Protection Agency (EPA) Emergency Response Team (for hazardous 
materials incidents) 

 
2. Emergency Medical Team (life endangering situations) 
 
3. Fire Department (threat of fire, hazardous materials incident, or explosion exists or wash 

down is required) 
 
4. Any mutual aid support agreements in effect 
 
5. SWAT 

 

6. GBI Bomb Disposal Unit 
 

A. MOBILIZATION 
 
The purpose of this section is to establish procedures relating to the Forsyth County Sheriff’s 
Office emergency operations and tactical unit (SWAT).  SWAT is a mobilization of agency 
personnel to efficiently handle duties and responsibilities related to unusual occurrences.  
SWAT is utilized for crime suppression and unusual occurrences.   The Unit may be deployed 
for but is not limited to: 
 

1. Stake-out / undercover surveillance situations; 
 
2. General support for major case investigations; 
 
3. SWAT operations; 
 
4. Hostage negotiations; and 
 
5. Other tactical operations. 

 
B. OPERATION ORDER 
 
Prior to the deployment of the SWAT Team, the SWAT commander or his designee shall 
complete an operation order.  See SOP 1-6.101 for a sample. 
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C. SPECIFIC SITUATIONS 
 
In most situations certain procedures can be followed.  Listed below are some problem areas 
that the deputy may encounter: 
 

1. When Hostages Are Involved 
 

When hostages are taken by the perpetrator(s), the primary concern will be for the safety 
of all persons involved, including hostage(s), public safety personnel, and the 
perpetrator(s).  Every extreme situation and an appropriate procedure to alleviate the 
problem cannot be stated. Therefore, the deputy on scene must make decisions based 
on rational facts and not the emotional situation, time is on the deputy's side, so it is best 
to contain the situation until a supervisor arrives. 

 
2. House to House Searches 

 
Personnel used in this type of search must be kept to a minimum to ensure that 
adequate communications, proper leadership by the supervisor and the safety of the 
deputies involved in the search are maintained.  In cases of "open space" searches, the 
incident commander will coordinate the search operation.  All other deputies will 
cooperate and direct other law enforcement personnel from the suggestions of the 
incident commander. 

 
3. Snipers 

 
Sniper instances must be approached with caution. The SWAT commander should 
cover vantage points before deploying personnel.  

 
D. SPECIAL EVENTS 
 
The incident commander or designee will notify and coordinate with County Departments 
affected by the special event (Fire Department, Transportation Department, and Public Works 
Department) as well as those agencies in adjacent jurisdictions who could be affected by a 
special event held within jurisdiction of this agency. 
 
The incident commander or designee will also coordinate with the sponsor of the special event 
to assure understanding of their responsibilities in regard to a special event held in Forsyth 
County.  The commander or designee will coordinate with the affected watch commander as to 
manpower needs and requirements or as the Sheriff or his designee may direct. The Incident 
Commander will also coordinate with any outside agency as circumstances dictate. 
 
The commander or designee will obtain all necessary material for the handling of a special 
event, to include but not be limited to, traffic and crowd control barricades, special signs and 
other equipment required to ensure a successful operation.  SWAT personnel may be 
responsible for security at special events, VIP protection and such duties as may be required by 
the special event or at the direction of the SWAT commander. 
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E. AFTER-ACTION REPORTS 
 
At the conclusion of the unusual occurrence event, an after-action debriefing and critique will 
take place.  For SWAT deployments, the SWAT commander shall be responsible for the after-
action report.  Depending on the type of incident, the incident commander at the time of the 
incident shall be responsible for completing a detailed narrative report of the operation; with 
copies of all logs, case reports, witness statements, and other documentation attached. 
 
 
XVII Training 
 
Documented annual training on the Critical Incidents (All Hazards) Plan, to include the Incident 
Command System (ICS), shall be provided for affected agency personnel. Biennial training shall 
be conducted consisting of a tabletop or full-scale exercise to assess the agency’s capabilities 
with the All Hazards Plan and the Incident Command System. 
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I PUBLIC INFORMATION 

 
The purpose of this policy is to establish guidelines regarding the release of information to 
the news media and establishes policy concerning the confidentiality of documents 
maintained by the agency and its employees.   
 
II RELEASE OF INFORMATION TO NEWS MEDIA 

 
A. Agency personnel will be not be restricted from responding directly to the news media 

in regard to their daily operations; however, the Public Information Officer on duty/call 
must be informed by the commanding officer at the scene, as soon as possible, of 
any major or newsworthy incident and any follow-up regarding that incident. 

 
B.   The commanding officer on the scene of any newsworthy law enforcement incident, 

at which reporters are present, will give only basic information to those reporters or 
designate someone to fulfill this obligation. (Refer to Sections 1-7.3 A and B of this 
policy to determine what information may or may not be released.)   

 
C. Employees of the agency must exercise care, common sense and discretion to avoid 

rendering statements or information which, if later quoted, may create a 
misunderstanding or compromise the effectiveness of the service. 

 
D.   No preferential treatment will be accorded any representative of the news media.  

This statement will not be construed to prohibit initiative reporting, nor will it require 
notifying all news media prior to the release of information. 

 
E.   All actual press releases will be issued by the Sheriff, the Public Information Officer or 

other person designated by the Sheriff. 
 
F.    Whenever this agency is involved in a joint operation with other law enforcement 

agencies, the Public Information Officer or person designated to represent the agency 
in the release of newsworthy information will coordinate this effort with the other 
agencies involved. 

 
III NEWS RELEASE GUIDELINES IN CRIMINAL / ARREST CASES 

 
News media representatives will not be permitted to interview persons in custody. 
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A.   The following information may be made available to news media in criminal matters: 
 

 The type or nature of an incident such as fire, accident, suicide, rape, robbery 
assault, or burglary. 

 The location, date and time, injuries sustained, damages and a description of        
how the incident occurred 

 The identity and general area of a victim (see exceptions). 

 Casualty figures, to include known dead or injured, may be released. 

 The name of any adult charged with a crime 

 The type of force used against the victim and extent of injuries to either victim or   
assailant. 

 The fact that a juvenile has been taken into custody and substance of the charge(s), 
age and sex, and general area of residence only. 

 Requests for aid in locating evidence, a complainant or a suspect. 

 A person's race may be released as descriptive information in such cases. 

 Numbers of officers, or people, involved in an event or investigation and the          
length of the investigation. 

 
 
B.   The following information should not be released to the news media in criminal 

matters: 
 

 The identity of any victim of a sex crime, abduction, spouse or child abuse, or related 
information which, if divulged, would tend to lead to the victim's identification. 

 The identity of any juvenile under the age of 17 who is a suspect or a defendant in 
any case over which a Juvenile Court has jurisdiction. 

 The identity of any critically injured or deceased person prior to the notification of next 
of kin. (Exception will be when notification has been attempted, but is not possible 
within a reasonable time as determined by the Sheriff.) 

 The performance or the results of any test(s) or the refusal of the accused to take a 
test or tests, or to participate in a lineup. 

 The specific cause of death until determined by the County Coroner. 

 Investigative information and information of an evidentiary nature. 

 Opinions concerning guilt of a suspect. 

 Name and address of witnesses. 

 Name and address of any subject sought for a crime, but not yet formally charged, 
unless help is wanted from the news media in an effort to locate   the subject. 

 Home addresses and telephone numbers of employees of the agency. 

 The contents of any suicide note. 

 Amount of cash or valuables taken or overlooked by crime perpetrators. 

 Unofficial statements or information concerning personnel or internal affairs matters. 

 Any information from another agency which is considered confidential. 
 

C.    The following information may be released to the media in arrest cases: 
 

 The accused's name, age, description, residence, employment, and marital status 
(except juveniles). 
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 The substance or text of the charge as contained in a complaint, warrant, or 
indictment. 

 The circumstances immediately surrounding an arrest.  Time and place of arrest; 
methods of apprehension; resistance, and any resulting injury. 

 Possession and use of weapons by the suspect. 

 Amount of bond, scheduled court dates, place of detention. 
 
D.   The following information should not be released to the media in arrest cases: 
 

 The identity or location of any suspect.  The existence of a suspect may be           
acknowledged without further comment. 

 Results of investigative procedures such as lineup, polygraph, fingerprinting, 
confessions, lab or ballistics test.  The fact that tests were performed may be 
acknowledged without further comment. 

 Information which if prematurely disclosed, would significantly interfere with an 
investigation or apprehension, particularly; unchecked leads, unverified information, 
specifics of "MO", details known only to suspect or officer, information which may 
cause a suspect to flee or avoid apprehension. 

 Identity of a prospective non-victim witness. 

 Identity of a victim / witness if such disclosure would prejudice an investigation to any 
significant degree, or it would place the victim in clear personal danger.  (Consider 
"degree" and "danger" carefully, and state reasons clearly, when withholding 
information.) 

 
After an arrest and formal charging, but prior to adjudication, certain information is 
restricted to ensure constitutional guarantees of a fair and impartial trial.  Also, improper 
disclosure could form the basis for a legal defense. 
Therefore, during this sensitive period, information should not be released concerning: 
 

 prior criminal record, character or reputation of a defendant, information identifying 
juveniles and mug shots of accused; or 

 existence, or contents, of any confession, admission, statement of a defendant, or the 
failure to make such; or 

 performance or results of any tests, or a defendant's refusal or failure to submit to 
investigative tests such as a polygraph and other types; or 

 identity, credibility, character, statement(s) or expected testimony of any victim, 
witness, or prospective witness; or 

 any opinion about the guilt or innocence of a defendant, or the merits of the case, 
including arguments and evidence, or whether their use in court is expected; or 

 possibility of plea bargaining or other disposition; or 

 reports, transcripts, or summaries or proceedings from which the press and public 
have been excluded by judicial order; or 

 information received from other law enforcement agencies without their consent. 
 

IV REQUESTING THE WITHHOLDING OF PUBLICATION 
 
 When publication or broadcast of such coverage would interfere with an investigation 

or place a victim, suspect or others in jeopardy, the commanding officer at the scene 



GENERAL ORDER                                                                                                    Forsyth County Sheriff’s Office 

GO 1-7 Public Information   4 

 

or the PIO will explain the situation to the news media representatives and request 
they withhold release of the story. 

 
V PHOTOGRAPHING, TELEVISING AND RELEASING PHOTOGRAPHS OF                            

SUSPECTS 
  
A. Agency employees will not prevent the photographing of defendants when they         

are in public places.   
 
B. Agency photographs of a suspect or arrested person may be released provided the 

photograph will not jeopardize an investigation.  Photographs may also be released if 
a valid law enforcement function is served.  It is proper to disclose this type of 
information to enlist public assistance in apprehending fugitives from justice.  Such 
disclosure may include photographs or other pertinent information, unless otherwise 
prohibited by policy or law.  Any release of agency photographs of a suspect or 
arrested person must be done after approval from the Sheriff or the Public 
Information Officer.  Any agency arrest photos released outside the Forsyth County 
Sheriff’s Office will have all identifying data removed from the photo, i.e., case 
number, date, agency name, etc. 

 
C.   In the event of a major incident, crime or disaster, Sheriff’s Office lines will be 

established for crowd control and to preserve evidence.  Permission to enter a 
secured crime scene will only be granted by the Sheriff or his designee. The tactical 
situation or the likelihood of jeopardizing agency operations will determine if and 
when employees of the news media may or may not be allowed to enter these 
secured areas.   

 
D.   Upon completion of any scene (crime scene, fire, or other emergency or disaster), 

only the owner, legal occupant, or their agents, may grant permission to news people 
to enter private property to gather news. 

 
E. In hostage or barricade situations, the officer in charge shall designate a preliminary 

press area at the scene and may establish it closer to the scene when safe to do so. 
 
F. When news media arrive at a fire scene, the ranking law enforcement officer on the 

scene shall refer the media to the fire official in charge.   
 
G. Media access to disaster scenes shall be controlled by the procedures in Unusual 

Occurrences policy directive of this Manual. 
 
VI CONFIDENTIAL AND INTERNAL INVESTIGATIONS 
 
A. CONFIDENTIAL OPERATIONS 
 
Confidential intelligence or investigative information from the Criminal Investigation Section 
will not be disclosed except by express permission of the Sheriff or designee. 
 
B. INTERNAL INVESTIGATIONS 
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Sensitive or investigative information (particularly the identity of officers involved) from 
Internal Affairs will not be disclosed except by express permission of the Sheriff or his 
designee. 
 
C. SUICIDES 
 
The fact that a suicide has occurred may be acknowledged and the suicide method may be 
released. The name, address, age, sex, and occupation of the victim may also be released 
after notification of next of kin.  The fact that a suicide note exists may also be 
acknowledged, without further comment.  Contents of all such messages are considered 
personal and confidential and shall not be made public. 
 
D. CITIZEN REQUESTS 
 
Should a citizen request that information on an incident not be released or reported to the 
media, officers will explain that crime information is generally considered public information 
and therefore, available to the news media.   
 
VII PROFESSIONAL BEHAVIOR AND COURTESY 
 
Any complaint of rudeness, hostility or deliberate harassment toward the media will be 
investigated.  If substantiated, appropriate disciplinary action will be taken. 
 
VIII CONFIDENTIALITY OF AGENCY DOCUMENTS 
 
For the most part, law enforcement matters are of public interest and public concern.  Under 
the Georgia Open Records Act, Ga. O.C.G.A. 50-18-70, certain information is available to 
the public. This information may be obtained in accordance with the Act’s disclosure 
requirements.   Specific information related to the release of agency documents is addressed 
in SOP 1-7.100. 
 
IX VIOLATIONS OF THIS POLICY 

Employees of the Forsyth County Sheriff’s Office are expected to adhere to the above policies. 

Improper, illegal or wrongful release of any agency information, whether for personal gain or in 

violation of agency regulations, policy, state or federal law, could result in severe disciplinary 

action up to and including termination and possible criminal prosecution. 
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I COMMUNICATIONS 

 
The communications function for the Forsyth County Sheriff’s Office will be the responsibility 
of the Forsyth County 911 Communications Center. The 911 Communications Center will be 
responsible for all emergency 911 operations and general radio system including EMS and 
Fire, all telecommunications, alarm monitoring, communications related computer network, 
teletype and automated data communications and the training required for the 
communications function. 
 
II ORGANIZATIONAL STRUCTURE   

 
The 911 Communications Center provides support services to the agency as set forth in the 
Law Enforcement Radio Procedures Policy adopted on 12/01/2009.  This document provides 
for the maintenance of policies and procedures that are in compliance with the Georgia Law 
Enforcement Certification Program. 
 
III CITIZEN TOLL FREE ACCESS TO 911 

All citizens in Forsyth County will have the capability of dialing "911" and immediately reaching 

the Forsyth County 911 Communications Center to place an emergency call.   

IV ACCESS TO OTHER INFORMATION SYSTEMS 

The 911 Communications Center will maintain, operate and manage the equipment 
necessary to gain access to other local, state and criminal justice information systems.  
These will include NCIC and GCIC systems. 
 
The 911 Communications Center will receive a daily duty roster at the beginning of each 
watch.  These duty rosters will include the name of the personnel on-duty, their radio number 
and their assignments; names of personnel off-duty and the supervisor in charge of the units 
that are in-service.  These duty rosters will also designate an on-call person if the component 
is not operational during certain hours. 
 
Each operator's console will maintain a current directory of all agency employees, which will 
include their home address and telephone number. 
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The 911 Communications Center will maintain at all times established written procedures for 
procuring necessary services external to the agency.  These policies and procedures will 
include, but not be limited to, locations and telephone numbers to all surrounding local, state 
and federal law enforcement and other criminal justice agencies; state and federal 
emergency management agencies; outside fire and medical emergency agencies; and all 
other ancillary and support agencies that may be law enforcement related. 
 
V COMPUTER AIDED DISPATCH SYSTEM (CAD) 
 
The Computer Aided Dispatch (CAD) System installation, operation, programming, 
maintenance and upkeep will be the responsibility of the 911 Communications Center.    
Additionally, the 911 Communications Center will also be responsible for interaction with the 
State of Georgia regarding any computer access or networking maintained by the State.   
  
VI RADIO / CAD USAGE 
     
All communications equipment, including radios, portable and command portable radios and 
CAD terminals will only be used for agency business.  Employees are reminded that there is 
no expectation of privacy concerning the use of communication equipment; therefore, any 
and all verbal or written conversations may be monitored.  Misuse of any agency 
communications equipment for other than official business will subject the user to corrective 
action. 
 
In using the radio or CAD terminals, employees should, if at all possible, utilize the agency’s 
signals and codes listed in the Radio Procedure Policy manual. 
 
The radio system maintenance, upkeep, and all related electronic equipment for the overall 

system is the responsibility of the 911 Communications Center.   The Sheriff’s Office will be 

responsible for the installation, maintenance, programming, upkeep, and inventory of the 

portable and mobile radios. 
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I SUPPLY/FLEET MANAGEMENT 

 

All supplies, equipment, computers, desks, information, and any other material obtained and 
used during the course of employment is property exclusively owned by the Forsyth County 
Sheriff’s Office (hereinafter collectively referred to as “Sheriff’s Property”).  As a result, an 
employee should have no expectation of privacy with respect to Sheriff’s Property. 
 
The purpose of this policy is to establish guidelines regarding the use, maintenance, 
operation and control of agency equipment and property.  The Supply Unit will report directly 
to the Manager of Financial Operations.   
 
A.  RESPONSIBILITIES 
 
     1. The Supply Unit shall maintain and control the requisition, distribution, issuance and 

accountability of agency-owned quartermaster and fleet type property.  After issuance 
by the Supply Unit, accountability for the equipment falls upon the employee and 
his/her chain of command.   The Supply Unit shall be responsible for coordinating all 
agency fleet maintenance issues. Firearms and ammunition shall be requisitioned 
and issued by the Training Section. Accountability and maintenance of computer 
equipment shall fall under the Information Technology Unit. 

  
     2. The Supply Unit shall coordinate an annual inventory of all fixed assets valued at 

$5000 or more, less computer equipment.  These items shall have their status 
maintained and tracked. All items in stock shall be maintained in a state of 
operational readiness by the person, unit or section to which the property is assigned. 

 
     3. Employee’s shall ensure that all expendable items, property, equipment and 

personal-wear items assigned to them are returned and accounted for at the end of  
their employment.  The Supply Unit shall review the employee’s clearance form and 
review all property hand receipts to ensure that all equipment is accounted for prior to 
signing the employee’s clearance form.   
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II AGENCY PROPERTY 
 
A.   GENERAL PROVISIONS FOR USE AND CARE OF AGENCY-OWNED PROPERTY 
 
     1. Maintaining agency equipment and property in operational ready condition is the 

responsibility of all agency employees.  Loss, damage, malfunction or theft of any 
agency equipment or property, regardless of value, must be immediately reported 
upon discovery of such status. 

  
   2. Any damage to agency equipment or property while in possession of an employee, or 

while being used by an employee, shall be reported to the employee’s immediate 
supervisor, and shall require the employee to complete an incident report describing 
the incident and how it occurred. Loss or damage of agency equipment that is the 
result of a traffic crash shall be included as part of the total damage estimate of the 
crash for the purpose of insurance claims. The incident report shall be submitted to 
the respective employee’s supervisor within 24 hours of the incident. If it is 
determined the equipment was lost due to employee negligence, the agency may 
require the employee to reimburse the county for the loss.  

 
     3. The employee’s supervisor shall conduct a review and make a determination as to 

whether the loss, damage, malfunction or theft was preventable on the part of the 
employee.  Whenever the determination is made that the incident was preventable, 
the involved employee’s supervisor shall proceed with disciplinary actions.  Whenever 
a determination is made that the incident was non-preventable on the part of the 
involved employee, the involved employee’s supervisor shall inform the involved 
employee via memorandum. 

 
     4. The supervisor shall submit a copy of the report and/or memorandum documenting 

the damage, theft or loss of equipment or property through the chain of command to 
the attention of the respective division director. 

 
     5. A copy of the memorandum and/or incident report shall be submitted to the 

respective supervisor, Risk Management and the Sheriff’s Office Finance Unit. 
 
     6. Whenever a hazardous condition or defect is apparent or exists in any agency 

equipment or property, the employee responsible for using the equipment or property 
or having knowledge of such hazardous condition or defect is responsible for 
reporting it to their supervisor immediately. Subsequently, the supervisor shall ensure 
timely notification to their section or division commander. 

 
     7. Employees shall not allow unauthorized persons to possess or use agency 

equipment or property. 
  

8. Property turned in to the Supply Unit that can be re-issued will be done in a manner 
consistent with this chapter. 
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B. PROVISIONS FOR ISSUED PROPERTY; EXTENDED MILITARY DEPLOYMENT  
             
In individual cases where an agency employee is deployed as an active member of the 
United States military, the following equipment shall be turned in to the Supply Unit for proper 
maintenance: 
 

 Agency issued cellular telephones; 

 Agency issued pagers and portable radios/chargers; 

 Other equipment as specified by the division director. 
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V:;bT;];_[TU\cd;e]YSYf;WVgSVh;]Td;i\]T̂VY;[W;jX9]UVY;U[;klk;i[_XcS]TiV;SYYjVY;
]T9;Yĵ V̂YU;]Td;TVV9V9;X[cSid;i\]T̂VỲa

a
Z:;mVgSVh;̂ WSVg]TiVY;ZScV9;ed;]Td;XVWY[T;XW[UViUV9;ed;U\V;k_VWSi]TY;hSU\;
lSY]eScSUSVY;kiU;]T9;_]STU]ST;]cc;ZST9ST̂Y;[Z;]Td;̂WSVg]TiVY;ZScV9̀a

a
:̂;mVgSVh;[Z;]cc;]WWVYUY;[Z;9SY]ecV9;XVWY[TY;U[;VTYjWV;klk;i[_XcS]TiV̀a

a
\:;n[T9jiU;YSUV;gSYSUY;U[;]cc;[ZZSiVY;[iijXSV9;ed;U\V;]̂VTid;U[;VTYjWV;ejSc9ST̂Y;]T9;
]iiVYY;U[;U\V;[ZZSiVY;_VVU;klk;YU]T9]W9Ỳ;oZ;]Td;9VZSiSVTid;SY;Z[jT9f;]T9;U\V;
GHIJ>EEKCALEE>MIAM=?AJINDpIA@HIAq=JJ>IJrA>NNIR>=@IA=M@>D?As>BBAqIA@=tI?A@DAJINDpIA
U\V;e]WWSVẀ;oZ;SU;SY;];X\dYSi]c;Xc]TU;SYYjVf;U\V;klk;i[[W9ST]U[W;hScc;_]uV;];Z[W_]c;
WVvjVYU;U[;U\V;w[WYdU\;n[jTUd;xjSc9ST̂;y]STUVT]TiV;lSgSYS[T;U[;_]uV;U\V;
]XXW[XWS]UV;_[9SZSi]US[TY;U[;WV_[gV;U\V;X\dYSi]c;e]WWSVẀ;a

a
z̀; {mko|o|};
a

~BBAGHIJ>EEKCALEE>MIAOIJCD??IBrACsDJ?A=?RAM>p>B>=?rAs>BBAJIMI>pIA@J=>?>?PAs>@HAJIP=JRCA@DA
U\V;XW[UViUS[TY;]YYjWV9;U[;XVWY[TY;XW[UViUV9;jT9VW;U\V;k_VWSi]TY;hSU\;lSY]eScSUSVY;
kiÙ;{W]STST̂;hScc;eV;i[T9jiUV9;]U;XWVYiWSeV9;US_VY;U\W[ĵ\[jU;U\V;dV]W;]T9;9jWST̂;
YXViSZSi;X[STUY;[Z;V_Xc[d_VTU;Z[W;]cc;V_Xc[dVVỲ;;
;
{W]STST̂;hScc;STicj9V;U\V;Z[cc[hST̂;U[XSiY�;

;
]:;�ZZViUSgV;i[__jTSi]US[T;hSU\;ST9SgS9j]cY;h\[;]WV;9V]Z;[W;\]W9;[Z;\V]WST̂f;ecST9f;
_VTU]ccd;Sccf;9VgVc[X_VTU]ccd;9SY]ecV9f;[W;\]gV;YXVVi\;S_XV9S_VTUY;U\]U;]ZZViU;
T[W_]c;i[__jTSi]US[TỲ;

;
e:;mVYX[TYV;[Z;9VXjUSVY;hSU\;ST9SgS9j]cY;h\[;\]gV;YVWgSiV;9[̂Yf;_[eScSUd;SYYjVYf;
9S]eVUVY;[W;VXScVXYd̀;;

;
{W]STST̂;hScc;eV;i[T9jiUV9;]Y;Z[cc[hY�;

;
i:;kTTj]c;UW]STST̂;hScc;eV;i[T9jiUV9;Z[W;]cc;Yh[WT;V_Xc[dVVY;U[;WVgSVh;]Td;i\]T̂VY;
U[;U\V;k_VWSi]TY;hSU\;lSY]eScSUSVY;]iÙ;{\SY;UW]STST̂;hScc;eV;i[T9jiUV9;ST;
i[T�jTiUS[T;hSU\;cV̂]c;jX9]UV;UW]STST̂ ;̀;
;

9:;xV̂STTST̂;hSU\;U\V;S_XcV_VTU]US[T;[Z;U\V;WVgSYV9;wSVc9;{W]STST̂;�W[̂W]_f;STSUS]c;
UW]STST̂;[Z;]cc;Yh[WT;XVWY[TTVc;SY;i[T9jiUV9;9jWST̂;U\V;wSVc9;{W]STST̂;�W[̂W]_̀;
{\SY;_]UVWS]c;SY;STicj9V9;ST;U\V;i[__[T;U]YuY;]T9;SY;i[gVWV9;ST;U\V;STSUS]c;UW]STST̂;
[Z;];9VXjUd̀;

;
V:;{\V;\]T9[jU;n[__jTSi]UST̂;hSU\;�V[XcV;h\[;]WV;lV]Z;[W;�]W9;[Z;�V]WST̂;klk;
}jS9V;Z[W;�]h;�TZ[WiV_VTU;bZZSiVWY;hScc;eV;XW[gS9V9;U[;]cc;Yh[WT;XVWY[TTVc;]T9;SY;
U[;eV;jYV9;]Y;];WVZVWVTiV;U[[c;Z[W;U\V;9VXjUd;U\]U;STUVW]iUY;hSU\;XV[XcV;U\]U;]WV;
9V]Z;[W;\]W9;[Z;\V]WST̂ ;̀
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9:;<=>?@ABCDE=?FAGHED?I=>BJKKLC?MKKJN>?OPO?<AAQ?RJE?NAHCJCEJHS?AK?=THUAGVW;VXYV;ZY[;
\];̂ _̀][;Va;\bW_[]WW;ac[]dW;cX][;eb]WV_a[W;Yd_W];Y\abV;W]d̀_Z];Y[_fYgWh;
i]9]d][Z];fYV]d_Yg;9ad;VX];j]kbVl;Y[j;_[V]d[Yg;̂d_]̀Y[Z];9adfW;c_gg;\];kdà_j]j;Va;
]̀]dl;j]kbVlh;

;
:̂;m]V][V_a[;k]dWa[[]g;Y[j;k]dWa[[]g;YV;]̀]dl;gaZYV_a[;VXYV;_W;]eb_kk]j;c_VX;Y;nno;
fYZX_[];c_gg;d]Z]_̀];VdY_[_[̂;YW;[]]j]j;Y[j;\];9Yf_g_Yd;c_VX;nno;fYZX_[]W;Wa;
VXYV;VX]l;fYl;YWW_WV;VXaW];_[j_̀_jbYgW;VXYV;[]]j;X]gk;bW_[̂;VX];j]̀_Z]Wh;

;
X:;pgg;Z_̀_g_Y[;k]dWa[[]g;c_gg;d]Z]_̀];_[_V_Yg;VdY_[_[̂;YV;V_f];a9;]fkgalf][Vq;YW;c]gg;YWq;
Y[[bYg;VdY_[_[̂;_[;Zafkg_Y[Z];c_VX;pmp;̂b_j]g_[]Wh;

;
_:;OHHGTQ?FBJCJC?rHE>Bs>HEJAH?<BTJHJHS?JC?=ACE>U?tD?E=>?@ABCDE=?FAGHED?I=>BJKKLC?
u99_Z];9ad;vadWlVX;wab[Vl;j]kbV_]W;Y[j;j]kbV_]W;a9;aVX]d;Ŷ][Z_]W;VXYV;Yd];
_[V]d]WV]j;_[;wd_W_W;x[V]d̀][V_a[;ndY_[_[̂h;

;
yh; xzn{izp|;}ix{~pzw{;�iuw{��;

nX_W;}d_]̀Y[Z];�daZ]jbd];_W;]WVY\g_WX]j;Va;f]]V;VX];d]eb_d]f][VW;a9;VX];pf]d_ZY[W;
c_VX;m_WY\_g_V_]W;pZV;a9;����;��pmp�:h;;xV;fYl;\];bW]j;\l;Y[la[];cXa;c_WX]W;Va;9_g];Y;
ZafkgY_[V;Ygg]̂_[̂;j_WZd_f_[YV_a[;a[;VX];\YW_W;a9;j_WY\_g_Vl;_[;VX];kdà_W_a[;a9;W]d̀_Z]Wq;
YZV_̀_V_]Wq;kdâdYfWq;ad;\][]9_VW;\l;VX];@ABCDE=?FAGHED?I=>BJKKLC?MKKJN>h;;nX];vadWlVX;
FAGHED?I=>BJKKLC?MKKJN>;k]dWa[[]g;kag_Zl;̂à]d[W;]fkgalf][V�d]gYV]j;ZafkgY_[VW;a9;
j_WY\_g_Vl;j_WZd_f_[YV_a[h;;

Y:;nX];ZafkgY_[V;WXabgj;\];_[;cd_V_[̂;Y[j;Za[VY_[;_[9adfYV_a[;Y\abV;VX];Ygg]̂]j;
j_WZd_f_[YV_a[;WbZX;YW;[Yf]q;Yjjd]WWq;kXa[];[bf\]d;a9;ZafkgY_[Y[V;Y[j;
gaZYV_a[q;jYV]q;Y[j;j]WZd_kV_a[;a9;VX];kda\g]fh;;pgV]d[YV_̀];f]Y[W;a9;9_g_[̂;
ZafkgY_[VWq;WbZX;YW;k]dWa[Yg;_[V]d̀_]cW;ad;Y;VYk];d]Zadj_[̂;a9;VX];ZafkgY_[V;c_gg;
\];fYj];ỲY_gY\g];9ad;k]dWa[W;c_VX;j_WY\_g_V_]W;bka[;d]eb]WVh;

;
\:;nX];ZafkgY_[V;WXabgj;\];Wb\f_VV]j;\l;VX];̂d_]̀Y[V;Y[j�ad;X_W�X]d;j]W_̂[]];YW;
Waa[;YW;kaWW_\g]q;\bV;[a;gYV]d;VXY[;W_�Vl;���:;ZYg][jYd;jYlW;Y9V]d;VX];Ygg]̂]j;
_̀agYV_a[;Va�;;;;;

;
vadWlVX;wabHED?I=>BJKKLC?MKKJN>;
pmp;waadj_[YVad;
���;{YWV;wabdVXabW];�ebYd];
wbff_[̂q;}p;;y����;

;
Z:;�_VX_[;9_9V]][;���:;ZYg][jYd;jYlW;Y9V]d;d]Z]_kV;a9;VX];ZafkgY_[Vq;VX];pmp;
waadj_[YVad;ad;VX]_d;j]W_̂[]];c_gg;f]]V;c_VX;VX];ZafkgY_[Y[V;Va;j_WZbWW;VX];
ZafkgY_[V;Y[j;VX];kaWW_\g];d]WagbV_a[Wh;;�_VX_[;9_9V]][;���:;ZYg][jYd;jYlW;a9;VX];
f]]V_[̂q�VX];pmp;waadj_[YVad;ad;VX]_d�j]W_̂[]];c_gg;d]Wka[j;_[;cd_V_[̂q;Y[j;cX]d];
Ykkdakd_YV]q;_[;Y;9adfYV;YZZ]WW_\g];Va;VX];ZafkgY_[Y[Vq;WbZX;YW;gYd̂];kd_[Vq;�dY_gg]q;
ad;Ybj_a;VYk]h;;nX];d]Wka[W];c_gg;]�kgY_[;VX];kaW_V_a[;a9;VX]�vadWlVX;wab[Vl;
I=>BJKKLC?MKKJN>�Y[j;a99]d;akV_a[W;9ad;Wb\WVY[V_̀];d]WagbV_a[;a9;VX];ZafkgY_[Vh;

;
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9:;<=;>?@;A@BCDEB@;FGH>?@;IJI;KDDA9LEM>DA;DA;>?@LAH9@BLNE@@;9D@B;ED>;BM>LB=MO>DALPG;
A@BDPQ@;>?@;LBBR@S;>?@;ODTCPMLEME>;ME9UDA;?LBU?@A;9@BLNE@@;TMG;MCC@MP;>?@;
9@OLBLDE;VL>?LE;=L=>@@E;WXY:;OMP@E9MA;9MGB;M=>@A;A@O@LC>;D=;>?@;A@BCDEB@;>D;>?@;
Z?@AL==;DA;?LB;9@BLNE@@[;

;
@:;\L>?LE;=L=>@@E;WXY:;OMP@E9MA;9MGB;M=>@A;A@O@LC>;D=;>?@;MCC@MPS;>?@;Z?@AL==;DA;?LB;
9@BLNE@@;VLPP;T@@>;VL>?;>?@;ODTCPMLEME>;>D;9LBORBB;>?@;ODTCPMLE>;ME9;CDBBLFP@;
A@BDPR>LDEB[;;\L>?LE;=L=>@@E;WXY:;OMP@E9MA;9MGB;M=>@A;>?@;T@@>LENS;>?@;Z?@AL==;DA;?LB;
9@BLNE@@;VLPP;A@BCDE9;LE;VAL>LENS;ME9S;V?@A@;MCCADCALM>@S;LE;M;=DATM>;MOO@BBLFP@;>D;
>?@;ODTCPMLEME>S;VL>?;M;=LEMP;A@BDPR>LDE;D=;>?@;ODTCPMLE>[;

;
=:;IPP;VAL>>@E;ODTCPMLE>B;A@O@LQ@9;FGH>?@;IJI;KDDA9LEM>DA;DA;>?@LAH9@BLNE@@S;MCC@MPB;
>D;>?@;Z?@AL==;DA;?LB;9@BLNE@@S;ME9;A@BCDEB@B;=ADT;>?@B@;>VD;D==LO@B;VLPP;F@;
A@>MLE@9;FG;>?@;]̂ _̀abbcdefbbag_;=DA;M>;P@MB>;>?A@@;G@MAB[;

h

iih jklminohpiqrhqrkhrklsinohituliskjh;

vweadeŵ_exyzag{eybeŵ_e|ỳd{ŵe}y~�w{e]̂ _̀abbcdefbbag_ewye_�d~̀_eŵ�we�egy�dadw_�wz{êa�̂ez_�_zeybe
B@AQLO@;LB;CADQL9@9;>D;MPP;ODTTREL>G;T@TF@ABS;LEOPR9LEN;>?DB@;V?D;MA@;9@M=;DA;?MA9;D=;
?@MALEN[;;�?LB;MN@EOG;?MB;BC@OL=LO;P@NMP;DFPLNM>LDEB;RE9@A;>?@;IT@ALOMEB;VL>?;JLBMFLPL>L@B;IO>;
ME9;>?@;�@?MFLPL>M>LDE;IO>;>D;ODTTRELOM>@;@==@O>LQ@PG;VL>?;C@DCP@;V?D;MA@;9@M=;DA;?MA9;D=;
?@MALEN[;;;

I[;; ��I�<��;<��I<��J;K��Z<J��I�<��Z;

�D;OMAAG;DR>;>?@B@;CDPLOL@B;ME9;P@NMP;DFPLNM>LDEBS;>?@;MN@EOG;LEB>ARO>B;L>B;@TCPDG@@B;
MB;=DPPDVB�;

;
X:;�@DCP@;V?D;MA@;9@M=;DA;?MA9;D=;?@MALEN;MA@;@E>L>P@9;>D;M;P@Q@P;D=;B@AQLO@;
@�RLQMP@E>;>D;>?M>;CADQL9@9;>D;D>?@A;C@ABDEB[;

;
�:;�?@;MN@EOG;VLPP;TM�@;@Q@AG;@==DA>;>D;@EBRA@;>?M>;L>B;@TCPDG@@B;ODTTRELOM>@;
@==@O>LQ@PG;VL>?;C@DCP@;V?D;MA@;9@M=;DA;?MA9;D=;?@MALEN[;

;
�:;�==@O>LQ@;ODTTRELOM>LDE;VL>?;M;C@ABDE;V?D;LB;9@M=;DA;?MA9;D=;?@MALEN;LEQDPQ@9;LE;
ME;LEOL9@E>�;V?@>?@A;MB;M;QLO>LTS;VL>E@BBS;BRBC@O>S;DA;MAA@B>@@�;LB;@BB@E>LMP;LE;
MBO@A>MLELEN;V?M>;MO>RMPPG;DOORAA@9S;>?@;RAN@EOG;D=;>?@;TM>>@AS;ME9;>GC@;D=;
BL>RM>LDE[;

;
�:;��̀ay~dew{x_deybegy��~�ag�way�e�a�d�e��y��e�de��~�aza�̀{e�a�de���ed_̀�ag_d��;MA@;
RB@9;>D;ODTTRELOM>@;VL>?;C@DCP@;V?D;MA@;9@M=;DA;?MA9;D=;?@MALEN[;;�?@B@;
LEOPR9@;RB@;D=;N@B>RA@B;DA;QLBRMP;ML9B;>D;BRCCP@T@E>;DAMP;ODTTRELOM>LDE�;RB@;D=;M;
ED>@CM9;ME9;C@E;DA;C@EOLP;>D;@�O?MEN@;VAL>>@E;ED>@B�;RB@;D=;ME;MBBLB>LQ@;PLB>@ELEN;
BGB>@T;DA;9@QLO@;>D;MTCPL=G;BDRE9;=DA;C@ABDEB;V?D;MA@;?MA9;D=;?@MALEN�;DA;RB@;D=;
M;�RMPL=L@9;DAMP;DA;BLNE;PMENRMN@;LE>@ACA@>@A[;
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9:;<=>;?@A>;BC;DEF;?=D?;GEHH;I>;J>KLEJ>F;CBJ;>CC>M?EN>;MBOOLPEMD?EBP;GEHH;F>A>PF;BP;
QRSTUVWUXUWYZ[\]TY]YZ[T̂SQR_WT_̀Ta_̂ ŶVUaZQU_VbTZVWTQRSTVZQYcSbTÛd_cQZVaSbTZVWT
FLJD?EBP;BC;?=>;MBOOLPEMD?EBP;D?;EeeL>f;

g:;;hP;ODP@;MEJMLOe?DPM>ei;BJDH;MBOOLPEMD?EBP;eLAAH>O>P?>F;I@;j>e?LJ>e;DPF;
NEeLDH;DEFe;BJ;DP;>kM=DPj>;BC;GJE??>P;PB?>e;GEHH;I>;DP;>CC>M?EN>;O>DPe;BC;
MBOOLPEMD?EPj;GE?=;A>BAH>;G=B;DJ>;F>DC;BJ;=DJF;BC;=>DJEPjf;;hP;B?=>J;
MEJMLOe?DPM>ei;D;KLDHECE>F;eEjP;HDPjLDj>;BJ;BJDH;EP?>JAJ>?>J;OD@;I>;P>>F>F;?B;
MBOOLPEMD?>;>CC>M?EN>H@;GE?=;A>JeBPe;G=B;DJ>;F>DC;BJ;=DJF;BC;=>DJEPjf;;<=>;
H>Pj?=E>Ji;OBJ>;MBOAH>ki;DPF;EOABJ?DP?;?=>;MBOOLPEMD?EBPi;?=>;OBJ>;HEl>H@;E?;Ee;
?=D?;D;KLDHECE>F;EP?>JAJ>?>J;GEHH;I>;J>KLEJ>F;CBJ;>CC>M?EN>;MBOOLPEMD?EBPf;;;

Ef;;;;;hC;?=>J>;=De;I>>P;DP;EPMEF>P?;DPF;?=>;F>AL?@;Ee;MBPFLM?EPj;GE?P>ee;
EP?>JNE>Gei;D;KLDHECE>F;eEjP;HDPjLDj>;EP?>JAJ>?>J;OD@;I>;J>KLEJ>F;?B;
MBOOLPEMD?>;>CC>M?EN>H@;GE?=;eBO>BP>;G=Be>;AJEODJ@;O>DPe;BC;
MBOOLPEMD?EBP;Ee;eEjP;HDPjLDj>f;;m;KLDHECE>F;BJDH;EP?>JAJ>?>J;OD@;I>;
J>KLEJ>F;?B;MBOOLPEMD?>;>CC>M?EN>H@;GE?=;eBO>BP>;G=B;=De;I>>P;?JDEP>F;?B;
eA>>M=;J>DF;nJ>DF;HEAe:f;

EEf;;;;;hC;D;A>JeBP;Ee;DelEPj;D;F>AL?@;CBJ;FEJ>M?EBPe;?B;D;HBMD?EBPi;j>e?LJ>e;BJ;DP;
>kM=DPj>;BC;GJE??>P;PB?>e;GEHH;HEl>H@;I>;eLCCEME>P?;?B;MBOOLPEMD?>;>CC>M?EN>H@f;

o:;<B;e>JN>;>DM=;EPFENEFLDH;>CC>M?EN>H@i;AJEODJ@;MBPeEF>JD?EBP;e=BLHF;I>;jEN>P;?B;
AJBNEFEPj;?=>;?@A>;BC;MBOOLPEMD?EBP;DEF;BJ;e>JNEM>;J>KL>e?>F;I@;?=>;EPFENEFLDHf;;
p>AL?E>e;e=BLHF;CEPF;BL?;CJBO;?=>;A>JeBP;G=B;Ee;F>DC;BJ;=DJF;BC;=>DJEPj;G=D?;?@A>;
BC;DLkEHEDJ@;DEF;BJ;e>JNEM>;=>;BJ;e=>;P>>Fef;;p>AL?E>e;e=BLHF;F>C>J;?B;?=Be>;
>kAJ>ee>F;M=BEM>ei;LPH>eeq;

;
Ef;<=>J>;Ee;DPB?=>J;>KLDHH@;>CC>M?EN>;GD@;BC;MBOOLPEMD?EPji;jEN>P;?=>;

MEJMLOe?DPM>ei;H>Pj?=i;MBOAH>kE?@i;DPF;EOABJ?DPM>;BC;?=>;MBOOLPEMD?EBPi;De;
G>HH;De;?=>;MBOOLPEMD?EBP;elEHHe;BC;?=>;A>JeBP;G=B;Ee;F>DC;BJ;=DJF;BC;
=>DJEPjr;BJ;
;

EEf;pBEPj;eB;GBLHF;CLPFDO>P?DHH@;DH?>J;?=>;PD?LJ>;BC;?=>;HDG;>PCBJM>O>P?;DM?ENE?@;
EP;;;KL>e?EBP;;;BJ;GBLHF;MDLe>;DP;LPFL>;DFOEPEe?JD?EN>;BJ;CEPDPMEDH;ILJF>Pr;
BPH@;?=>;s=>JECC;BJ;=Ee;F>eEjP>>;OD@;ODl>;?=Ee;F>?>JOEPD?EBPf;

<=>;EPAL?;BC;A>BAH>;G=B;DJ>;F>DC;BJ;=DJF;BC;=>DJEPj;G=B;DJ>;EPNBHN>F;EP;
EPMEF>P?e;Ee;tLe?;De;EOABJ?DP?;?B;?=>;HDG;>PCBJM>O>P?;AJBM>ee;De;?=>;EPAL?;BC;
B?=>Jef;;p>AL?E>e;OLe?;PB?;FJDG;MBPMHLeEBPe;DIBL?;EPMEF>P?e;LPH>ee;?=>@;CLHH@;
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A. PURPOSE: The purpose of this General Order is to establish policy and procedures 

pertaining to the jurisdiction of the Forsyth County Sheriff's Office and the manner in which the 

agency provides and receives mutual aid in the event of natural disasters, mass disorders, or 

other emergency situations.  

B. POLICY: The Forsyth County Sheriff's Office shall provide law enforcement services within 

the boundaries of Forsyth County and shall render mutual aid during emergency situations to 

other jurisdictions as appropriate. 

C. JURISDICTION:  

1. The jurisdiction of the Sheriff and Deputy Sheriffs are generally limited to the geographical 

boundaries of Forsyth County. (OCGA 15-16-10)  

2. The Sheriff and Deputy Sheriffs have the authority to execute an arrest in any county in the 

State of Georgia. (OCGA 17-4-25)  

3. A crime committed on, or immediately adjacent to, a boundary line between Forsyth County 

and a contiguous jurisdiction shall be considered as having been committed in either county. 

(OCGA 17-2-2) 

4. The Forsyth County 911 Center has a detailed map that shows the geographical boundaries of 

the county and its incorporated areas.    

D. CONCURRENT JURISDICTION:  

1. AGENCY CONCURRENT JURISDICTION: Within the geographical boundaries of 

Forsyth County, the Sheriff's Office normally limits its law enforcement activities to the 

unincorporated areas of the county. However, the agency may perform law enforcement 

activities either in conjunction with or on a unilateral basis without their participation, within the 

boundaries of the City of Cumming. The following are examples of when such law enforcement 

assistance may be provided:  
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a. When requested;  

b. In response to established mutual aid agreements;  

c. In conjunction with a criminal investigation or intelligence gathering activities;  

d. For the purpose of serving legal process; AND  

e. For traffic enforcement. 

2. OUTSIDE AGENCY CONCURRENT JURISDICTION: The Forsyth County Sheriff's 

Office is the primary responder to all law enforcement related matters within the unincorporated 

areas of the county. However, the following agencies have jurisdiction within the county as 

indicated: 

a. Georgia State Patrol for traffic enforcement, traffic accident investigations, and other duties as 

assigned (OCGA 35-2-32/33); 

b. Georgia Bureau of Investigations to conduct criminal investigations and other duties as 

assigned (OCGA 35-3-4/8);  

c. Georgia Department of Revenue for enforcement of criminal statutes pertaining to 

manufacture, transportation, distribution, sale, or possession of liquor, wine, beer, alcoholic 

beverages, or tobacco products (OCGA 3-2-30);  

d. Georgia Department of Natural Resources (DNR) for the conduct of investigations related to 

the natural mining industry and commercial resources of the state. (OCGA 12-2-4) 

e. State and Federal law enforcement agencies for the conduct of investigations related to their 

respective areas of jurisdiction.  

3. RESOLVING JURISDICTIONAL DISPUTES: In any situation where a question arises 

concerning jurisdiction, the responding officer shall make every attempt to resolve the matter in 

a professional manner. If the dispute cannot be resolved, the Field Supervisor shall be informed 

of the situation and will take action as appropriate. 

E. MUTUAL AID:  

1. Mutual aid shall be provided during local emergencies in accordance with the provisions of 

Title 36, Chapter 69 to the Official Code of Georgia Annotated.  

a. A local emergency is "The existence of conditions of extreme peril to the safety of persons and 

property within the territorial limits of a political subdivision...that is caused by natural disasters, 

riots, civil disturbances, or other situations presenting major law enforcement and other public 

safety problems, which are likely to be beyond the control of the services, personnel, equipment, 
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and facilities of the agency and which require the combined forces of other jurisdictions to 

combat." (OCGA 36-69-2) 

b. Whenever members of the Forsyth County Sheriff's Office render emergency aid or assistance 

outside the boundaries of the county pursuant to the "Georgia Mutual Aid Act" or to an 

established mutual aid agreement, each employee shall have the same powers, duties, rights, 

privileges, and immunities as if they were performing their duties within Forsyth County. 

(OCGA 36-69-6) 

c. Such emergency aid does not pertain to the routine exchange of information and assistance in 

conjunction with day-to-day law enforcement operations.  

2. When necessary, written agreements will be executed between the Forsyth County Sheriff's 

Office and other law enforcement agencies to provide mutual aid and assistance in emergency 

situations.  

3. AUTHORIZATION TO FURNISH MUTUAL AID:  

a. WITHIN THE BOUNDARIES OF FORSYTH COUNTY:  

(1) The appropriate Supervisor is authorized to provide assistance when requested by other 

agencies within Forsyth County based upon the availability of personnel and equipment. Should 

additional personnel and/or equipment be required, the Field Supervisor shall contact the 

Division Commander for necessary action.  

b. OUTSIDE THE BOUNDARIES OF FORSYTH COUNTY:  

(1) DURING EMERGENCY SITUATIONS, only a Watch Commander or above may approve 

requests for the use of agency personnel and/or equipment in jurisdictions outside Forsyth 

County. The Watch Commander will immediately notify the Division Commander of the 

situation. The next higher Senior Commander will be advised of the situation as soon as possible 

and will approve/disapprove/modify the request as appropriate. This requirement does not 

pertain to the normal exchange of information or assistance in conjunction with official law 

enforcement business OR for requests in response to inter-jurisdictional pursuit operations.  

(2) DURING NON- EMERGENCY SITUATIONS, all requests for the use of personnel 

and/or equipment outside Forsyth County shall be forwarded to the appropriate Bureau 

Commander for review.  

4. AUTHORIZATION TO REQUEST MUTUAL AID:  

a. FROM AGENCIES WITHIN FORSYTH COUNTY:  

(1) The Field Supervisor is authorized to request assistance from the appropriate Forsyth County 

agency or municipal agency(s) within Forsyth County.  
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b. FROM AGENCIES OUTSIDE FORSYTH COUNTY:  

(1) DURING EMERGENCY SITUATIONS, only supervisors in the grade of lieutenant or 

higher are authorized to request assistance from the appropriate agency located outside Forsyth 

County. Once the request is made, the requesting supervisor shall immediately inform the next 

higher commander of the situation and the assistance requested. 

(2) DURING NON- EMERGENCY SITUATIONS, the request for assistance shall be 

forwarded to the appropriate Bureau Commander, who in turn shall make the coordination for 

assistance with the appropriate agency located outside Forsyth County.  

F. FEDERAL LAW ENFORCEMENT OR NATIONAL GUARD ASSISTANCE:  

1. FEDERAL LAW ENFORCEMENT ASSISTANCE: Such requests for assistance shall be 

made by the Sheriff or designee directly with the nearest office of the appropriate Federal 

agency. Once the request is made, the Field Supervisor shall immediately inform the next higher 

commander of the situation and the assistance requested.  

2. FEDERAL MILITARY ASSISTANCE: The request for Federal Military assistance shall be 

made by the Sheriff or designee to the FCEMA Director who shall in turn notify the Georgia 

Emergency Management Agency (GEMA).  

3. NATIONAL GUARD ASSISTANCE: The request for National Guard assistance shall be 

made by the Sheriff or designee to the FCEMA Director who shall in turn notify the Georgia 

Emergency Management Agency (GEMA).  
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Q
Q
mM" $rl�lPs� slt�"��N#�sl��"N�#�� r%""

Q
RSTQZX̀̀Xu\̂fQ_bh\̂\Y[W_[\iTQWTUXW[YQ_WTQVYTbQ[XQUWXi\bTQ\̂ZXWh_[\X̂Qu\[S\̂Q_̂bQXV[Y\bTQ[STQ_fT̂cevQ
Q
wjQoxxyozQ{|}a{RvQ Q
Q

_jQ{TYUX̂Y\d\̀\[evQqXhhV̂\c_[\X̂YQ~\WTc[XW�Q
djQ}VWUXYTvQ[XQUWXi\bTQS\Y[XW\c_̀Q\̂ZXWh_[\X̂Q_dXV[Q[STQfT̂TW_̀QXUTW_[\X̂YQXZQ[STQ_fT̂ceQ
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QRŴRf0RWS0[\T0tX�Xf0̀TY�XZT0�RWSU]]w0RYT0RSQXWXd[TYTS0XW0Z]W�̂WZ[X]W0uX[\0TRZ\0][\TYb00

0 �

�4845�9175�45�11������������������ ����

qTdZXWSd¡kQTWSd¢000

oaaTZ[X�T0�R[T¢0 £̂fV0¤¥�0¤¦¤¤0

t]QQX[[TT0qT�XTu0p0�R[T¢0j]�TQUTY0¤¦§̈0
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1
>̂1111111FXc2Xgh�12cXaF1di21�aha2c�1afY�i�aaF1

c173b136IZ5J331E=9ZZ1[31I9;81:=316;7;6?61@9:315<1I9J1<5@1:=319IIZ;49[Z31\@9831
?7Z3EE11:=31F=3@;<<B1;71=;E18;E4@3:;57B183:3@6;73E1:=9:191=;\=3@1@9:31b;:=;71:=31\@9831I9J1
@97\31;E17343EE9@J1:519::@94:1978G5@1@3:9;71I@5I3@ZJ1�?9Z;<;3819IIZ;497:Ê11X=31
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7 8AO<5=0/9=7=37=B/7;301/958=>3971289I7NB/978112>;8@2/675B3<2A7=B/7;301/958=>397
7 12897E8227@/23F7=B/708DK/=7E3D7/:8012/67871/D;/9=8C/7>9;D/85/70847@/78112>/A7=37=B/7
7 ;301/958=>3971289I7
7
7
7



��������������																																																																																																			
�����������������������������

���� !�"#$%&''#(�"&()*)#%	 	 	 +,	-.	/+	

	

012 344567238896:;6723<=5;>?@4>2
2

A6;@<258B42:4CB9?6>:B42BD>6:4@<2<59:4E2>F@268896:;67289BG@;;H2>F@2IF@9:CC2B92>F@2
JB9;K>F2LB54>K2M@9;B44@72I@9N:G@;2O:9@G>B9H2:C2;B2<@;:E46>@<2DK2>F@2IF@9:CCH2P:772
BD=@G>:N@7K26889B89:6>@286K296:;@;2GB4;:;>@4>2P:>F2>F@2GB?8@4;6>:B4287642264<2;5D=@G>2
>B2>F@26N6:76D:7:>K2BC2<@;:E46>@<2C54<;1222M6K296:;@;29@C7@G>@<2B4268896:;6722CB9?;269@2
4B>2E56964>@@<122Q?87BK@@;2G644B>264<2;FB57<24B>29@7K2B42>F@268896:;6722CB9?2B9264K2
N@9D6729@89@;@4>6>:B4;2CB928598B;@;2BC2<@>@9?:4:4E2C5>59@2GB?8@4;6>:B426<=5;>?@4>;2
54>:72>F@2IF@9:CC2B92>F@2JB9;K>F2LB54>K2M@9;B44@72I@9N:G@;2O:9@G>B92F6;2GB?87@>@<2>F@2
9@N:@P264<26889B89:6>@<2>F@2GB?8@4;6>:B426<=5;>?@4>;122Q6GF2@?87BK@@2P:772D@2
4B>:C:@<2BC264K2GF64E@;2>B2F:;RF@92GB?8@4;6>:B426<=5;>?@4>2:42P9:>:4E2DK2>F@2JB9;K>F2
LB54>K2M@9;B44@72I@9N:G@;2S4:>12

2
612 Q?87BK@@;26>2>F@2T6U:?5?2V6>@2

2
Q?87BK@@;26>2B926DBN@2>F@2?6U:?5?2BC2>F@:92;6769K2964E@;269@2@7:E:D7@2
CB92644567268896:;6726<=5;>?@4>;2>B2D@2:;;5@<2:426275?82;5?286K?@4>2
PF:GF2P:7724B>29@;57>2:4262D6;@2;6769K2:4G9@6;@122A@G65;@2>F@23445672
38896:;6726<=5;>?@4>2:;2:429@GBE4:>:B42BC2@?87BK@@28@9CB9?64G@2<59:4E2
>F@289@G@<:4E2K@69H2>F:;275?82;5?2;F6772D@2:;;5@<2:42>F@286K28@9:B<2
?B;>2G7B;@7K26;;BG:6>@<2>B2>F@24@P2G67@4<692K@6926;2<@>@9?:4@<2DK2
64<26>2>F@2<:;G9@>:B42BC2>F@2IF@9:CC2B92F:;2<@;:E4@@122

2 2
D12 M9B2V6>62Q4>:>7@?@4>2>B23<=5;>?@4>2

2
2 2 2 A@G65;@2>F@2644567268896:;6726<=5;>?@4>2:;2:429@GBE4:>:B42BC2@?87BK@@2
2 2 2 8@9CB9?64G@2<59:4E2>F@289@G@<:4E2K@69H2642@?87BK@@2PFB2F6;24B>2
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1 L7:;<=1OI@A1@A61q�Kp1OI@A1F6J?FM1@717P6F@I:61;?=:6D@31
1

�311 p;;F7P?<1?DM1r6L7FMIDJ1781[P6F@I:61>7HF51C7FN6M1
1
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Ê9663_A3C9783̀5=D3ghi3̂5=DE35̀3̂56789:3C9:23

3
j23k5Dd35B3456789:E3

3
3 l5B>AmA@C?3A@C65:AAE3DAn=7DA83?53c5Dd35B35D38=D7Bb35BA35̀3?̂A3̂56789:E35_EADGA83
3 _:3?̂WLopWRTqqXYLrqqTZWLMB8f5D35B3?̂A3?D987?75B966:35_EADGA83̂ 56789:3Ê9663_A3
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N[_̀G[\5<25@2847048?:20388;a4:90P<A8Ab4B0>8P89b45148?:203884?534:87<7<0147B84cB89<664
094B<;4A8;<C18846094285P84><7B0R74:5345;4188A8A47045==0??0A578454A0=R?8178A4
8?89C81=34;<7R57<01S44d047B848U781745148?:203884;88e;45145@;81=845;4285P84><7B0R74
:53b4<647B848?:203884B5;451345==9R8A4:89;01524285P84094=0?:81;5709347<?8b47B84
98fR8;7460947B845@;81=84><2241074@84A81<8Ab4@R747B845@;81=84><224@84=B59C8A45C5<1;74
7B5745==9R8A4285P84094=0?:81;5709347<?8S4

4
gS4 hijklmlijnopjqirqljsotujkvwlxoiyopjzr{vj|uo4

c<=e48?:20388;4>B0498:0974704>09e4><7B4}0175C<0R;4c3?:70?;451AQ09454}0175C<0R;4
}01A<7<01b45;47B0;84789?;45984A86<18A4<147B<;4c8=7<01b4?534;<C1<6<=517234<?:5=74~XDOLWWEFG
�66<=840:8957<01;4AR847047B84:07817<5246094;:985A<1C4;<=e18;;b4A<?<1<;B8A4:90AR=7<P<73b4
51A425=e4064fR52<734094577817<014704;56873S44

�?:20388;4;B0R2A4=01;<A8940:7<01;451A4:95=7<=8;47B574><22498AR=847B849<;e4064=01795=7<1C4
54=0175C<0R;4=01A<7<014094:5;;<1C401454=0175C<0R;4=01A<7<014@340@;89P<1C4B8527B34
:95=7<=8;4;R=B45;�498=8<P<1C462R4P5==<157<01;b4=0P89<1C47B8<9410;8;4094?0R7B;4>B814
=0RCB<1C4094;188�<1Cb4>5;B<1C4094;51<7<�<1C47B8<94B51A;b4R;<1C4;51<7<�89;4014=0??014
>09e45985;b451A407B894B8527B4:95=7<=8;47B5745984A8;<C18A470498AR=84<168=7<01451A47B84
;:985A4064A<;85;8S44�?:20388;4;B0R2A452;0498695<14690?498:097<1C4704>09e4><7B4
}0175C<0R;4c3?:70?;451AQ09454}0175C<0R;4}01A<7<01b4;045;41074704;:985A454=01A<7<014094
A<;85;8S44

g147B84<17898;74064?5<175<1<1C454;568451A4B8527B34>09e:25=8b47B84~XDOLWWEFG�WWLHD4?534
98fR<984:89;01;4><7B4}0175C<0R;4c3?:70?;451AQ09454}0175C<0R;4}01A<7<014107470498:0974
704>09e451AQ094?534;81A48?:20388;4><7B4}0175C<0R;4c3?:70?;451AQ09454}0175C<0R;4
}01A<7<014B0?8S44

4 �5�4 }0175C<0R;4c3?:70?;451AQ094}01A<7<014

�094:R9:0;8;40647B<;4c8=7<01b4}0175C<0R;4c3?:70?;451AQ09454}0175C<0R;4
}01A<7<0148U<;74>B81�4

���4�148?:2038848UB<@<7;4<162R81�5�982578A4;3?:70?;4�8SCSb468P89b4P0?<7<1Cb4
A<599B85b4B85A5=B8b4=0RCBb4;09847B9057b49R1134094;7R663410;8b4?R;=2845=B8;�4
09407B894;3?:70?;b4A8;=9<@8A4@3454:R@2<=4B8527B409C51<�57<0145;4<1A<=57<P84064
07B894=0175C<01b4;R=B45;4}09015P<9R;a451AQ0944

���4�148?:203884>B04<;45>5<7<1C4A<5C10;7<=478;7498;R27;46094514
<168=7<0R;Q=0175C<0R;4=01A<7<014567894B5P<1C48UB<@<78A4;3?:70?;a40948U:0;8A4
70454:89;014><7B454A0=R?8178A4:0;<7<P8478;746094;5?84=0175C<01a4094@8814
A<98=78A4@3454B8527B=5984:90P<A894704;826�fR59517<18a4094

���4�148?:203884>B04B5;4@8814A<5C10;8A4><7B4514<168=7<0R;Q=0175C<0R;4
=01A<7<014�8SCSb4<162R81�5b4;798:47B9057b47R@89=R20;<;b4@5=789<524?81<1C<7<;b4
?0101R=280;<;b4?R?:;b4?85;28;b49R@8225b4=B<=e814:0Ub487=S�a4094



��������������																																																																																																			
�����������������������������

���� !�"#$%&''#(�"&()*)#%	 	 	 +,	-.	/0	

	

1234564789:;<774=6>?;@4A=8B:<4878C7@?D;EF7D;:>4878C7@4GD;4D=F4@7H76I:<4
I@=J7:7>4;@49:=6F4I;4I@=J7:4I;4=4K7;K@=9DBH4=@7=4;@4D=F4C7764FECL7HI7>4I;4=4
H;6AB67>4=@7=M4FEHD4=F4H@EBF74FDB94;@4=B@9:=67M4=HIBJ7:<4B>76IBAB7>4C<4=4
@7H;K6BN7>4D7=:ID4;@K=6BN=IB;64I;49@7F76I4=4DBKD4>7K@774;A4H;6I=KB;64D7=:ID4
@BFO4;@4=64=@7=4A;@4GDBHD4ID74PQP4D=F4BFFE7>4=4R7J7:4S4;@4T4I@=J7:4=>JBF;@<U4444

1C34 V;@O9:=H74W7XEB@7876IF4

YD74Z[\]̂__̀abc__̂d\4=6>4BIF4789:;<77F4C7=@4@7F9;6FBCB:BI<4A;@4=4F=A74=6>4
9@;>EHIBJ74G;@O9:=H7476JB@;6876IU45HH;@>B6K:<M4=64789:;<774GBID4P;6I=KB;EF4
e<89I;8F4=6>?;@4=4P;6I=KB;EF4P;6>BIB;6f4

1g34VB::46;I4@79;@I4I;4ID74G;@O9:=H74F;4=F46;I4I;4B6A7HI4;ID7@4789:;<77F4;@4
878C7@F4;A4ID749EC:BHU4

1S34VB::46;I4@79;@I4I;4ID74G;@O9:=H74E6IB:4DBF?D7@4F<89I;8F4D=J74FECFB>7>4=6>4ID74
789:;<774D=F4C7764H:7=@7>4GBID4=4D7=:ID4H=@749@;JB>7@̀abahih\j\khbh[=I4ID74
789:;<7748=<4@7IE@64I;4G;@OU41eEHD4FI=I7876I48EFI4C74FEC8BII7>4I;4l;@F<ID4
P;E6I<4m7@F;667:4e7@JBH7F4Q79=@I876I4A;@4=99@;J=:4=F49@;JB>7>4B64
FECF7HIB;641>3M4C7:;GM4B64=>J=6H74;A4@7IE@6B6K4I;4ID74G;@O9:=H7U344

1T34VB::46;I4@79;@I4I;4ID74G;@O9:=H74=AI7@4@7IE@6B6K4A@;8M4;@4=AI7@4=4
A=8B:<?D;EF7D;:>4878C7@4D=F4@7IE@67>4A@;8M4=4K7;K@=9DBH4=@7=4;@4H;6AB67>4
=@7=4@7H76I:<4B>76IBAB7>4C<4=4@7H;K6BN7>4D7=:ID4;@K=6BN=IB;64I;49@7F76I4=4DBKD4
>7K@774;A4H;6I=KB;64D7=:ID4@BFO4;@4=64=@7=4A;@4GDBHD4ID74PQP4D=F4BFFE7>4=4
R7J7:4S4;@4T4I@=J7:4=>JBF;@<U44n64FEHD4H=F7M4ID74789:;<774H=66;I4@7IE@64I;4ID74
G;@O9:=H74E6IB:4H;89:7IB;64;A4ID74B6HEC=IB;6497@B;>4=F4B>76IBAB7>4C<4=49EC:BH4
D7=:ID4;@K=6BN=IB;64=6>4E6IB:4ID74789:;<774D=F4C7764H:7=@7>4GBID4=4D7=:ID4
H=@749@;JB>\]̀abaI=I7876I4ID=I4ID74789:;<7748=<4@7IE@64I;4G;@OU41eEHD4
FI=I7876I48EFI4C74FEC8BII7>4I;4l;@F<ID4P;E6I<4m7@F;667:4e7@JBH7F4
Q79=@I876I4A;@4=99@;J=:4=F49@;JB>7>4B64FECF7HIB;641>3M4C7:;GM4B64=>J=6H74;A4
@7IE@6B6K4I;4ID74G;@O9:=H7U344

1234o=<4C74F76I4D;87M4GBID4;@4GBID;EI4ID74;99;@IE6BI<4I;4G;@O4A@;84D;87M4C=F7>4
;64;CF7@J=IB;6F4;A4F<89I;8F4;A4=4P;6I=KB;EF4P;6>BIB;6U44

1H34 5CF76H74QE74I;4P;6I=KB;EF4e<89I;8F4;@4P;6>BIB;6F4

564789:;<774GD;4D=F4C7764F76I4D;874C<4ID74Z[\]̂__̀abc__̂d\4=6>?;@4D=F46;I4
@79;@I7>4I;4G;@O4>E74I;4P;6I=KB;EF4e<89I;8F4=6>?;@4=4P;6I=KB;EF4P;6>BIB;6M4;@4
GD;4D=F4C7764pqi]ikĥk\rsbt̂uubv\b]\pq̂]\rbhwbqa\bidd]q\rbxîrbŷj\bc__bz{xyc|}b
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98>H1845CH185@145;96d111l4;A1968G61JA89915:C1I61;A87=6@1C:1L67J:5891968G6H16G651<D1CA61
6ML9:B661A8J1I66518IJ65C1D7:M1>:7?1C:1;8761D:71CA61@6;68J6@1D8M<9B1M6MI671
L47J485C1C:1CA6138M<9B1m6@<;891n68G61c;Cd1

1
oU\_UX̀WXaU]UhaUhjXk]ShX]̂S̀̂X\]]̂S_\fXpTXjYUX\jjUhàhgXUZ]fSTUUVW1J4L67G<J:71:71
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3D5<3595I9J94<523;=<=345M=<8=45<865}s\̂ZiiàV~iiZX\F53S56N:9E53D5E6;;6D5>D9C65S3D5M8=J85
<865=4C=I=C:9E5K66<;5<865K=4=K:K5N:9E=S=J9<=34;O55H9E9DL5;89EE5J3K2EL5M=<85H6J<=345
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\̀YWhfZ̀sZUgVYs\V\cdfT�\\àV̀\UZT̂ZY�VkWY\�VV�Tt\[\̂rVYs\V\cdfT�665M=EE543<5Q65>=I645
JD6C=<5S3D5<=K65;264<5345945@AB5S3D52:D23;6;53S56;<9QE=;8=4>5<8656K2E3L66àV̀\UZT̂ZY�V
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<45291296BB9O?8Xg[[_̀Vi[[gb\V\jkgS]\2<l9127B4@12El9:4<92F<9B1C1<8@9<Fl96BB91@82<1;176<1F29
:6@E83l9m8D3l9<8B8Q?F283l9Q427?9765@3l9;15865C3l9:6@E896UnVWÛVTde\XVoe\Xg[[_̀V
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\]SZT̂\\VâVX\ẀTUVT[Veg̀V\]SZT̂]\UdVfgdeVde\Voe\Xg[[_̀Vi[[gb\V̀eWZZVa\VX\̀bgUn\nV
@4512E9<?89B86A89F;96:38278=9q

9
r4512E9<?89gUngYgnkWZ_̀VWSSXTY\@9B86A89F;96:38278l9<?89QF31<1F29C6D958C6129A6762<l9
:89;1BB8@l9;5Fs829F596:FB13?8@=99K<9B863<9<pF9LtP9p88m39Q5gTXVdTVde\VgUngYgnkWZ_̀V
62<171Q6<8@958<452l98A8291;9<?8912@1A1@46B9139586@D9<F958<4529865B1859<?629<?8958h483<8@9
<1C8l969p51<<82958h483<9<F958<4529;5FC9<?89B86A89F;96:382789C43<9:8934:C1<<8@9<F9<?89
O?851;;9F59?139@831E288=999>?89O?851;;9?639<?8964<?F51<D9<F981<?8596QQ5FA89F59@82D9<?89
58h483<=99u;96QQ5FA8@l9<?89O?851;;9C6D964<?F51s89<?8912@1A1@46B9:8958<4528@9<F9<?89
;F5C859QF31<1F2l91;9A6762<l9F59<F969A6762<9QF31<1F29p1<?129<e\Voe\Xg[[_̀Vi[[gb\c9F;98h46B9F59
B833859E56@89F;9p?17?9<?8912@1A1@46B9C88<39<?89C121C4C9h46B1;176<1F23=999M51F59<F9<?89
gUngYgnkWZ_̀VWbdkWZVX\dkXUVdTVfTXvcVde\VwTX̀̂ deVxTkUd̂Vy\X̀TUU\Z9O85A17839r1587<F59
C43<9?6A8958781A8@969Q?D3171WU_̀VX\dkXUVdTVfTXvVX\Z\6389;F5C962@9<?8912@1A1@46B9C43<9
?6A893477833;4BBD97FCQB8<8@96958<452z<FzpF5m9@54E9<83<=99KBB9Q58A1F439<1C89385A8@9129
;4BBz<1C893<6<439p1BB9:89758@1<8@9;F59<?89Q45QF3839F;983<6:B13?12E9<?898CQBFD88_̀V
3821F51<D9@6<8=99NFp8A85l9<?898CQBFD889p1BB92F<9:89E1A829758@1<9;F59<1C893Q82<9F2969
B86A89F;96:382789;F59Q45QF3839F;983<6:B13?12E9<?898CQBFD88_̀V̀\UgTXgd̂VnWd\{9

9
K2D912@1A1@46B96QQ5FA8@9;F59692F2zC8@176B9B86A89F;96:38278942@859<?139387<1F291392F<9
8B1E1:B89;F59Q65<171Q6<1F29129<?89r1587<9r8QF31<9K3313<62789M5FE56C=9

9
M=9 |}K~}9H�9KIO}�G}9

K298CQBFD889C6Dl94QF29p51<<8296QQB176<1F29<F9<?89O?851;;l9F:<6129697F2<124F439B86A89
F;96:382789p1<?F4<9Q6D9;F5969Q851F@92F9B8339<?629<?5889L�P9CF2<?3l9:4<92F<9<F98�788@9
<p8BA89L�tP9CF2<?3=99K296QQB176<1F29;F5969B86A89F;96:3827893?6BB9:8934:C1<<8@9129
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2@59A2<2:0A2;9740@J5=I7l5D=I7A535>B;95=I7>F9:B7:0?@=I7<2?50?C=I740@J5709@709D7;AB5?7
mSaP̀iiWQNjii2:57@;:FC59A0A2;97;?7>?;>5?AD67g@@2A2;9033DI7@F?29J7AB57350157;<704=59:57
AB575C>3;D557C0D79;A7B;3@7B2C=53<7;FA70=7;?7iUV_L̀MVN̂QN̂NmSaP̀iiWQNba\ULRNMPN]̂nN
59<;?:5C59A7;<<2:5?677g9D7>;G5?=7;<70??5=A7;?7;AB5?77>;G5?=7 45=A;G5@7 F>;97 AB57
5C>3;D5574D7?50=;97;<7B2=75C>3;DC59A7G2AB7AB57KBaP̀iiWQN78<<2:57=B0337457?5=:29@5@7
@F?29J7AB57350157;<704=59:56777

7
7
o67 p8cHqr7stgpt7

t0:B75C>3;D557C0DI7F>;970A7350=A7AG59ADu<;F?7vwxy7B;F?=7>?2;?79;A2:57A;7B2=zB5?7
=F>5?12=;?I7A0l5795:5==0?D7A2C57;<<7<?;C75C>3;DC59A7G2AB;FA73;==7;<7>0D7A;71;A57297
09D7CF92:2>03I7:;F9ADI7=A0A5I7;?7<5@5?037>?2C0?D7;?7535:A2;97<;?7GB2:B7AB575C>3;D5572=7
EF032<25@709@7?5J2=A5?5@7A;71;A5677KF:B7A2C57;<<7A;71;A57=B03379;A75{:55@7AG;7vwy7B;F?=677
|;G515?I72<7AB57B;F?=7;<7G;?l7;<7AB575C>3;D557:;CC59:5=70A7350=A7AG;7B;F?=70<A5?7
AB57;>5929J7;<7AB57>;33=7;?759@=70A7350=A7AG;7B;F?=7>?2;?7A;7AB57:3;=29J7;<7AB57>;33=I7097
5C>3;D5572=79;A759A2A35@7A;709D7A2C57;<<7>F?=F09A7A;7AB2=7=5:A2;967};?75{0C>35I71;A29J7
>;33=70?57;>597<?;C7~���706C67F9A237~���7>6C6I709@7ABF=70975C>3;D557GB;7G;?l=7<?;C7
����706C67F9A237����7>6C67=B;F3@7?5EF2?579;7A2C57;<<7A;71;A567g9D7A2C57;<<7A0l597A;71;A57
>F?=F09A7A;7AB2=7=5:A2;97CF=A74570>>?;15@74D7AB570>>?;>?20A57:B0297;<7:;CC09@709@7
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PR]TMVQ?L]?LYQ?SiQÛ_?S?AD@@F?SXLY]RMmSLM]U?N]?LYSL?SU_?̂]OOXUM̂SLM]U?LYSL?LYQ?
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RNIBOFPBONeCGRBPFQHFRABFOSJBEDNOLEFVANMAFVNKKFKBGORFLQORESMRFCLEIGKFLJBEGRNLCOFLTFRABF
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JWFQNkMWIIGT<NKWT><<lQQOMRKFOJ<GmQWMGS<JOUG<OTTRnOJM<HOL<PG<IGTHRUUGS<XRUN<ITGo
OIITKnOJ<PL<UNG<ENGTRVV<KT<NRM<SGMRYFGG><<=F<GHIJKLGG<XNK<RM<UOTSL<KT<TGpWGMUM<
GmQWMGS<JOUG<<OTTRnOJM<KF<O<TGQWTTGFU<POMRM<XRJJ<PG<MWPqGQU<UK<SRMQRIJRFG><<=F<GHIJKLGG<
RM<TGpWRTGS<UK<<MIGOi<SRTGQUJL<XRUN<UNGRT<MWIGTnRMKT<TGYOTSRFY<OF<WFVKTGMGGF<UOTSRFGMM><<
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PG<GFURUJGS<UK<PG<OPMGFU<VTKH<XKTi<OFS<MGGi<OIITKnOJ<VKT<UNOU<OPMGFQG<OM<JGOnG<
XRUNKWU<IOL><<EWQN<OF<OPMGFQG<XRJJ<PG<WFGmQWMGS<OFS<HOL<PG<O<HOUUGT<VKT<SRMQRIJRFGj<
WFJGMM<WIKF<ITGMGFUOURKF<KV<O<XTRUUGF<MUOUGHGFU<PL<O<JRQGFMGS<INLMRQROF<KT<SGFURMU<KT<
VKT<KUNGT<QOWMGj<RU<RM<QGTURVRGS<UK<UNG<MOURMVOQURKF<KV<UNG<ENGTRVV<KT<SGMRYFGG<UNOU<UNG<
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ITKVGMMRKFOJ<OMMRMUOFQG<VKT<OFL<ULIG<KV<IGTMKFOJ<KT<XKTioTGJOUGS<ITKPJGH><<?LIRQOJ<
ITKPJGHM<OTG<GHKURKFOJ<KT<VOHRJL<SRMUTGMMj<OJQKNKJRMHj<STWY<OPWMGj<VRFOFQROJ<
SRVVRQWJURGMj<KT<JGYOJ<ITKPJGHM><
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�OTURQRIOURKF<RF<UNG<ITKYTOH<RM<nKJWFUOTLj<GnGF<RV<TGVGTTGS<PL<O<MWIGTnRMKTj<UNG<ENGTRVV<
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�OTURQRIOURKF<RF<UNG<D=�<SKGM<FKU<TGJRGnG<UNG<GHIJKLGG<KV<NRMkNGT<TGMIKFMRPRJRUL<UK<
HGGU<qKP<IGTVKTHOFQG<TGpWRTGHGFUMj<OUUGFSOFQG<MUOFSOTSM<KT<QKHIJROFQG<UK<OJJ<
�e_hf]à�e|}]f̀vâ_wxxgh̀yxxwẑ c̀edwzŵh�̀̀ ��ĥ}ẑ x̀_eb̀ �KTi<UK<OUUGFS<OF<D=�<
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CDE3FGHIJKHE3LEMNOPMIQIGIHR3SOL3TEKGIPU3MFVVEMMSFGGR3WIHD3KPT3EGIJIPKHIPU3KTTIVHIOP3KPT3
VDEJIVKG3TENEPTEPVR3MDKGG3QE3MOGEGR3WIHD3HDE3KSSEVHET3EJNGOREE233CDE3@OLMRHD3
1OFPHR3XDELYZZ[\]̂ ZZY_̀]abcY_d]MDKGG3QE3HO3EPVOFLKUE3KGG3EJNGOREEM3WIHD3KTTIVHIeE3
TIMOLTELM3OL3VDEJIVKG3TENEPTEPVR3HO3MEEf3NLONEL3JETIVKG3KPTgOL3NMRVDOGOUIVKG3
HLEKHJEPHh3IP3KTTIHIOP3HO3VOJNGIKPVE3WIHD3HDE3KNNLONLIKHE3TIMVINGIPKLR3KVHIOPiMjh3IS3
KNNGIVKQGE233

3
7O3EJNGOREE3MDKGG3QE3HELJIPKHETh3TIMVINGIPETh3OL3MFSSEL3KPR3KTeELME3EJNGORJEPH3
KVHIOP3MOGEGR3SOL3LEkFEMHIPU3K3LESELLKG3HO3KP3KMMIMHKPVE3NLOULKJh3NLOeITET3HDE3
EJNGOREE3IM3POH3IP3eIOGKHIOP3OS3@OLMRHD31OFPHR3XDELIZZ[\]̂ZZIVE3NOGIVIEM233XIJIGKLGRh3PO3
EJNGOREE3WDO3ITEPHISIEM3DIJMEGSgDELMEGS3KM3IP3PEET3OS3MFVD3KMMIMHKPVE3QESOLE3KP3
IPVITEPH3GEKTIPU3HO3TEHEVHIOP3OVVFLM3KPTgOL3QESOLE3LEVEIeIPU3POHIVE3OS3KP3FNVOJIPU3
TLFU3OL3KGVODOG3HEMH3MDKGG3MFSSEL3KPR3KTeELME3HELJ3OL3VOPTIHIOP3OS3EJNGORJEPH3
QEVKFME3OS3DIM3OL3DEL3TIMVGOMFLE3OS3MFVD3VOPTIHIOP233CDIM3IM3NLOeITET3HDE3EJNGOREE3
TIMVGOMEM3HDE3VOPTIHIOP3KPT3HDEP3MEEfM3MFVD3KMMIMHKPVE3KPT3KTDELEM3HO3HDE3HLEKHJEPH3
NGKP3NLEMVLIQET3QR3DIM3OL3DEL3NDRMIVIKP3OL3OHDEL3VOJNEHEPH3JETIVKGh3NMRVDOGOUIVKGh3OL3
KTTIVHIOP3VOFPMEGOLh3KPT3NLOeITET3HDKH3DE3OL3MDE3LEJKIPM3SLEE3OS3HDE3IGGIVIH3VDEJIVKG3
MFQMHKPVEh3KPT3NLOeITET3HDKH3HDE3EJNGOREE3IM3OHDELWIME3EGIUIQGEh3kFKGISIETh3KPT3
EPHIHGET3HO3HDE3NOMIHIOP23

3
7O3EJNGOREE3MDKGG3QE3MFQlEVH3HO3KPR3TIMVLIJIPKHOLR3HLEKHJEPH3IS3HDE3EJNGOREE3DKM3
MFVVEMMSFGGR3VOJNGEHET3K3TLFU3OL3KGVODOG3KTTIVHIOP3NLOULKJh3NLOeITET3HDKH3HDE3
EJNGOREE3LEJKIPM3TLFU3KPT3KGVODOG3SLEE3KPT3OHDELWIME3VOJNGIEM3WIHD3KGG3@OLMRHD3
mbnopd]qr̀sYZZ[\]̂ ZZY_̀]abcY_Ỳ\t]]ubHWIHDMHKPTIPU3HDE3SOLEUOIPU3NLOeIMIOPMh3HDE3
LEkFILEJEPH3HDKH3KP3EJNGOREE3WDO3DKM3LEHFLPET3HO3TFHR3SOGGOWIPU3VOJNGEHIOP3OS3K3
TLFU3OL3KGVODOG3KTTIVHIOP3HLEKHJEPH3NLOULKJ3MFQJIH3HO3JOLE3SLEkFEPH3FPMVDETFGET3
TLFU3MVLEEPIPU3HEMHM3KM3K3JEKPM3OS3EPMFLIPU3HDE3EJNGOd̀ [̀\]VOPHIPFET3VOJNGIKPVE3
MDKGG3POH3QE3VOPMITELET3KM3KTeELME3OL3TIMVLIJIPKHOLR3HLEKHJEPH23
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�r̀]�bs\dpr]mbnopd]qr̀sYZZ[\]̂ZZY_E3IM3VOJJIHHET3HO3JKIPHKIPIPU3K3WOLf3EPeILOPJEPH3
SLEE3SLOJ3HDE3KTeELME3IJNKVH3OS3EJNGOREE3TLFU3KPT3KGVODOG3KQFME2338LFU3KPT3KGVODOG3
KQFME3QR3EJNGOREEM3KPTgOL39EMELeE38ENFHIEM3VOPMHIHFHEM3K3TILEVH3HDLEKH3HO3HDE3NFQGIV3
DEKGHDh3MKSEHRh3WEGSKLEh3GIeEM3KPT3NLONELHR3OS3HDE3EJNGOREEM3KPT3OS3KGG3NELMOPM3IP3HDE3
1OFPHR23�r̀]p̀s�]�Yo Y¡Y n¢c\£3MDKGG3IPVGFTE3QOHD3EJNGOREEM3KPT3LEMELeE3TENFHIEM3OS3
pr̀]�bs\dpr]mbnopd]qr̀sYZZ[\]̂ZZIVE3HDLOFUDOFH3MEVHIOP3¤¤¥¥3OS3HDIM3NOGIVR233
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�r̀]�bs\dpr]mbnopd]qr̀sYZZ[\]̂ZZY_̀] b̀\]obp]¢PT3WIGG3POH3HOGELKHE3KPR3IPTIeITFKG[\]
NOMMEMMIOPh3MKGEh3TIMHLIQFHIOPh3VOPMFJNHIOP3OL3NLEMEPVE3IP3HDE3QOTR3OS3KGVODOGIV3
QEeELKUEM3OL3IGGEUKG3TLFUM3WDIGE3OP31OFPHR3NLbàspd]¢o ¦bs]bo]qr̀sYZZ[\]̂ ZZY_̀3
NLONELHR3OL3bo]qr̀sYZZ[\]̂ZZY_̀]bs]1OFPHR3QFMIPEMM3KH3KPR3HIJE3E§VENH3KM3NLOeITET3IP3
X=63̈?̈2©ª̈i«j3LEUKLTIPU3FPTELVOeEL3ONELKHIOPM23
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O?I=23

3

c234?CN?DI?E@LQ3GNA?FE3

3

3 GE3?E>?H?>B@I3JKF3H?FI@A=C3@EQ3DLFH?C?FE3FO3AK?C3DFI?NQ3?C3CBMd=NA3AF3>?CN?DI?E=X3BD3AF3
3 @E>3?ENIB>?EP3A=L<?E@A?FE2333
3

e235<<=>?@A=3f=L<?E@A?FE3

3

3 fK=3OFIIFJ?EP3L=@CFEC3CK@II3L=CBIA3?E3?<<=>?@A=3A=L<?E@A?FE3FO3@E3?E>?H?>B@Ig3
3

h3S@EBO@NABL?EPX3>?CD=EC?EPX3BC?EPX3NFECB<?EPX3DFCC=CC?EPX3>?CAL?MBA?EPX3
DBLNK@C?EPX3FL3C=II?EPX3FL3FAK=LJ?C=3AL@ECO=LL?EP3@E3?II=P@I3>LBPiCj3FL3NFEALFII=>3
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qk:_[_Ỳ_l̀\p:_:]hc\r[Y]Xr:]d_̀̀:]c\_v:sYWd:Wd\:aXbc̀_YZ_ZW:_Zf:fXahb\ZW:Wd\Yr:aXZa\rZ]:XZ:_:
�\r]XZZ\̀:tXbc̀_YZW:¡Xrbi:qk:Wd\:aXbc̀_YZ_ZW:sY]d\]:WX:r\b_YZ:_ZXZebXh]p:adXX]\]:ZXW:WX:
]c\_v:sYWd:_:]hc\r[Y]Xr:Xr:Yk:_:]hc\r[Y]Xr:Y]:ZXW:_[_Ỳ_l̀\p:Wd\:\bc̀Xe\\:r\a\Y[YẐ:Wd\:
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ÊRFNETICOEPFQROSrstuvwxuyxzu{w|s}x~u�vs|x�}�{tyy�wx�yyt��x����u|��wCTddLQFMCJWC
GOQdJEMLdRCQXTIICdJEdILMFCYORXCJEFCJWCRXFCWJIIJYOESCWOEMOESQZC

C
D[C��el��bcbZCCiXFCOEPFQROSTROJECOEMOdTRFQCRXTRCRXFC�������������<���<���<����CJNC
�t�xvusxtv�u���xzu{w|s}x~u�vs|x�}�{tyy�wx�yyt��x����JKFFQC

C
][Cc�l�cjDicbZCiXFCFPFERQCTIIFSFMCOECRXFCdJGHITOERCMOMCJddLNmC��������<
�����������<���<����� �¡���<��� �¢����<��¢<�� ���£���<����<���¢<¤¥<���<
�¡���¥��C

C
a[C�liC¦�¦iD̂�cbZCCiXFCOEPFQROSTROJECMOQdIJQFQC������� ����<���¢�� �C��< �����¥<
�����<��<¢�������<���<�����������CGTMFCOECRXFCdJGHITOERC

C
b[C¦�¦iD̂�cbZCCiXFCOEPFQROSTROJECMOQdIJQFQCRXTRCRXFCTddLQFMCFGHIJKFFC���<
 �¡¡����¢<�<��¤��������<����<��<���<������¢<� ����<��<¡�� ��¢� �<

C



��������������																																																																																																			
������������������������������

 !"#$%"&'()*+,-./"'0"1,/2'-342.	 	 	 5	67	8	

	

9:;<=>?@ABC?D;A@D;EF>9B;@A;?@<GHF=ADI;;BJKLMN;OPQ;RSJKTQ;SU;OPQ;
LMVQTOLNWOLSMX;SOPQK;QYZ[S\QQ;YLTRSM]JRO;LT;TJTOWLMQ];OPWO;̂WT;MSO;W[[QNQ];LM;OPQ;
RSYZ[WLMO;

;
_:;G@H=?̀ ;_F=HCa9I;;?JKKQMO;ZS[LR\;SK;ZKSRQ]JKQ;]SQT;MSO;ZKSZQK[\;W]]KQTT;OPQ;
W[[QNWOLSM;SK;ZKSRQ]JKQ;̂PLRP;[Q];OS;OPQ;W[[QNQ];RSM]JRO;WM];OPQ;LMVQTOLNWOLSM;
KQVQW[T;ZS[LR\;SK;ZKSRQ]JKW[;RPWMNQT;WKQ;KQRSYYQM]Q];

;
;
bcd efgfhicjcjkdlmhhflgcnfdolgcmjd
d
=U;WM;WRO;SU;YLTRSM]JRO;SM;OPQ;ZWKO;SU;OPQ;QYZ[S\QQ;LT;YLMSK;LM;MWOJKQ;WM];OPQ;QYZ[S\QQpT;
ZWTO;KQRSK];USK;YLTRSM]JRO;LT;YLMLYW[;SK;MSMqQrLTOQMOX;OPQ;LMVQTOLNWOLMN;TJZQKVLTSK;YW\;
RSMR[J]Q;OPWO;W;ZSTLOLVQ;USKY;SU;RSKKQROLVQ;WROLSM;LT;̂WKKWMOQ]:;;DPQ;TJZQKVLTSK;YW\;W[TS;
RSMTL]QK;ZWTO;RSYYQM]WOLSMT;WM];̂SKs;ZQKUSKYWMRQ;̂PQM;]QOQKYLMLMN;RSKKQROLVQ;WROLSM;
tQTO;TJLOQ];OS;WRPLQVQ;ZSTLOLVQ;KQTJ[OT:;
;
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GENERAL ORDER                                                                                                    Forsyth County Sheriff’s Office 

GO 2-4 Evaluation System   1 

 

             

             

 
I EVALUATION SYSTEM  
 
The Performance Evaluation System of the Forsyth County Sheriff’s Office provides 
information on how well individual employees are performing their jobs.  Supervisors 
continually evaluate the way their subordinates are performing.  The formalized evaluation 
system ensures that performance information is shared with managers, decision makers, and 
employees.  
 
The performance evaluation instrument is based on behaviorally anchored rating scales. This 

ensures that the rating factors are job related and that the statements under each job factor are 

actual work behaviors that can be observed and measured by the supervisor. 

II OBJECTIVES 
 
Performance evaluations may be used for several purposes, however, no single evaluation 
instrument is appropriate for all classes of employees, nor are all purposes for evaluation 
appropriate to all classes of employees.  The primary uses of performance evaluations by 
this agency are to: 
 

 allow fair and impartial personnel decisions; 

 maintain and improve employee performance; 

 provide the basis for counseling; 

 provide the basis for decisions concerning probationary employees; 

 assure objectivity in measuring individual performance; and 

 identify training needs. 
 
III CERTIFICATION  

To make the performance evaluation official and consistent with agency policy, certain 
signatures and actions are necessary.  The rating supervisor, upon completion of the form, 
should sign with the appropriate title and date the form.  If more than one supervisor 
contributed to the evaluation, each supervisor should sign and date it. The division/section 
commander, division director and Chief Deputy shall review and initial/sign the evaluation 
form and, by signing, signifies that the performance evaluation review has been completed 
according to established Sheriff’s Office policies and procedures.  Finally, the Forsyth County 
Personnel Services Unit should review the evaluation form and, by signing, authorizes the 
form to be included as part of the employee's personnel file.  
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The evaluation report must be discussed individually with the employee.  This discussion 
shall include a review of the tasks of the position occupied, level of performance expected, 
evaluation rating criteria to ensure that the employee fully understands the agency's 
expectations of him / her during the upcoming rating period and career development relative 
to advancement, specialization, or training appropriate to the employee's position.  
 
The employee shall sign and date the form.  This signature does not necessarily mean that 
the employee agrees with the evaluation, only that it has been discussed with him/her. A 
copy of the completed evaluation will be provided to the employee.  The employee may 
submit a written statement within five (5) days for any ratings or comments in which there 
were significant disagreements between the employee and rating supervisor.  
 
IV RATER TRAINING  
 
All rating supervisors shall be provided training for annual personnel evaluations.  
 
V RATING 
 
Supervisors will assign a rating for each category on the evaluation form. Examples are listed 
on the form to aid the supervisor in assigning the correct rating. All ratings shall be based on 
performance during the specified rating period. 
 
VI ENDORSING 
 
The endorser will receive a completed evaluation form from the rater and will review the 
scored items on the form to determine whether the rater was thorough, fair and objective.  
The endorser also uses this review as one element in evaluating the rater.  When the 
endorser is in agreement with the evaluation, he / she will endorse the score.   
 
VII CONTESTED EVALUATIONS 
 
An employee who agrees or disagrees with an annual performance evaluation, either in its 
entirety or any portion, has the right to submit a written statement regarding contested areas. 
The written statement shall be made within five (5) days from the date of review. The 
employee’s written statement is to be submitted directly to the rater with a copy forwarded to 
the Forsyth County Personnel Services Unit.  The rater and superior officer(s) are 
responsible for the review of the statement, meeting with the employee to resolve the 
disagreement and providing a written resolution.  Final resolution is to be signed by the rater, 
superior officer(s) and employee and forwarded to the Forsyth County Personnel Services 
Unit.  The employee's comments shall become part of the completed evaluation document 
and shall be forwarded to the Forsyth County Sheriff’s Office Employee Records Unit as part 
of the evaluation.  
 
 
VIII ANNUAL INSPECTION OF EVALUATION SYSTEM 

Each year the Forsyth County Personnel Services Unit will review the performance evaluation 

system and assess the validity of the rating forms used, including such items as: 
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 Number of extreme ratings; 

 Number of contested ratings; and 

 Compatibility of rated items with job descriptions. 
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rW\[dWa[rb[̂Y\Z[YZ[X_b[bdèYabbsc[YtX583OA>6F7:L37:3?:3?GG8>G87?6539?::58233PF53@?83
7C3<5O>8?65<3E76F3@?:<C3>I3O>A>8R3I8>93A5I636>387LF63L>A<R3EF765R3L>A<233PF53:J9@583>I3
H5?8C3>I3C58N7O53E7AA3@53@A?Ou37:3O>A>8R3O5:6585<37:3?3H5AA>E3>N?A233PF58537C3:>395<?A3
?OO>9G?:H7:L36F7C3?E?8<23
3

v23nJA67GA53oE?8<C3
3
wF5:3G85C5:67:L3?3<JGA7O?653?E?8<36>3?:H359GA>H55R36F53?L5:OH3CF?AA3G85C5:63
59GA>H55C3E76F3?3O5867I7O?653:>6?67:L36F53?<<767>:?A3?E?8<23

3
x23oE?8<C36>3x6F583D:<7N7<J?AC3
3
PF53QF587II39?HR3?63F7C3<7CO8567>:R3G85C5:63?L5:OH395<?ACR3?E?8<CR3>83O76?67>:C36>3
7:<7N7<J?AC3EF>3?853:>63959@58C3>I36F53QF587IIyC3xII7O523PF5C537:<7N7<J?AC39?H3@53
G87N?653O767z5:CR359GA>H55C3>I3A>O?A3L>N58:95:63>83959@58C3>I3?85?3A?E35:I>8O595:63
?L5:O75C36F?636F53QF587II3<5C785C36>385O>L:7z53I>836F5783O>:687@J67>:36>3GJ@A7O3C?I56H23

3
{23oE?8<3;GL8?<5C3
3
BJ885:6359GA>H55C3EF>3F?N5385O57N5<3?E?8<C3G87>836>36F5379GA595:6?67>:3>I36F7C3
G>A7OH3CF?AA3@53JGL8?<5<36>3955636F53OJ885:63C6?:<?8<C3E76F3?:3?E?8<3O>:C7C65:63E76F3
6F7C3G>A7OH233PF7C3JGL8?<53E>JA<3?GGAH36>3CJOF37659C3?C36F5395<?A3?:<3?OO>9G?:H7:L3
J:7I>89387@@>:C23

|
}23 M7CGA?H7:L3oE?8<C3>:3;:7I>893
3
oL5:OH3=>:>8S~?A>8SB>995:<?67>:347@@>:C3CF?AA3@53E>8:3?@>N536F5387LF63G>Ou56R3
O5:6585<3>N5836F53:?953GA?653?:<3?A7L:5<3<785O6AH3?@>N536F536>G38>E3>I3C676OF7:L3?63
6F536>G3>I36F53G>Ou5623�9GA>H55C3CF?AA3E5?83:>39>8536F?:3C7�3���387@@>:C2347@@>:C3
CF?AA3@53E>8:3:>39>8536F?:36F8553���3E7<523
3
wF5:3<7CGA?H7:L39JA67GA53?E?8<CR36F53>8<583>I3G85O5<5:O53I>83<7CGA?H3>I36F53?E?8<C3
E7AA3@536F53A>E5C63?E?8<3?636F53@>66>9387LF635:<3?:<3L>36>E?8<36F53F5?863>83O5:6583>I3
OF5C6233DI36F5359GA>H55S<5GJ6H3F?C39>8536F?:36F8553?E?8<CR36F53C5O>:<38>E3>I3
?E?8<C3E7AA3@53?A7L:5<3E76F36F53@>66>938>E3?:<36F53A>E5C63?E?8<3E7AA3@53?636F5387LF63
C7<52333

|



��������������																																																																																																			
�����������������������������

��� !"�#$%&'�(�#&)$%*+,-.'	 	 	 /	01	23	

	

4 4 4 4 4 4 4 4 4 4 4 4 4

4 4 4 4 4 4 4 4 4 44 4 5

6
6
789:;<=6
6
>?@5A?@BCDD5EFGH5B@IJ5FKLM5NLEK@H@MH5OMP5QFOICDC@P5@EKILJ@@G5OMP5GHODD5HL5K@BDLBE5H?@5
LDDCNCOI5PFHC@G5LD5?CGR?@B5LDDCN@S5TUVWXVYVZ[\W]̂ _̀VaW[YbWcVadeYàf̀\̀_̀VaWegW_UVWhUVZ̀ggiaWjgg̀kVW
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O\NHIKIKL}UbRJIXHNIOKMOVMHKZMIKVOPWHNIOKMVPOWMHLQKXZMVIJQ[{M[ObPXQ[MOPMPQROPN[MONTQPMNTHKMNTHNM
NOMSTIXTMOKQMI[MRPORQPJZMQKNINJQUMNOMIKMHXXOPUHKXQMSINTMOKQ�[MUbNIQ[}H[[ILKWQKN[MI[MRPOTI\INQU]M
M
[̂NMOVVQK[QM _̀M aObP[M
cKUMOVVQK[QM d̀M aObP[MM
ePUMOVVQK[QM fQWONIOKMNOMfI[WI[[HJM
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4
5565789:;7:<7=>?8@9A8>=B:?A87@7C<DEF;7G6:H7<=8>=B7
7
IJKLM4KNOPQMKK4NRST4LKUVW4RXVKLSTUXVW4YQNOPM4Z[T\4UXV4NU[XTU[X4U4ZQL][X̂4]XQZPKV̂K4Q_4
UPP4PUZSW4LRPKSW4LK̂RPUT[QXSW4̂KXKLUP4QLVKLSW4SOKY[UP4QLVKLSW4OQP[Y[KS4UXV4OLQYKVRLKS4Q_4T\K4
ÛKXYM̀4INOPQMKKS4S\UPP4UPSQ4RXVKLSTUXV4UXV4YQNOPM4Z[T\4ZL[TTKX4QL4JKLaUP4QLVKLS4Q_4U4
SROKL[QLbSROKLJ[SQL̀4cQ4T\[S4KXVW4_U[PRLK4TQ4[XdR[LK4Q_4U4SROKL[QL4QL4SROKLJ[SQL4LK̂ULV[X̂4UXM4
dRKST[QX4QL4YQXYKLX4US4TQ4T\K4NKUX[X̂4QL4UOOP[YUT[QX4Q_4UXM4PUZW4LRPKW4LK̂RPUT[QXW4̂KXKLUP4
QLVKLW4SOKY[UP4QLVKLW4OQP[YMW4OLQYKVRLKW4ZL[TTKX4QLVKL4QL4JKLaUP4QLVKL4[S4OLQ\[a[TKV̀4
4
eST4Q__KXSK4 fL[TTKX4gQRXSKP[X̂4
hXV4Q__KXSK4 i4 jQRLS44
kLV4Q__KXSK4 lm4 jQRLS44
lT\4Q__KXSK4 nKNQT[QX4TQ4n[SN[SSUP4
4
5557=>C>6E:7<o7D?6F7@7C?FFB7@7p6B6:<=B7
7
gQXS[STKXTPM4LKYK[J[X̂4OKLSQXUP4YKPP4O\QXK4YUPPSW4NU[P4QL4J[S[TQLS4Z\[PK4QX4VRTMW4US4ZKPP4US4
RT[P[qUT[QX4Q_4ÛKXYM4TKPKYQNNRX[YUT[QXS4KdR[ONKXT4_QL4XQXrVRTM4LKPUTKV4ORLOQSKS4Z[T\QRT4
URT\QL[qUT[QX4[S4OLQ\[a[TKV̀4
4
eST4Q__KXSK4 fL[TTKX4gQRXSKP[X̂4
hXV4Q__KXSK4 i4 jQRLS44
kLV4Q__KXSK4 hl4 jQRLS44
lT\4Q__KXSK4 lm4 jQRLS4
4
55567=>B68>AC>7s7:>F>EH<A>7@7?88=>BB7
7
tPP4KNOPQMKKS4S\UPP4NU[XTU[X4UXV4OLQJ[VK4U4TKPKO\QXK4XRNaKL4UT4Z\[Y\4T\KM4YUX4aK4
YQXTUYTKV4UXM4T[NK4uvwxyzu{{xv|}~��x}z�x�z��~���yx���~���x~vx��~}~v�x�~}z~X4SKJKX4���4VUMSW4Q_4
UXM4Y\UX̂K4Q_4UVVLKSS4QL4TKPKO\QXK4XRNaKL̀4
4
eST4Q__KXSK4 fL[TTKX4gQRXSKP[X̂4
hXV4Q__KXSK4 i4 jQRLS44
kLV4Q__KXSK4 hl4 jQRLS44
lT\4Q__KXSK4 lm4 jQRLS4
4
555667=>C<p>=>87E=<E>=:;@>p68>A:6?=;7D?:>=6?F7
4
�U[PRLK4TQ4TRLX4QJKL4TQ4T\K4VKS[̂XUTKV4ÛKXT4Q_4T\K4ÛKXYM4QL4OLQOKLPM4\UXVPK4UPP4PQSTW4STQPKXW4
LKYQJKLKVW4UaUXVQXKV4QL4KJ[VKXT[ULM4OLQOKLTM4UXV4QT\KL4NUTKL[UP4Z\[Y\4YQNKS4[XTQ4T\K4
OQSSKSS[QX4Q_4UX4ÛKXYM4NKNaKL4US4U4LKSRPT4Q_4T\K4OKL_QLNUXYK4Q_4ÛKXYM4VRT[KS4[S4
OLQ\[a[TKV̀44cQ4T\[S4KXVW4UPP4SRY\4NUTKL[UP4S\UPP4aK4TRLXKV4QJKL4OL[QL4TQ4T\K4YQNOPKT[QX4Q_4T\K4
TQRL4Q_4VRTM4RXPKSS4QT\KLZ[SK4[XSTLRYTKV4aM4YQNOKTKXT4URT\QL[TM̀4
4
eST4Q__KXSK4 i4 jQRLS44
hXV4Q__KXSK4 lm4 jQRLS44
kLV4Q__KXSK4 nKNQT[QX4TQ4n[SN[SSUP4
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4
55566647689:;4<6=:>4
4
?@ABCDE@AFDG@CDHIEJKE@LMNDMABIOAIBPMNDFBDQBPREMPMDE@DI@ESFBRDTUPBPDQPBMF@MDUGVPDHPP@DQJGOPKD
AFDE@KEOGAPDGDJGHFBDKEMQIAPDE@DQBFLBPMMNDPWOPQADTUP@D@POPMMGBCDE@DAUPDQPBSFBRG@OPDFSDG@KD
TUEJPDF@DKIACDEMDQBFUEHEAPKXDDYFDAUEMDP@KNDMABEOADERQGBAEGJEACDMUGJJDHPDSFJJFTPKDG@KDLBGAIEAEPMND
SFFKDG@KZFBDKBE@[DMUGJJD@FADHPDGOOPQAPKDSBFRDGDQGBACDQGBAEOEQGAE@LDE@DAUPDKEMQIAPXD
D
\MADFSSP@MPD ]BEAAP@D̂FI@MPJE@LD
_@KDFSSP@MPD àD bFIBMDD
cBKDFSSP@MPD daD bFIBMDD
ÀUDFSSP@MPD ePRFAEF@DAFDeEMREMMGJD
D
5556f44g::>4h4i:jkil>4
4
mOOPQAG@OPDFBDBPOPEQADFSDG@CDSPPDFBDBPTGBKDSBFRDG@CDMFIBOPDSFBDG@CDMPBVEOPMDBP@KPBPKDE@DAUPD
JE@PDFSDKIACDTEAUFIADAUPD[@FTJPKLPDG@KDTBEAAP@DOF@MP@ADFSDAUPDnUPBESSDFBDKPMEL@PPDEMD
QBFUEHEAPKXD
D
\MADFSSP@MPD ]BEAAP@D̂FI@MPJE@LD
_@KDFSSP@MPD dD bFIBMDD
cBKDFSSP@MPD _̀D bFIBMDD
ÀUDFSSP@MPD àD bFIBMD
D
555f4>:;;<:o:=;4pg4lq;r46=8qii:l4:57:=>:>4h4lkoks:>4
4
mOOPQAG@OPDSBFRDG@CDQPBMF@DFSDRF@PCDFBDFAUPBDOFRQP@MGAEF@DSFBDQBFQPBACDKGRGLPMD
MIMAGE@PKDFBDPWQP@MPMDE@OIBBPKDE@DAUPDJE@PDFSDKIACDTEAUFIADSEBMAD@FAESCE@LDAUPDnUPBESSDFBD
KPMEL@PPDEMDQBFUEHEAPKXD
D
\MADFSSP@MPD ]BEAAP@D̂FI@MPJE@LD
_@KDFSSP@MPD dD bFIBMDD
cBKDFSSP@MPD àD bFIBMDD
ÀUDFSSP@MPD ePRFAEF@DAFDeEMREMMGJD
D
555f64q>:4pg47i6fk;:4:tq67o:=;4
4
uMPDFSDQBEVGAPDPvIEQRP@ADSFBDFSSEOEGJDQIBQFMPMDFBDTUEJPDF@DKIACDI@JPMMDKEBPOAPKZGIAUFBEwPKDAFD
KFDMFDHCDAUPDnUPBESSDFBDKPMEL@PPDEMDQBFUEHEAPKXDmJJDOPJJDQUF@PD@IRHPBMDFSDQUF@PMDOGBBEPKDHCD
G@CDPRQJFCPPDTUEJPDF@DKIACDRIMADHPDQBFVEKPKDAFDAUPDnUPBESSDFBDUEMDKPMEL@PPXD
D
\MADFSSP@MPD ]BEAAP@D̂FI@MPJE@LD
_@KDFSSP@MPD dD bFIBMDD
cBKDFSSP@MPD _̀D bFIBMDD
ÀUDFSSP@MPD àD bFIBMD
D
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44456677 5689:;68<78=78:;>78=78==6?@7
7
ABCDEFGHICJKELMNNCJKOPPCQMPPNGPPICORDCMRHERHMBROPPICSMBPOHECHKECHELTJCBNCKMJUKELCBOHKCBNCBNNMVEWC
C
XLJHCBNNERJEC YELTMROHMBRC
7
44456667 Z8[:97?8<\]?;7
7
T̂FPBIEEJCQMPPCTOMRHOMRCOCPESEPCBNCTBLOPCVBRDGVHCMRCHKEMLCFELJBROPCORDC_GJMREJJCONNOMLJCHKOHCMJC
MRC̀EEFMRaCQMHKCHKECKMaKEJHCJHORDOLDJCBNCHKECPOQCERNBLVETERHCFLBNEJJMBRWĈTFPBIEEJCQMPPCRBHC
FOLHMVMFOHECMRCORICMRVMDERHCMRSBPSMRaCTBLOPCHGLFMHGDEbCQKMVKCMTFOMLJCHKEMLCO_MPMHICHBCFELNBLTCOJC
POQCERNBLVETERHCBNcdefghijgieklhfhimnfionfgdccphiqccdefimjirfirgjlsnmidtmjiudhgfvlmfwC
7
XJHCBNNERJEC xC yBGLJCC
zRDCBNNERJEC {|C yBGLJCC
}LDCBNNERJEC ~ETBHMBRCHBC~MJTMJJOPC
7
4446477 �:[;6?6�:;68<76<7?65697Z:;;@[�7
7
�MSMRaCOCDEFBJMHMBRbCONNMDOSMHCBLCOFFEOLMRaCOJCOCQMHREJJCMRCOCVMSMPCTOHHELCJHETTMRaCNLBTCBRE�JC
BNNMVMOPCDGHMEJCOJCORCOaERVICTET_ELCQMHKBGHCHKEC̀RBQPEDaECBNCHKEC�KELMNNCBLCDEJMaREECMJC
FLBKM_MHEDWC
C
XJHCBNNERJEC �LMHHERC�BGRJEPMRaC
zRDCBNNERJEC xC yBGLJCC
}LDCBNNERJEC {|C yBGLJCC
{HKCBNNERJEC ~ETBHMBRCHBC~MJTMJJOPC
C
497 7 �8��@��68<78=7�@��7:<\7?8\@�7
7
ABCETFPBIEECJKOPPCGHMPM�ECOaERVIC̀EIJCBLCOVVEJJCVBDEJCBNCORBHKELCETFPBIEECBLCB_HOMRC
OaERVIC̀EIJCBLCOVVEJJCVBDEJbCQMHKBGHCHKECOFFLBSOPCBNCHKEC�KELMNNCBLCKMJCDEJMaREEWC
C
XJHCBNNERJEC �LMHHERC�BGRJEPMRaC
zRDCBNNERJEC xC yBGLJCC
}LDCBNNERJEC {|C yBGLJCC
{HKCBNNERJEC ~ETBHMBRCHBC~MJTMJJOPC
C
4967 7 9@:56<�7?8]<;�796Z6;�7
7
�BMRaC_EIBRDCHKEC�BGRHICPMTMHJCQKMPECBRCDGHICGRPEJJCMRCHKECFELNBLTORVECBNCOVHGOPCDGHIbCBLC
GFBRCHKECDMLEVHCBLDELCBNCOCJGFELMBLCBLCJGFELSMJBLbCMJCFLBKM_MHEDWC
C
XJHCBNNERJEC �LMHHERC�BGRJEPMRaC
zRDCBNNERJEC xC yBGLJCC
}LDCBNNERJEC {|C yBGLJCC
{HKCBNNERJEC ~ETBHMBRCHBC~MJTMJJOPC
C
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56778 9:6;:<6=87>=?@8A8<;B7CD8E8F=G=797CD8E8@=667CD8
8
HIJKLMNOPQRQKSKLMNOTPOUQVVKLMOWLJXYKLMOTZOSWVIQOZPT[OTPOXTOWLJORT[\VWKLWLXNOUIU\QRXNO]KXLQUUNO
Q̂ZQL̂WLXNO\PKUTLQPNOTPOTXYQPO\QPUTLOKLSTVSQ̂OKLOWLJORWUQOXTO]YKRYOXYQOQ[\VTJQQOYWUO
_LT]VQ̂MQOKUO\PTYK̀KXQ̂O]KXYTIXOXYQORTLUQLXOTZOXYQOaYQPKZZOTPOXYQObMQLRJÔQUKMLQQcO
O
dUXOTZZQLUQO ePKXXQLOfTILUQVKLMO
gL̂OTZZQLUQO hO iTIPUOO
jP̂OTZZQLUQO klO iTIPUOO
kXYOTZZQLUQO mQ[TXKTLOXTOmKU[KUUWVO
O
567778;C:;>noF7p=q8r=F@oC@87C89=n7G6=@88
8
bVVT]KLMOILWIXYTPKsQ̂O\QPUTLUOXTOPK̂QOKLOWMQLRJOSQYKRVQUOKUO\PTYK̀KXQ̂cOOtLVJOXYQOaYQPKZZOTPO
Q̂UKMLQQO[WJOMPWLXOUIRYOWIXYTPKsWXKTLcO
O
dUXOTZZQLUQO ePKXXQLOfTILUQVKLMO
gL̂OTZZQLUQO hO iTIPUOO
jP̂OTZZQLUQO klO iTIPUO
kXYOTZZQLUQO mQ[TXKTLOXTOmKU[KUUWVO
O
56798:D=CGB8rFor=F>B8u8F=roF>7CD8q:?:D=8oF86o@@8E8F=>;FC8
8
vWKVIPQOXTOK[[Q̂KWXQVJOPQ\TPXOKLO]PKXKLMOWVVÔW[WMQOTPOVTUUOXTOSQYKRVQUNO\PT\QPXJOWL̂O
QwIK\[QLXOTPOXTOZKVQOWOPQ\TPXO]YKRYORTLXWKLUOWVVO_LT]LOZWRXUOUIPPTIL̂KLMOXYQORWIUQOWL̂OLWXIPQO
TZOXYQÔW[WMQOTPOVTUUOKUO\PTYK̀KXQ̂cOOxLOXYQOQSQLXOXYWXORTILXJOSQYKRVQUNOQwIK\[QLXOTPO\PT\QPXJO
WPQOZTIL̂ÒQWPKLMOQSK̂QLRQOTZÔW[WMQO]YKRYOYWUOLTXÒQQLOPQ\TPXQ̂NOKXOUYWVVÒQO\PK[WOZWRKQO
QSK̂QLRQOXYWXOXYQOVWUXO\QPUTLOIUKLMOXYQO\PT\QPXJOTPOSQYKRVQO]WUOPQU\TLUK̀VQcOb̂ K̂XKTLWVVJNO
[Q[̀ QPUOUYWVVOPQXIPLOWVVOQwIK\[QLXOT]LQ̂ÒJOXYQOWMQLRJO]YQLOXYQJOPQXKPQNOPQUKMLNOTPO
TXYQP]KUQOVQWSQOXYQOWMQLRJNOWL̂OXYQJOUYWVVOPQXIPLOWLJOQwIK\[QLXO]YQLOTP̂QPQ̂OXTÔTOUTO
Q̀RWIUQOTZOUIU\QLUKTLOTPOTXYQPOẀUQLRQOZPT[O]TP_cO
O
dUXOTZZQLUQO ePKXXQLOfTILUQVKLMO
gL̂OTZZQLUQO hO iTIPUOO
jP̂OTZZQLUQO klO iTIPUOO
kXYOTZZQLUQO mQ[TXKTLOXTOmKU[KUUWVO
O
5698 r:B?=C>@8oy8q=<>@8E86=D:6867:<767>7=@8
8
mQ\IXKQUOWPQOQz\QRXQ̂OXTO\WJO{IUXÔQ̀XUOWL̂OVKẀKVKXKQUcOeKVVZIVOZWKVIPQOXTO\WJOWVVO{IUXÔQ̀XUOWL̂O
VQMWVOVKẀKVKXKQUOKUO\PTYK̀KXQ̂cObLJOQ[\VTJQQO]YTOYWUOZKVQ̂OZTPÒWL_PI\XRJO[IUXOLTXKZJOXYQOfYKQZO
mQ\IXJOTPOYKUÔQUKMLQQcO
O
dUXOTZZQLUQO ePKXXQLOfTILUQVKLMO
gL̂OTZZQLUQO hO iTIPUOO
jP̂OTZZQLUQO gkO iTIPUOO
kXYOTZZQLUQO klO iTIPUO
O
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5
6789589:7;<9:=5:>57;?5
5
@ABCDEABFGBHGDEEIJKEILGMABCDEABFGBNGDFOGPHAJAFDCGQEDEREISGTILIHDCSGUEDEISGBHGVBRFEOGWDXGAQG
KHBYAZAEILG[XYIEYIHGPHAJAFDCGKHBPIILAF\QGDHIGAFQEAEREILGBHGFBE]̂G
G
_QEGBNNIFQIG àG bBRHQGG
cFLGBNNIFQIG daG bBRHQGG
eHLGBNNIFQIG fIJBEABFGEBGfAQJAQQDCG
G
5
678995g:hhihh9:=5j5khi5:>5;7l:m:75
5
nBQQIQQABFGDFLoBHGRQIGBNGDCPBYBCGBHGDCPBYBCAPGZIMIHD\IQGBFGLREOGBEYIHGEYDFGAFGDFGDREYBHApILG
LREOGPDKDPAEOGDHIGKHBYAZAEIL̂GGG
G
_QEGBNNIFQIG àG bBRHQGG
cFLGBNNIFQIG fAQJAQQDCG
G
5
6789995g:hhihh9:=5j5khi5:>5l:=<q:77ir5hksh<;=lih5
5
nBQQIQQABFGBHGRQIGBFtLREOGBNGPBFEHBCCILGQRZQEDFPIQG[DQGLINAFILGAFGûV̂v̂ŵG_xt_etc_]SG
IyPIKEGXAEYGEYIGDKKHBMDCGDFLG\RALDFPIGBNGDGCAPIFQILGKYOQAPADFGDFLGXAEYGEYIGzFBXCIL\IGBNGDG
QRKIHABHGLIKREOGBHGQRKIHMAQBHSGAQGKHBYAZAEIL̂GGwEGFBGEAJIGJDOGDFGIJKCBOIIGBNGEYIGD\IFPOGRQIG
BHGZIGRFLIHGEYIGAFNCRIFPIGBNGDGPBFEHBCCILGQRZQEDFPIGXYIHIGQRPYGRQIGBHGAFNCRIFPIGAJKDAHQGBHG
PBJKHBJAQIQGEYIGINNAPAIFPOGDFLGAFEI\HAEOGBNGEYIGD\IFPOGBHGPBRFEÔGG[{BGLIEIHJAFIGBFI|QG
NAEFIQQGNBHGLREOSGDCCGIMALIFPIGDFLGPAHPRJQEDFPIQGRKGEBGDFLGAFPCRLAF\GEYIGHIQRCEQGBNGDGRHAFDCOQAQG
DFLoBHGZCBBLGEIQEGJDOGZIGPBFQALIHIL]̂G
G
_QEGBNNIFQIG daG bBRHQGG
cFLGBNNIFQIG fAQJAQQDCG
G
67965g:79<9l;75k<979};<9:=5:>5:>>9l9;75g:h9<9:=5
5
~EACApDEABFGBNGBFI|QGBNNAPADCGKBQAEABFGXAEYGEYIGD\IFPOGNBHGKBCAEAPDCGKRHKBQIQGAQGKHBYAZAEIL̂GG{BGEYAQG
IFLSGEYIGRQIGBNGBFI|QGBNNAPADCGKBQAEABFGNBHGDGFBFtLREOGHICDEILGAFMBCMIJIFEGAFGDFGICIPEABFGAQG
KHBYAZAEIL̂GG�BEYAF\GAFGEYAQGQIPEABFGQYBRCLGZIGPBFQEHRILGEBGKHBYAZAEGDGJIJZIHGBNGEYIGD\IFPOG
NHBJSGDQGDGKHAMDEIGPAEApIF�G[D]GIyIHPAQAF\GEYIGHA\YEGBNGQRNNHD\ISG[Z]GPDQEAF\GDGMBEIGBHGIyKHIQQAF\G
BFI|QGBKAFABFQGKHAMDEICOSG[P]GZIAF\GLICI\DEIQGEBGBHGJIJZIHQGBNGDGKBCAEAPDCGPDRPRQSGBHG[L]GEDzAF\G
KDHEGAFGKBCAEAPDCGPDFMDQQ̂G
G
_QEGBNNIFQIG �HAEEIFGVBRFQICAF\G
cFLGBNNIFQIG dG bBRHQGG
eHLGBNNIFQIG àG bBRHQGG
ÈYGBNNIFQIG daG bBRHQG
G
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5
65 789:;<=>9?5@5ABB<=>9?57CD6A?C7E95
5
FGHIJKLMHNOPIOQRRKLMHNOSTUVPNTSWHOXYHZPMHOHZSO[WPXVSL\SOJWLOJUUIP]JVOPROHZSÔZSIYRROPIO
LS_Y\WSSOY_OUIPZỲYHSLaO
O
b_HOPRRSW_SO cIYHHSWOdPMW_SVYW\O
eWLOPRRSW_SO fO gPMI_OO
hILOPRRSW_SO ijO gPMI_OO
iHZOPRRSW_SO fjO gPMI_O
O
6k5 D>l6km5m:k9kmknC5AB59o75;p7Em?5
5
FTUVPNSS_OXYVVOWPHOUM̀VYqVNOqIYHYqYrstuvtvwxwyz{st|}st~}svw����t���wys�tw|�t�u{wyws�tuvtu|}svt
STUVPNSS_ÒNO_USSqZ�OXIYHYW\OPIOPHZSIOSGUIS__YPW�OXZSISO_MqZO_USSqZ�OXIYHYW\OPIOPHZSIO
s��vs��wu�tw�txs����|uv��tu��ys�s�tz�{���z{�tz�xsv�w�s�t|}sts��sy|w�s�s��tu�t|}st~}svw����O
QRRYqS�OHZISJHSW_OHZSOZJITPWYPM_OXPI[YW\OISVJHYPW_ZYU_ÒSHXSSWOSTUVPNSS_�OYWHSIRSIS_OXYHZO
HZSOTJYWHSWJWqSOPROLY_qYUVYWSOPIOY_OTJLSOXYHZOISq[VS__OLY_IS\JILORPIOHIMHZaO
O
b_HOPRRSW_SO fO gPMI_OO
eWLOPRRSW_SO ijO gPMI_OO
hILOPRRSW_SO fjO gPMI_OO
iHZOPRRSW_SO �STPHYPWOHPO�Y_TY__JVO
O
5
6kk555555knn>;Em75AB5A:=7:n5
5
QILSI_ORIPTO_MUSIYPI_�_MUSI]Y_PI_OHPO_M̀PILYWJHS_O_ZJVVÒ SOYWOJOUIPRS__YPWJV�OqVSJI�O
MWLSI_HJWLJ̀VSOVJW\MJ\S�OqY]YVOYWOHPWSOJWLOTJWWSIOJWLOY__MSLOYWOUMI_MYHOPROJ\SWqNÒM_YWS__aO
O
b_HOPRRSW_SO cIYHHSWOdPMW_SVYW\O
eWLOPRRSW_SO fO gPMI_OO
hILOPRRSW_SO ijO gPMI_OO
iHZOPRRSW_SO fjO gPMI_O
O
6kkk5 >E6;�B>65A:=7:n5
5
�PO_MUSIYPI�_MUSI]Y_PIO_ZJVVO[WPXYW\VNOY__MSOJWNOPILSI�OXZYqZOY_OYWO]YPVJHYPWOPRO|}st~}svw����t
QRRYqSO�SWSIJVOQILSI_aOOQ̀ SLYSWqSOHPOJWOMWVJXRMVOPILSIOY_OWS]SIOJOLSRSW_SORPIOJWOMWVJXRMVO
JqHYPWaOFTUVPNSS_OJISOSWqPMIJ\SLOHPOMHYVYrSOHZSOqZJYWOPROqPTTJWLOXZSWORJqSLOXYHZOJWOPILSIO
HZSNÒSVYS]SOHPÒSOMWVJXRMVaO
O
b_HOPRRSW_SO cIYHHSWOdPMW_SVYW\O
eWLOPRRSW_SO fO gPMI_OO
hILOPRRSW_SO ijO gPMI_OO
iHZOPRRSW_SO �STPHYPWOHPO�Y_TY__JVO
O
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5
56785 9:;9<=5>?57@A?>AB?5>?CB?<5
5
DEFGHIJJKLMNHLOPJLQRSJTLHPUJPKLMNRVNLWNJILXJJGLWHLYJLZT[ZKWLHPLVHTWPOPILWHLPZGJKLHPL
PJQZGOWRHTKLEOILXRPKWL\ZJKWRHTLWNJLHPUJPLRTLOLFPHXJKKRHTOGLOTULPJKFJVWXZGLEOTTJPLMRWNLWNJL
RKKZRTQLOZWNHPRWI]LL̂XLWNJLHPUJPLRKLGOMXZGLOTULKWOTUKLOKLRKKZJU_LWNJLJEFGHIJJLRKLJ̀FJVWJULWHL
HYJILWNJLHPUJPLWHLWNJLYJKWLHXLWNJRPLOYRGRWILOTULWNJTLEOILFPHVJJULMRWNLOTILPJEJUILFPHSRUJU]L
L
aKWLHXXJTKJL bPRWWJTLcHZTKJGRTQL
dTULHXXJTKJL eL fHZPKLL
gPULHXXJTKJL hiL fHZPKLL
hWNLHXXJTKJL jJEHWRHTLWHLjRKERKKOGL
L
5
685 k>:l67k=7:m5>?CB?<5
5
nFHTLPJVJRFWLHXLOTLHPUJPLVHTXGRVWRTQLMRWNLOTILFPJSRHZKLHPUJPLHPLRTKWPZVWRHT_LWNJLEJEYJPL
OXXJVWJULMRGGLOUSRKJLWNJLFJPKHTLRKKZRTQLWNJLKJVHTULHPUJPLHXLWNRKLXOVW]LLoJKFHTKRYRGRWILXHPL
VHZTWJPEOTURTQLWNJLHPRQRTOGLRTKWPZVWRHTLWNJTLPJKWKLMRWNLWNJLRTURSRUZOGLRKKZRTQLWNJLKJVHTULHPUJPL
WHLNOSJLWNJLHPRQRTOGLHPUJPLPJKVRTUJU]L̂TLTHLJSJTW_LKNOGGLOLKZYHPURTOWJLUJFZWIpKZFJPSRKHPL
VHZTWJPEOTULOLKZFJPRHPLUJFZWIqKpKZFJPSRKHPqKLHPUJPLZTGJKKLREEJUROWJLUOTQJPLWHLGRSJKLHPL
FPHFJPWILJ̀RKWK]L
L
aKWLHXXJTKJL bPRWWJTLcHZTKJGRTQL
dTULHXXJTKJL eL fHZPKLL
gPULHXXJTKJL hiL fHZPKLL
hWNLHXXJTKJL jJEHWRHTLWHLjRKERKKOGL
L
5
6875 9<B5>l5l>?kB5
5
nKJLHXLXHPVJLWNOWLRKLJ̀VJKKRSJLWHLOVVHEFGRKNLHTJqKLGOMXZGLFZPFHKJLRKLFPHNRYRWJU]L
L
aKWLHXXJTKJL eL fHZPKLL
dTULHXXJTKJL hiL fHZPKLL
gPULHXXJTKJL jJEHWRHTLWHLjRKERKKOGL
L
68775 k>>AB?r=7>:5s7=t7:5=tB5rmB:ku5
L
cHHFJPOWRHTLYJWMJJTLWNJLURSRKRHTK_LZTRWKLOTULPOTvKLMRWNRTLWNJLOQJTVILRKLJKKJTWROG]LL
wNJPJXHPJ_LOGGLJEFGHIJJKLOPJLKWPRVWGILVNOPQJULMRWNLJKWOYGRKNRTQLOTULEORTWORTRTQLOLNRQNLKFRPRWLHXL
VHHFJPOWRHTLMRWNRTLWNJLOQJTVI]L
L
aKWLHXXJTKJL bPRWWJTLcHZTKJGRTQL
dTULHXXJTKJL eL fHZPKLL
gPULHXXJTKJL hiL fHZPKLL
hWNLHXXJTKJL jJEHWRHTLWHLjRKERKKOGL
L
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5677789:;<=9>8>:?@A<8BC55:?8CDE5:FCCG8
8
HIIJKLMINOKKPJPQRIIJSTKRSJSQKUTJPVMKTUNTPWPVMKTXUPNTPYJPVZNT[U\RSKPYJMKKTPJR\[JRPPN]URSKPĴUSQJ
TKPMK]S_JJ̀QKOJPQRIIJZKJ]NVTSKNVPJR\[J]UXUIJRSJRIIJSULKPJU\JSQKUTJTKIRSUN\PQUMPĴUSQJN\KJR\NSQKT_JJ
H\OJR]SPJNaJ]NV\PKIU\bYJ[UP]UMIU\U\bYJ]NLMIRU\U\bJNTJ]TUSU]UcU\bJLVPSJZKJ[N\KJMNPUSUXKIOJR\[J
]N\PSTV]SUXKIOJU\JR\JRMMTNMTURSKJPKSSU\b_JJdQK\JN\J[VSOJR\[JKPMK]URIIOJU\JSQKJMTKPK\]KJNaJ
NSQKTJKLMINOKKPJNTJSQKJMVZIU]YJPVMKTUNTJ[KMVSUKPJPQRIIJZKJTKaKTTK[JSNJZOJTR\e_J
J
fPSJNaaK\PKJ dTUSSK\JgNV\PKIU\bJ
h\[JNaaK\PKJ iJ jNVTPJJ
kT[JNaaK\PKJ lmJ jNVTPJJ
lSQJNaaK\PKJ nKLNSUN\JSNJnUPLUPPRIJ
J
57o8 p@A@GGDC;>8
8
qKKJSQKJdNTeMIR]KJjRTRPPLK\SJrNIU]OYJqsrJhtf_hmm_J
J
fPSJNaaK\PKJ dTUSSK\JgNV\PKIU\bJ
h\[JNaaK\PKJ iJ jNVTPJJ
kT[JNaaK\PKJ lmJ jNVTPJJ
lSQJNaaK\PKJ nKLNSUN\JSNJnUPLUPPRIJ
J
5o8 D7G9:;<=9>8u;:?;8>:8@vC;9F8ECAG:;;C58
8
wRUIVTKJSNJTKMNTSJRJaKIIN̂ JRbK\]OJLKLZKTJNTJKLMINOKKxPJXUNIRSUN\JNaJ]TULU\RIJ]N\[V]SYJRbK\]OJ
MNIU]OJNTJMTN]K[VTKYJbK\KTRIJNTJPMK]URIJNT[KTJUPJMTNQUZUSK[_JJ̀NJSQUPJK\[YJRIIJPV]QJXUNIRSUN\PJ
PQRIIJZKJTKMNTSK[JU\ĴTUSU\bJSNJRJPVMKTUNTWPVMKTXUPNTJU\JSQKJRbK\]O_J
J
fPSJNaaK\PKJ iJ jNVTPJ

h\[JNaaK\PKJ lmJ jNVTPJJ
kT[JNaaK\PKJ K̀TLU\RSUN\JJ
J
J
J
5o78 9:;<=9>8=;yC9:D7;v8z8:;8{8:BB8<=>F89:;<=9>88
8
rVZIU]JaRUSQYJS|}~������|�~�������|��������|����~��������������~���������~��|���~~��SURIJUaĴKJRTKJ
SNJZKJPV]]KPPaVIJU\JMTNXU[U\bJSQKJXKTOJZKPSJNaJMVZIU]JPKTXU]K_J�\JMIR]U\bJSQKUTJaRUSQJR\[JSTVPSJU\J
�������|����~��������������}�����������~����������~SJ]QRTR]SKTYJRZUIUSOYJPSTK\bSQJR\[JQN\KPSOJNaJ
KXKTOJLKLZKTJNaJSQKJRbK\]O_J�\JNT[KTJSNJLRU\SRU\JSQKJMV�����~JQUbQJIKXKIJNaJaRUSQYJSTVPSJR\[J
TKPMK]SYJKLMINOKKPJRTKJK�MK]SK[JSNJLRU\SRU\JSQKJQUbQKPSJPSR\[RT[PJNaJMTNaKPPUN\RIJR\[J
MKTPN\RIJ]N\[V]SYJZNSQJN\JR\[JNaaJ[VSO_J�NVSU\KJ]N\SR]SĴUSQJLKLZKTPJNaJSQKJMVZIU]YJNSQKTJ
MVZIU]JPRaKSOJMTNaKPPUN\RIPYJMVZIU]JNaaU]URIPYJRbK\]OJLKLZKTPJR\[JNSQKTPJPQRIIJZKJMNIUSKJR\[J
TKPMK]SaVIJR\[JPQRIIJZKJ]RTTUK[JNVSJU\JRJ]RILJR\[JMNIUSKJ\RSVTKĴUSQJRJLKRPVTK[JRMMTNR]QJSNJ
KR]QJPUSVRSUN\_J
J
Q̀KJMTNaKPPUN\RIJ����������������|����~���������~�|��������������������������~JMKTPN\RIJ
RMMKRTR\]KYJTKMVSRSUN\YJSTVPŜNTSQU\KPPJR\[JSQKĴ ROJKR]QJKLMINOKKJU\SKTR]SPĴ USQJSQKJ
MVZIU]YJZNSQJN\JR\[JNaaJ[VSO_J�LMINOKKPJPQRIIJ]N\[V]SJSQKLPKIXKPJRSJRIIJSULKPYJZNSQJN\JR\[J
NaaJ[VSOYJU\JPV]QJRJLR\\KTJRPJSNJTKaIK]SJLNPSJaRXNTRZIOJN\JSQKJRbK\]O_JgN\[V]SJV\ZK]NLU\bJ
PQRIIJU\]IV[KJ]N\[V]SĴQU]QJUPJ]VTTK\SIOJe\N̂\JSNJSQKJMVZIU]JNTĴQU]QJUaJ[UP]NXKTK[JU\JSQKJ
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567689:;<=6>?;79@?;7=;?AB<89?A7;=8;<C6B9;7D9;E6F>A<;7=;>=B9;5CA7D:;786B7;C@?;89BE9<7;5=8;7D9;
CG9@<HI;JDA<D;AB;E89K6?A<AC>;7=;G==?;=8?98I;LM;7DC7;=7D98JAB9;79@?B;7=;@9GC7AN9>H;895>9<7;6E=@;
OPQRSTUVQWWXUYZ[RX\Z]QRUVROPQR̂PQTXVV_WR̀VVXaQRZYbcUTRX\SZXTROPQRUSQTZOXUYdRQVVXaXQYaedRZYbcUTR
f=8C>9;=5;7D9;CG9@<Hg;;
;
;
hiCfE>9B;=5;6@F9<=fA@G;<=@?6<7;C89:;F67;C89;@=7;>AfA79?;7=:;7D9;5=>>=JA@Gj;;
;

kg; lC87A<AEC7A@G;A@;NA<9;C<7ANA7A9BI;;
mg; h@GCGA@G;A@;=55n?67H;9fE>=Hf9@7;5=8;E98B=@B;9@GCG9?;A@;6@>CJ56>;C<7ANA7A9B:;

JD=;E8=NA?9;C?6>7;9@7987CA@f9@7;B6<D;CB;oB78AEn<>6FBo;=8;7=E>9BB;FC8B:;JD=;
C>>=J;GCfF>A@G;6@>9BB;=7D98JAB9;C67D=8Ap9?;FH;q7C79;>CJ:;=8;JD=;=7D98JAB9;
9@GCG9;A@;<=@?6<7;7DC7;fCH;A@N=>N9;C;<=@5>A<7;=5;A@7989B7;JA7D;7D9;CG9@<HI;;

rg; lC87A<AEC7A@G;A@;9@798E8AB9B;=8;C<7ANA7A9B;?9BAG@9?;7=;fC@65C<7689;E=8@=G8CEDA<;
=8;=FB<9@9;fC798AC>;=8;>A798C7689I;;

sg; s86@t;C@?u=8;?AB=8?98>H;F9DCNA=8;A@;E6F>A<I;
hg; vAGD7A@G;=8;7D89C79@A@G;NA=>9@<9;A@;7D9;J=8tE>C<9I;
vg; l=BB9BBA=@;=5;?C@G98=6B;=8;6@C67D=8Ap9?;fC798AC>B:;B6<D;CB;9iE>=BAN9B;=8;

5A89C8fB;w=7D98;7DC@;C67D=8Ap9?;C@?;CEE8=N9?;?67H;J9CE=@x:;A@;7D9;J=8tE>C<9I;
yg; z@C67D=8Ap9?;?AB<>=B689;=5;<=@5A?9@7AC>;A@5=8fC7A=@I;
{g; hi78C;fC8A7C>;C55CA8B;JA7D;C@=7D98;CG9@<H;9fE>=H99;=8;C@;C55CA8;JA7D;C;@=@n

CG9@<H;C55A>AC79?;A@?ANA?6C>;7DC7;<C6B9B;C@;C?N98B9;89C<7A=@;JA7DA@;7D9;CG9@<H;
=8;79@?B;7=;<C6B9;>=BB;=5;E6F>A<;5CA7D:;786B7;C@?;89BSQaORVUTROPQR̂PQTXVV_W;L55A<9;
C@?;A7B;9fE>=H99BI;

|g; q6E98A=8;7=;B6F=8?A@C79;A@798C<7A=@;JD989A@;89}69B7B;C89;fC?9;5=8;B9i6C>;
5CN=8B:;?C7A@G:;A@CEE8=E8AC79;7=6<DA@G:;B9i6C>;C?NC@<9B;=8;B6E98A=8;7=;
B6F=8?A@C79;9@GCGA@G;A@;N98FC>;=8;EDHBA<C>;<=@?6<7;=5;C;B9i6C>;@C7689g;

~g; q7C87A@G:;89E9C7A@G;=8;=7D98JAB9;BE89C?A@G:;A@;C@;6@=55A<AC>;fC@@98:;C@H;A?>9:;
6@B6EE=879?;=8;6@N98A5A9?;A@5=8fC7A=@;=8;C>>9GC7A=@B;w86f=8;=8;G=BBAEx;89>C79?;
OURZYeR\ZOOQTROPZORZVVQaOWROPQR̂PQTXVV_WR̀VVXaQRUTRA7B;9fE>=H99Bg;

;
�B7;=559@B9; �8A779@;r=6@B9>A@G;
�@?;=559@B9; �; {=68B;;
�8?;=559@B9; ��; {=68B;;
�7D;=559@B9; s9f=7A=@;7=;sABfABBC>;
;
�
������������������������������������������������������������������������
� ;
vCA>689;7=;56>>H;<==E98C79;JA7D;C?fA@AB78C7AN9;A@N9B7AGC7A=@;AB;E8=DAFA79?g;;w�=7DA@G;A@;7DAB;
q9<7A=@;BDC>>;F9;A@;NA=>C7A=@;=5;=@9�B;v9?98C>;=8;q7C79;<=@B7A767A=@C>;8AGD7Bgx;zB9;=5;C@H;5=8f;=5;
EDHBA<C>;CF6B9;=5;7D9;E6F>A<:;B6E98NAB=8B;=8;=7D98;9fE>=H99B;=8;fCtA@G;7D89C7B;7=;7D9;E6F>A<:;
B6E98NAB=8B;=8;=7D98;9fE>=H99B;AB;E8=DAFA79?g;
;
�B7;=559@B9; �98fA@C7A=@;
;
�
�
�
�
�
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4
56777489:4;<4=5;>9?@4A:=4B;9C7D>9@4EFGC4H;;I9@4:CEJ444
4
KLMNOMPQRSTUPPMTVMWXPMYZ[\]̂̂_̀ab̂ ]̂c[daeZ[af̀[aghiagjjk]cge]lhal̂amllianfimo[hedai[c[hcpa
NOqMrTQQTOMLPOLPMsLMPtRPrWPqMuTWXMTOMNOqMTVVMqvWUwMMxXsLMPtRPrWNWsTOMNSLTMNRRSsPLMyXsSPM
POzNzPqMsOM{N|sTvLMrTQRvWP|MNrWs{sWsPLMuTWXMTOMNOqMTVVMqvWUwMM}N|WsrsRNWsTOMsOM~T|SqM~sqPM
~Pu�MsOWP|OPWMLP|{srPLMLvrXMNLM~PuMRTLWsOzL�MuSTzL�MrXNWM|TTQL�MqNWsOzMLP|{srPL�MPWrw�M
LXTvSqMuPMrN|PVvSSUMrTOLsqP|PqMVT|MR|TRP|MRP|LTONSMrTOqvrWwMM�QRSTUPPLMN|PMOTWMWTMvLP�MT|M
rNvLP�NvWXT|s�PMWTMuPMvLPqMNOUMRXTWTz|NRXLMTVMNzPOrUMvOsVT|QL�M{PXsrSPLMT|MTWXP|MNzPOrUM
R\lj[\epa�Z]cZa]̀a\[j\[̀[hege]�[al̂aeZ[a�l\̀peZa�lfhepaYZ[\]̂̂_̀ab̂ ]̂c[a�]eZlfeaj\]l\agjj\l�gka
\̂loaeZ[a[ojklp[[_̀aqs{sLsTOMqs|PrWT|wMM
M
��STzM�MKMuSTzM�LXT|WMVT|MyPu�STz�MsLMNMRP|LTONSMTOSsOPM�Tv|ONSMWXNWMsLMV|P�vPOWSUMvRqNWPqMNOqM
sOWPOqPqMVT|MzPOP|NSMRvuSsrMrTOLvQRWsTOwM�STzLMN|PMqPVsOPqMuUMWXPs|MVT|QNW�MNMLP|sPLMTVMPOW|sPLM
RTLWPqMWTMNMLsOzSPMRNzPMsOM|P{P|LP�rX|TOTSTzsrNSMT|qP|wM�STzLMzPOP|NSSUM|PR|PLPOWMWXPM
RP|LTONSsWUMTVMWXPMNvWXT|MT|M|PVSPrWMWXPMRv|RTLPMTVMWXPM~PuLsWPMWXNWMXTLWLMWXPMuSTzwMxTRsrLM
LTQPWsQPLMsOrSvqPMu|sPVMRXsSTLTRXsrNSMQvLsOzL�MrTQQPOWN|UMTOM�OWP|OPWMNOqMTWXP|MLTrsNSM
sLLvPL�MNOqMSsO�LMWTMTWXP|MLsWPLMWXPMNvWXT|MVN{T|L�MPLRPrsNSSUMWXTLPMWXNWMLvRRT|WMNMRTsOWMuPsOzM
QNqPMTOMNMRTLWwMMMM
M
�LWMTVVPOLPM ~|sWWPOM�TvOLPSsOzM
�OqMTVVPOLPM �M �Tv|LMM
�|qMTVVPOLPM ��M �Tv|LMM
�WXMTVVPOLPM �PQTWsTOMWTM�sLQsLLNSM
4
4
567�4CGIB:H7D>4A7CF4E;8DC�4:�87BI:DC44M
M
�TMPQRSTUPPMLXNSSMWNQRP|MysWXMT|MrNvLP�NSSTyMWTMXN{PMWNQRP|PqMysWXMNOUMrTvOWUMP�vsRQPOWM
ysWXTvWMNvWXT|s�NWsTOMTVMWXPM�XP|sVVMT|MNRR|TR|sNWPMqPLszOPPMNLMqPVsOPqMuUMRTSsrUMT|Mqs|PrWs{PwMM
xXsLMsOrSvqPL�MuvWMOTWMSsQsWPqMWT�MNqqsOz�|PQT{sOz�QT{sOzMPQP|zPOrUMP�vsRQPOWMsOMrTvOWU�
TyOPqM{PXsrSPL�MQT{sOzMW|NOLQsWWsOz�|PrPs{sOzMqP{srPLMsOMT|qP|MWTMR|P{POWMP�vsRQPOWMV|TQM
yT|�sOzMNLMqPLszOPqMT|MsOWPOWsTONSSUMrNvLsOzMLvrXMP�vsRQPOWMWTMuPMRvWMsOMNMrTOqsWsTOMyXP|PM
WXPMqP{srPMsLMvONuSPMWTMW|NOLQsWMT|M|PrPs{PMNLMqPLszOPq�M|PQT{sOzMT|MQT{sOzMTVMsOLWNSSPqM
P�vsRQPOWMTvWLsqPMTVMNzPOrUMNRR|T{PqMLRPrsVsrNWsTOL�M|PQT{sOzMT|MQT{sOzM|PrT|qsOzMqP{srPLM
NLMWTMR|P{POWMR|TRP|MLv|{PsSSNOrP�|PrT|qsOz�MT|MNOUMTWXP|MWNQRP|sOzMWXNWMsLMOTWMsOMrTQRSsNOrPM
ysWXMNzPOrUMNRR|T{PqMLRPrsVsrNWsTOLwMMxXsLMRTSsrUMLXNSSMOTWMNRRSUMWTMNzPOrUMT|MrTvOWUM
NRR|T{PqMQNsOWPONOrP�M|PRNs|�MT|MNRR|T{PqMWPLWsOzMTVMP�vsRQPOWwM
M
�LWMTVVPOLPMMMMMM�M �Tv|LM
�OqMTVVPOLPMMMM��M �Tv|LM
�|qMTVVPOLPMMMMM��M �Tv|LM
�WXMTVVPOLPMMMMM�PQTWsTOMWTM�sLQsLLNSM
4
4
4
4
4
4
4
4
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4
5674 898:;8<=>478?@=584AB8:CD@A<4
E
FGHIJKLMNEMOEJNEHPHIQHNRSETHULRVHELNETLMVJKLMNEMOEHWKJXVLWUHYEGMVLRSELWEGIMULXLKHYZE
E
[WKEMOOHNWHE \ILKKHNERM]NWHVLNQEJNYÊ_̀YJSEVMWWEMOEKJaHEUMPHETHULRVHE
bNYEMOOHNWHE c̀UM]IEW]WGHNWLMNEJNYEd_̀YJSEVMWWEMOEKJaHEUMPHETHULRVHE
ÎYEMOOHNWHE e_̀UM]IEW]WGHNWLMNEJNYE[b̀PMNKUEVMWWEMOEKJaHEUMPHETHULRVHE
eKUEMOOHNWHE fLWPLWWJVE
E
gLMVJKLMNEMOEKULWEGMVLRSEXSEJEfHG]KSEhUHILOOEiULRUEIHW]VKWELNEJNEJRRLYHNKELNTMVTLNQEWHILM]WE
LNj]ISEMIEYHJKUEKMEJNMKUHIEGJIKSEOMIEiULRUEKUHEfHG]KSELWEOM]NYEJKEOJ]VKkEPJSEXHERJ]WHEOMIE
LPPHYLJKHEKHIPLNJKLMNZEEE
E
4
567@4l<ClD?A:@m8n4:8=A:n@<;4Ao4C;8<=>4B8:pA<<854
4
qMEHPGVMSHHEWUJVVEIHRMIYEMIEKIJNWPLKEKUHEWM]NYkETMLRHkETLYHMEMIEJNSERMPXLNJKLMNEKUHIHMOEMOE
JNSEPHPXHIErstuvwtxvwyzss{|t}ssz~wEKUIM]QUEKUHE]WHEMOEJNSEHVHRKIMNLREYHTLRHEMIEWSWKHPEiLKUM]KE
J]KUMIL�JKLMNZE�UHEIHRMIYLNQEMOEIJYLMEKIJOOLREJKEKUHE�MIWSKUE�M]NKSE�MPP]NLRJKLMNE�HNKHIELWE
J]KUMIL�HYZE�UHEIHRMIYLNQEMOELNKHITLHiWEXSEGHIWMNWERMNY]RKLNQEJNEMOOLRLJVELNTHWKLQJKLMNkEJWE
iHVVEJWEJNSEMKUHIEIHRMIYLNQEXSEKUHEPHPXHIWEMOEKUHEWKJOOEMOEKUHEFOOLRHEMOE�IMOHWWLMNJVE
hKJNYJIYWELWEJVWMEJ]KUMIL�HYZEqMEMKUHIEIHRMIYLNQE�WM]NYkETMLRHEMIETLYHM�EMOEPHPXHIWEMOEKUHE
xvwyzss{|t}ssz~wt|v���t�wt��uvryz�w�t���w||t�VVEGJIKLHWELNTMVTHYEUJTHEQLTHNEKUHLIEGHIPLWWLMNkE
JNY�MIEJ]KUMIL�JKLMNEUJWEXHHNEQIJNKHYEXSEKUHEhUHILOOEMIEYHWLQNHHZE
E
[WKEMOOHNWHEEEEEEcE �M]IWE
bNYEMOOHNWHEEEEbeE �M]IWE
ÎYEMOOHNWHEEEEEe_E �M]IWE
eKUEMOOHNWHEEEEEfHPMKLMNEKMEfLWPLWWJVE
E
4
567@@4lp84Ao4C;8<=>4Cnn:8pp4
E
�vwtxvwyzss{|t}ssz~HEJYYIHWWE�W�EWUJVVEMNVSEXHE]WHYEOMIEMOOLRLJVEJQHNRSEX]WLNHWWE�LZHZEX]WLNHWWE
RJIYWkEJRRLYHNKEIHGMIKWkELNRLYHNKEIHGMIKWkEMOOLRLJVEJQHNRSERMPP]NLRJKLMNWkEHKRZ�ZE�PGVMSHHWE
JIHEGIMULXLKHYEOIMPE]WLNQEKUHEJQHNRSEJYYIHWWE�W�EOMIEGHIWMNJVEPJKKHIWE�LZHZEUMPHEJYYIHWWkE
WMRLJVEPHYLJERMPP]NLRJKLMNWkEHKRZ�ZE
E
[WKEMOOHNWHE \ILKKHNE�M]NWHVLNQE
bNYEMOOHNWHE cE �M]IWEE
ÎYEMOOHNWHE e_E �M]IWEE
eKUEMOOHNWHE fHPMKLMNEKMEfLWPLWWJVE
E
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3
456663789:39;36<9=>?=<=3
3
@ABCDBAEFBGHAIBJKBFLFMIBFNOPJIFFQBMFRSMGPFDDBJKBMSTUBSTGVJMBSDDCRTNFTAQBAJBDAJOBJMBNSUFBFLFMIB
OJDDCWPFBSAAFNOABAJBDAJOBSTJAEFMBFNOPJIFFBKMJNBCTSOOMJOMCSAFPIBSOOPICTRBKJMXFBJMBKMJNBHDCTRB
JWYFXACLFPIBHTMFSDJTSWPFBKJMXFZB[LFMIBFNOPJIFFBESDBAEFBMFDOJTDCWCPCAIBAJBMFOJMABSTBCTXCGFTAB
\EFMFBSTBFNOPJIFFBJKBAEFB]JMDIAEB̂JHTAIB_̀abcddefghddciagjbBSBNFNWFMBJKBSTJAEFMBSRFTXIBCDB
DHDOFXAFGBJKBCTSOOMJOMCSAFPIBHDCTRBKJMXFBJMBXJTACTHCTRBAJBHDFBKJMXFBWFIJTGB\ESAB\SDB
JWYFXACLFPIBMFSDJTSWPFBAJBSXXJNOPCDEBAEFBASDUBSABESTGZB
B
kDABJKKFTDFB lmB nJHMDBB
oTGBJKKFTDFB pmB nJHMDBB
qMGBJKKFTDFB rFMNCTSACJTB
3
3
3
3
s464	 tuvwxyy6vz{s36|{}xB
3
[NOPJIFFDBDESPPBXJTGHXABAEFNDFPLFDBCTBSBNSTTFMBXJTDCDAFTAB\CAEBAEFBCNSRFBJKBSBOMJKFDDCJTSPB
PS\BFTKJMXFNFTABFNOPJIFFB\EFTBCTAFMSXACTRB\CAEBNFNWFMDBJKBAEFBOHWPCXBSTGBJAEFMBSRFTXIB
NFNWFMDZB[NOPJIFFDBDESPPBWFBASXAKHPBCTBAEFBOFMKJMNSTXFBJKBAEFCMBGHACFDQBDESPPBXJTAMJPBAEFCMB
AFNOFMDQBSTGBF~FMXCDFBAEFBHANJDABOSACFTXFBSTGBGCDXMFACJTZBB
B
ĴTGHXABJMBSXACJTDBCTXJTDCDAFTAB\CAEBAEFBOMJKFDDCJTSPBCNSRFBJKBSBPS\BFTKJMXFNFTABFNOPJIFFB
CTXPHGFBWHABSMFBTJABWFBPCNCAFGBAJ�B
B
�ZB�DFBJKBAJWSXXJQBDNJUF�PFDDBAJWSXXJBJMBLSOCTRBOMJGHXADVGFLCXFDB\ECPFBCTBHTCKJMNBSTGB
CTBOPSCTBLCF\BJKBAEFBOHWPCX�B

�ZB�JCDAFMJHDBJMBGCDMHOACLFBSXACLCAIBCTBAEFB\JMUOPSXFBDHXEBSDBHTTFXFDDSMIBDEJHACTRBJMB
HDCTRBJWDXFTFBPSTRHSRFBJMBCTSOOMJOMCSAFBXJNNFTAD�B
ẐB�SXUBJKBXJHMAFDIBAJBSTBCTGCLCGHSPQBFCAEFMBJTBAEFBOEJTFBJMBCTBOFMDJT�B
�ZB�SNWPCTRQBF~XFOAB\EFTBJKK�GHAIBSTGBSABPCXFTDFGBOMFNCDFDBDHXEBSDBAEFB�FJMRCSB
�JAAFMIBJMBPS\KHPBWCTRJ�B

[ZB�CJPSACJTBJKBFDASWPCDEFGBDASTGSMGDBJKBXJTGHXABXJTXFMTCTRB�JXCSPB�FA\JMUCTRBVB
�FMDJTSPB�FWDCAFD�B

]ZB̂ JTGHXACTRBOFMDJTSPBWHDCTFDDB\ECPFBJTBGHAI�B�NJNFTASMIBOFMDJTSPBCDDHFDBDHXEBSDB
OSICTRBSBWCPPQBDAJOOCTRBSABSBWSTUBJMBGMIBXPFSTFMDQBFAXZBSMFBSXXFOASWPFB\ECPFBJTBGHAI��B

�ZB�MSXACXSPBYJUFDB\ECXEBWMCTRBGCDXMFGCABAJBAEFBSRFTXIBJMBJAEFMBFNOPJIFFDZB
3
kDABJKKFTDFB �FMWSPB�SMTCTRB B
oTGBJKKFTDFB �MCAAFTB̂JHTDFPCTRB B
qMGBJKKFTDFB pB nJHMD3
B
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3
3
3
3
4553 6789:;493<=3>9?@4AB963
3
CDEFGHDEIJKEFLMFNEOPKQRESFROFEPHDFLMFQDEFPTLUEFKRSQEIFURLKPQRLOSFPVEFESQPTKRSDEIFQLFPSSRSQFQDEF
ROUESQRWPQROWFIEXJQYZSJXEVURSLVFROFIEQEV[ROROWF\DPQFMLV[FLMFHLVVEHQRUEFPHQRLOFQLFJSEFPOIFROF
QDEFHPSEFLMFSJSXEOSRLOF\RQDLJQFXPY]FQDEFOJ[TEVFLMFDLJVSFQLFTEFSJSXEOIEÎFFCDRSFRSFLOKYFPF
WJRIEKROEFROFIEQEV[ROROWFQDEFHLVVEHQRUEFPHQRLOFQLFTEFQP_EÔFFNLKRHYF[PYFÈRSQFQDPQFHLJKIF
XLSSRTKYF\PVVPOQFPFKESSFSEUEVEFLVF[LVEFSEUEVEFQYXEFLMFHLVVEHQRUEFPHQRLOFQLFLHHJV̂FFàRSQROWF
XLKRHYFQP_ESFXVEHEIEOQFROFIEQEV[ROROWFQDEFHLVVEHQRUEFPHQRLOFQLFTEFJSEÎFNLKRHRESFWLUEVOROWF
LQDEVFMLV[SFLMFHLOIJHQF[PYFPKSLFR[XPHQFQDEFIRSHRXKROPVYFPHQRLOSFQP_EOFTYFQDEFbWEOHŶF
F
cOFQDEFEUEOQFQDEFE[XKLYEEFRSFHDPVWEIF\RQDF[LVEFQDPOFLOEFURLKPQRLOFVESJKQROWFMVL[FQDEFSP[EF
PHQFLVFHLOIJHQ]FQDEFROUESQRWPQROWFIEXJQYZSJXEVURSLVF[PYFHLOSRIEVFEPHDFURLKPQRLOFSEXPVPQEKYFROF
PVVRUROWFPQFQDEFMROPKFVEHL[[EOIPQRLOFMLVFQDEFHLVVEHQRUEFPHQRLOFQLFTEFQP_EÔFCDEFROUESQRWPQROWF
IEXJQYZSJXEVURSLVF[PYFPKSLFHLOSRIEVFPOYFXVEURLJSF[RSHLOIJHQFROHRIEOQSFROFIEQEV[ROROWFQDEF
HLVVEHQRUEFPHQRLOFQLFTEFQP_EÔFFcMFXVEURLJSF[RSHLOIJHQFROHRIEOQSFPVEFJSEI]FQDEFROUESQRWPQROWF
IEXJQYZSJXEVURSLVFSDPKKFILHJ[EOQFQDESEFXVEURLJSFPHQSFPSFQLFQDEFVJKEZVEWJKPQRLOFURLKPQEI]F
IPQESFLHHJVVEI]FPOIFHLVVEHQRUEFPHQRLOFQP_EÔFCDEFROUESQRWPQROWFIEXJQYZSJXEVURSLVF[PYFLOKYF
HLOSRIEVFXVEURLJSFROHRIEOQSFQDPQFLHHJVVEIF\RQDROFQDEFKPSQFMRUEFYEPVSFMVL[FQDEFIPQEFLMFQDEF
HJVVEOQFROHRIEOQ̂F
F
cOFPHHLVIPOHEF\RQDFQDEFXVLWVESSRUEFIRSHRXKROEFXVLHESS]FQDEFROUESQRWPQROWFIEXJQYZSJXEVURSLVF
[PYFHLOSRIEVFPOYF[RQRWPQROWFHRVHJ[SQPOHESFQDPQF[PYF\PVVPOQFPF[LVEFSEUEVEFLVFKESSFSEUEVEF
HLVVEHQRUEFPHQRLÔFCDEFMLKKL\ROWF[RQRWPQROWFMPHQLVSFPVEFÈP[XKESFLMFHRVHJ[SQPOHESF\DRHDF[PYF
TEFHLOSRIEVEIdFF
F
êF CDEFSEVRLJSOESSFLMFQDEFLMMEOSEfF
ĝF hijkjlmnopjjqrksttutvwjksxovtktijkuOHRIEOQfF
ŷF CDEFjlmnopjjqrkmsrtkzj{ozw|F
}̂F hijkjlmnopjjqrk~�o�njw�jko�ks�j�{pkzvnjrko�k{o�wv{tks�w�ozkj�mj{tstuo�rko�kwvtpk

XEVMLV[POHEfF
�̂F GEUEVRQYFLMFQDEFROHRIEOQFXEVQPROROWFQLFIP[PWEFLVFRO�JVYF
�̂F bOYFXPSQFUEVTPKFLVF\VRQQEOF\PVOROWSFWRUEOFQLFQDEFE[XKLYEEfF
�̂F CDEFE[XKLYEEqrkzs�~|F
�̂F CDEFKEOWQDFLMFE[XKLY[EOQFPOIFQVPROROWfF
�̂F NPSQFPWEOHYFXVPHQRHESFHLOHEVOROWFSR[RKPVFSRQJPQRLOSfF
e�̂F �DEQDEVFQDEFPHQRLOF[PYFHLOSQRQJQEFJOE�JPKFQVEPQ[EOQfF
eêF bOYFPWWVPUPQROWFMPHQLVSfFPOIZLVF
eĝF �QDEVF[RQRWPQROWFHRVHJ[SQPOHESFVEKPQEIFQLFQDEF[PQQEVFPQFDPOÎF
F
CDEFGHDEIJKEFLMFNEOPKQRESF\RKKFPKSLFDPUEFQDEFXEOPKQYFMLVFEPHDFLMMEOSEFJOIEVFEPHDFVJKEFPOIF
VEWJKPQRLÔFFFFF
F
GJSXEOSRLOF\RQDLJQFXPYF\RKKFTEFPI[RORSQEVEIFROFDLJVŜFa[XKLYEESF[PYFOLQFTEFSJSXEOIEIF
\RQDLJQFXPYFMLVF[LVEFQDPOFLOEFDJOIVEIFQ\EOQYF�eg��FDLJVŜFFbQFQDEFÈXRVPQRLOFLMFLOEFDJOIVEIF
Q\EOQYFDLJVSF�eg��]FQDEFE[XKLYEEF\RKKFERQDEVFTEFQEV[ROPQEIFLVFIRVEHQEIFQLFVEQJVOFQLF\LV_̂3
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:
:
;: : <=;>?@ABC@DEE:F:GD@E?=HI:HGGDH@H=JD:
:
KLM9NOPPMQ9RS9TQMUU9OPT9VQRRNWPV9RS9OVMPXY9MNZ[RYMMU9WU9OP9R\]̂OQT9QMS[MX]WRP9RS9]LMWQ9
ZMQURPO[9ZQWTM_9NRQO[M9OPT9UM[S̀QMUZMX]a99KLM9ZQRSMUUWRPO[WUN9RS9O9[Ô9MPSRQXMNMP]9OVMPXY9WU9
RS]MP9b\TVMT9cY9]LM9OZZMOQOPXM9RS9W]U9ZMQURPPM[a99dXXRQTWPV[Y_9ZMQURPPM[9ULR\[T9O[̂OYU9
U]QWeM9]R9ZQMUMP]9]LM9LWVLMU]9ZRUUWc[M9U]OPTOQT9RS9OZZMOQOPXMa9
9
f\ZMQeWURQU9ULO[[9cM9QMg\WQMT9]R9XRPT\X]9O9TOW[Y9[WPM9WPUZMX]WRP9RS9]LMWQ9ZMQURPPM[9]R9MPU\QM9
]LO]9]LM9OZZMOQOPXM9RS9O[[9U\cRQTWPO]M9ZMQURPPM[9QMS[MX]U9SOeRQOc[Y9\ZRP9]LM9OVMPXYa99
9
;;: <=;>?@A:@Dh<IHi;?=E:
:
jNZ[RYMMU9ULO[[9̂MOQ9]LM9XRNZ[M]M9QMV\[O]WRP9\PWSRQN9OU9O\]LRQWkMT9SRQ9]LMWQ9X\QQMP]9T\]Y9
OUUWVPNMP]_9OPT9̂MOQ9RQ9XOQQY9U\XL9UZMXWO[9\PWSRQN9W]MNU9RQ9Mg\WZNMP]9OU9NOY9cM9QMg\WQMTa9
Klmnolmpqrrstnurrqvmnwrrqvqxynz{qrwp|}nwpnx{~n�wp�qw{}n|x~n{w�n�mn�wp{n�q�lnvq�qyqx{nx��xpmyn
M�XMZ]9OU9PR]MT9WP9]LWU9ZR[WXYa999
9
dVMPXY9\PWSRQNU9OPT9T\]Y9cM[]9OXXMUURQWMU9ULO[[9cM9X[MOP9OPT9PMO][Y9ZQMUUMTa9d[[9\PWSRQN9
cQOUU9OPT9R]LMQ9W]MNU9RS9NM]O[9ULO[[9cM9ULWPMT9OPT9SQMM9RS9XRQQRUWRP_9]OQPWUL_9RQ9X[MOPWPV9
QMUWT\Ma99�MOZRPU9OPT9LOPTX\SSU9ULO[[9cM9X[MOP9OPT9WP9VRRT9̂RQ�WPV9RQTMQ9O]9O[[9]WNMUa99
dZZQReMT9ULRMU9RQ9cRR]U9ULO[[9cM9WP9VRRT9QMZOWQ_9SQMM9RS9TWQ]9OPT9ZR[WULMT_9WPX[\TWPV9]LM9
eWUWc[M9ZRQ]WRP9RS9]LM9UR[Ma9
9
d[[9NMNcMQU9OPT9ZMQURPPM[9RS9]LWU9OVMPXY9ULO[[9̂MOQ9]LM9QMV\[O]WRP9\PWSRQN9RQ9WPUWVPWO9RS9

]LMWQ9QMUZMX]WeM9QOP�9RQ9VQOTM_9cOTVMU_9TMXRQO]WRPU_9RQ9QWccRPU9OU9ZQMUXQWcMT9LMQMWPa9d[[9

X[R]LWPV9WUU\MT9cY9]LWU9OVMPXY9QMNOWPU9]LM9ZQRZMQ]Y9RS9�RQUY]L9�R\P]Y9OPT9N\U]9cM9QM]\QPMT9

\ZRP9]MQNWPO]WRP9RS9MNZ[RYNMP]9̂W]L9]LM9OVMPXY9\P[MUU9M�MNZ]MT9cY9]LM9fLMQWSS9RQ9�LWMS9

�MZ\]Ya9

9

dVMPXY9�PWSRQNU9ULO[[9PR]9cM9̂RQP9R\]UWTM9RS9QMV\[OQ[Y9UXLMT\[MT9̂RQ�9LR\QU9M�XMZ]9̂LW[M9

]QOeM[WPV9]R9RQ9SQRN9̂RQ�_9]R9RQ9SQRN9OPY9S\PX]WRP9QMg\WQWPV9]LM9̂MOQWPV9RS9O9\PWSRQN9̂LW[M9RP9

XR\P]Y9c\UWPMUU_9̂LW[M9̂RQ�WPV9OP9OZZQReMT9RSS̀T\]Y9bRc_9RQ9̂LMP9OZZQReMT9cY9]LM9fLMQWSS9RQ9

�LWMS9�MZ\]Ya99

9

9

9 �

hD=D@HI:?@CD@�::��������������������
��������������������

 MUXWPTU¡dNMPTU¢999

jSSMX]WeM9�O]M¢9 £OY9¤_9¥¦¥¤9

�RNNW]]MM9 MeWM̂ 9̀9�O]M¢9dZQW[9¥¦¥¤9

 M[O]MT9§QRXMT\QM̈U©¢9 9

d\]LRQWkMT9cY¢99fLMQWSS9 RP9ªa9�QMMNOP9

9
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999:;;<9=9>9?@;ABCDD;DE?@A?BADFGG

HIJIKILMGNOPKQRNNSTGUNPVWINSGLPPNLXIMYGIMGZQVXWG[QVWGQ\GVMI\QXO]GLMUGUNPVWINSGQMGKIOIWNUGQXGKIŶWG

_̀abcdefgfhcijklmnopqcrjmshceot̀kegqhcskguonorbvTGŜLKKGwNLXGPXQPNXGPXQ\NSSIQMLKGLWWIXNGVMKNSSG

QŴNXwISNGLVŴQXIxNUGyRGŴNIXGUIJISIQMGZQOOLMUNXG\QXGLGSPNZI\IZGPVXPQSNzGG

{:;|?>C;C|}>~�CCD;ŜLKKGwNLXGPXQ\NSSIQMLKGLWWIXNGSVẐGLSGLGŜIXWGLMUGKQMYGPLMWSG
MQXOLKKRGLZZNPWNUGLSGPXQPNXGyRGŴNGPXQ\NSSIQMLKGZQOOVMIWRzG�XQ\NSSIQMLKGLWWIXNGŜLKKGyNG
ZKNLMGLMUGMNLWKRGPXNSSNUz;
G
LzG�XQ̂IyIWNUGZKQŴIMYGIWNOSGŜLKKGIMZKVUNGSwNLWPLMWSGQXG�QYYIMYGPLMWSTGŜQXWSTGW�ŜIXWSTG
WLM��WQPSTGZXQPPNUGWQPSG[LyQJNGŴNGwLISW]TGSwNLWŜIXWSTGŜIXWSGQXGWQPSGŴLWGZQMWLIMG
QySZNMNGQXGIMLPPXQPXILWNGPXIMWNUGOLWNXILKzG��ZNSSIJNKRGWIŶWG\IWWIMYGZKQŴIMYGŜLKKGMQWG
yNGwQXMzG� ÎKNGyKVNG�NLMSGLXNGMQXOLKKRGPXQ̂IyIWNUTGSVPNXJISQXSGOLRGLPPXQJNGŴNOG\QXG
ULIKRGwNLXGyLSNUGQMGa�gcgms�jbggpqcr̀kkgoacijklcgo�ekjomgoafG
G

yzG�QQWwNLXGOVSWGyNGZQMSNXJLWIJNGLMUGLPPXQPXILWNG\QXGLGyVSIMNSSGSNWWIMYzG�̂QNSGŜLKKG
yNG\KLWGwIŴGŴNĜNNKGMQWGWQGN�ZNNUGQMNGIMẐGIMĜNIŶWGLMUGŜLKKĜLJNGLGZKQSNUGWQNzG�QG
N�WXNONGZQKQXSGQXGUNSIYMSGLXNGPNXOIWWNUzG�̂QNSGŜLKKGyNGZKNLMTGwNKKGOLIMWLIMNUGLMUG
ŜIMNUGLSGLPPXQPXILWNzG�KIPG\KQPSTGZKQYSTGLMUGŜQNSGwIŴGN�ZNSSIJNGUNZQXLWIJNG
LWWLẐONMWSGLXNGPXQ̂IyIWNUzG�ŴKNWIZGŜQNSGOLRGyNGLVŴQXIxNUGyRGSVPNXJISQXSGUVNGWQG
a�gcgms�jbggpqcijklcgo�ekjomgoafG
G

ZzG�QZ�SGŜLKKGyNGPKLIMGQXGMNVWXLKGIMGZQKQXzG�LWWNXMNUGUXNSSGSQZ�SGOLRyNGLKKQwNUGI\GŴNRG
LXNGLPPXQJNUGyRGŴNG�IJISIQMGHQOOLMUNXzGG
G

�zGG�C|?>C;C|}>~�CCD;ŜLKKGwNLXGPXQ\NSSIQMLKGLWWIXNGSVẐGLSGLGŜIXWGQXGyKQVSNTGUXNSSTG

S�IXWTGPLMWSGQXGSKLZ�SGMQXOLKKRGLZZNPWNUGLSGPXQPNXGyRGŴNGPXQ\NSSIQMLKGZQOOVMIWRzG�̂NG

N̂OGQ\GUXNSSNSGQXGS�IXWSGŜLKKGMQWGyNGOQXNGŴLMGŴXNNG[�]GIMẐNSGLyQJNGŴNG�MNNzG

HKQŴIMYGŜLKKGMQWGyNGN�ZNSSIJNKRGWIŶWG\IWWIMYzG�XQ\NSSIQMLKGLWWIXNGŜLKKGyNGZKNLMGLMUG

MNLWKRGPXNSSNUzG

LzG�XQ̂IyIWNUGZKQŴIMYGIWNOSGŜLKKGIMZKVUN�GSwNLWPLMWSGQXG�QYYIMYGPLMWSTGKNYYIMYSTG
SPLMUN�GPLMWSTGSWXNWẐGPLMWSGQXGWIŶWGSWIXXVPGPLMWSTGŜQXWSTGZVW�Q\\STGQXGZLOISQKNSTG
ZXQPPNUGWQPSG[LyQJNGŴNGwLISW]TGOIMIS�IXWSTGKQwGZVWG[\XQMWGQXGyLZ�]GUXNSSNSGQXGWQPSTG
SWXLPKNSSGUXNSSNSGQXGyKQVSNSTĜLKWNXGWQPSTGŜIXWSGQXGWQPSGŴLWGZQMWLIMGQySZNMNGQXG
IMLPPXQPXILWNGPXIMWNUGOLWNXILKzG��ZNSSIJNKRGWIŶWG\IWWIMYGZKQŴIMYGŜLKKGMQWGyNGwQXMzG
� ÎKNG�KVNG�NLMSGLXNGMQXOLKKRGPXQ̂IyIWNUTGSVPNXJISQXSGOLRGLPPXQJNGŴNOGyLSNUGQMG
a�gcgms�jbggpqcr̀kkgoacijklcgo�ekjomgoafG
G

yzG�QQWwNLXGOVSWGyNGZQMSNXJLWIJNGLMUGLPPXQPXILWNG\QXGLGyVSIMNSSGSNWWIMYzG�̂QNSGŜLKKG
yNG\KLWGQXGONUIVOĜNIŶWĜNNKGLMUGOVSWGyKNMUGwIŴGŴNGQJNXLKKGIOLYNGQ\GPXQPNXG
PXQ\NSSIQMLKGLWWIXNzG�QGN�WXNONGZQKQXSGQXGUNSIYMSGLXNGPNXOIWWNUzG�̂QNSGŜLKKGyNG
ZKNLMTGwNKKGOLIMWLIMNUGLMUGŜIMNUGLSGLPPXQPXILWNzG�KIPG\KQPSTGZKQYSTGLMUGŜQNSGwIŴG
N�ZNSSIJNGUNZQXLWIJNGLWWLẐONMWSGLXNGPXQ̂IyIWNUzG�ŴKNWIZGŜQNSGOLRGyNGLVŴQXIxNUG
�bcq̀sgk�eqjkqc_̀gcajca�gcgms�jbggpqcijklcgo�ekjomgoafG
G
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9:;<=>??@A;BC=?>=B<=?D;<E@?;=F;GHI<=;JD?G;G=D?C@H?<G=?>=@:;=>??@K=@:;=>?LL?AH<I=
IMHF;LH<;G=G:BLL=BDDLNO=
=
PQ=RBC;=G:BLL=S;=@BT;<=@?=;<GMC;=@:B@=BLL=UHGHSL;=D?C@H?<G=?>=@:;=>??@=BC;=<;B@K=VL;B<=
B<F=BDDC?DCHB@;LN=IC??W;FK=H<VLMFH<I=@?;<BHLGQ=X?;<BHLG=WMG@=S;=DC?D;CLN=
@CHWW;F=B<F=:BU;=B=<;B@=BDD;BCB<V;Q=X?;<BHL=D?LHG:K=H>=A?C<K=G:BLL=S;=
V?<G;CUB@HU;=H<=V?L?CK=A;LL=WBH<@BH<;FK=B<F=G:BLL=SL;<F=AH@:=@:;=?U;CBLL=
DC?>;GGH?<BL=B@@HC;Q=YJ@C;W;=V?L?CGK=F;GHI<GK=Z;A;LCNK=?C=V:HDD;F=?C=?U;CLN=A?C<=
D?LHG:=BC;=<?@=BVV;D@BSL;Q=
==

[Q=\]HI:=:;;LG\=B<F=G:?;G=?<=CBHG;F=DLB@>?CWG=G:BLL=<?@=VC;B@;=B=GB>;@N=:B̂BCFQ==
=

_Q=Ỳ RYaXbcde=

eMD;CUHG?CG=WBN=BDDC?U;=B@@HC;=S;G@=GMH@;F=>?C=@;WD?CBCN=FM@H;G=SBG;F=?<=@:;=

B<@HVHDB@;F=;<UHC?<W;<@BL=V?<FH@H?<GQ=

fQ==Rgehgi=jgkO===

c<=lCHFBNGK=AH@:=GMD;CUHG?C=BDDC?UBLK=VHUHLHB<=;WDL?N;;G=A?CTH<I=H<=BFWH<HG@CB@HU;=

D?GH@H?<G=WBN=A;BC=VBGMBL=B@@HC;=A:HV:=DC;G;<@G=B=VL;B<K=<;B@=B<F=DC?>;GGH?<BL=

HWBI;=>?C=@:;=;WDL?N;;=B<F=@:;=BI;<VNQ=lLHD=>L?DGK=VL?IGK=;JV;GGHU;LN=@HI:@=>H@@H<I=

B@@HC;K=VL?@:H<I=A:HV:=V?<@BH<G=?SGV;<;=?C=H<BDDC?DCHB@;=DCH<@;F=WB@;CHBLK=;J@C;W;=

V?L?CGmF;GHI<G=B<F=;JV;GGHU;=F;V?CB@HU;=B@@BV:W;<@G=BC;=DC?:HSH@;F=?<=VBGMBL=FBNQ=

n

opn qrostuvwnxtnyzn{utpo|z|n}r|n~turn

n

gQ== hdblc��=e]b�X===
=
X:;=M<H>?CW=G:HC@=G:BLL=DC;G;<@=B=>H@@;F=BDD;BCB<V;=A:;<=A?C<Q==b@;WG=VBCCH;F=H<=@:;=
M<H>?CW=G:HC@=D?VT;@G=G:BLL=<?@=VBMG;=@:;=D?VT;@G=@?=SMLI;Q==�M@@?<GK=V?<V;BL;F=G<BDG=?C=
U;LVC?=?<=D?VT;@=>LBDG=G:BLL=S;=T;D@=>BG@;<;FQ=
=
XEG:HC@mM<F;CG:HC@=IBCW;<@G=A?C<=M<F;C=@:;=M<H>?CW=G:HC@=WMG@=S;=SLBVT=H<=V?L?CQ==9:H@;=�E
<;VT=@EG:HC@G=WBN=S;=A?C<=?<LN=H>=H@=HG=<?@=UHGHSL;=>C?W=?M@GHF;=@:;=M<H>?CW=G:HC@Q===g=SLBVT=@E
G:HC@=?C=B=W?VT=@MC@L;E<;VT=G:HC@=WBN=S;=A?C<=M<F;C=@:;=L?<IEGL;;U;=M<H>?CW=G:HC@=H<=LH;M=?>=
B=@H;Q==c<LN=BDDC?U;F=W?VT=@MC@L;E<;VT=G:HC@G=BC;=BDDC?U;FQ=
=
gLL=H@;WG=LHG@;F=S;L?A=BC;=@?=S;=A?C<=?<=@:;=M<H>?CW=G:HC@K=M<L;GG=?@:;CAHG;=GD;VH>H;FQ==
b@;WG=@?=S;=A?C<=?<=@:;=M<H>?CW=G:HC@=G:BLL=S;=BG=>?LL?AGO==

=
PQ=�BFI;=E=G:BLL=S;=A?C<=H<=@:;=GL?@=DC?UHF;F=?<=@:;=A;BC;C�G=L;>@=V:;G@Q=
=
[Q=dBW;=aLB@;=E=G:BLL=S;=A?C<=?<=@:;=A;BC;C�G=CHI:@=GHF;=D?VT;@=>LBDK=V;<@;C;F=BS?U;=@:;=
D?VT;@=SM@@?<=B<F=BLHI<;F=AH@:=@:;=@?D=C?A=?>=G@H@V:H<I=B@=@:;=@?D=?>=@:;=D?VT;@Q=

=
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9:;<=>>?@;ABCDEBD?;F;CG?>>;HI;J=@B;=B;H=KG;>ILK;?BM;@DEGK;N=>>?@C:;OGI;DBCDEBD?;CG?>>;HI;
?>DEBIM;?PP@=QDR?KI>S;T;=L;?B;DBNG;G=@DU=BK?>>S;HI>=J;?BM;P?@?>>I>;JDKG;KGI;K=P;IMEI;
=L;KGI;N=>>?@:;;

;
?:;VIPWKS;XD@CK;<>?CC;YVX<Z;CG?>>;JI?@;E=>M;VX<;@?B[;=B;I?NG;N=>>?@;
H:;\@CK;]DIWKIB?BKC;?BM;]DIWKIB?BKC;CG?>>;JI?@;E=>M;>DIWKIB?BK;@?B[;=B;I?NG;N=>>?@:;
N:;<?PK?DBC;CG?>>;JI?@;E=>M;N?PK?DB;@?B[;=B;I?NG;N=>>?@:;
M:;̂ ?_=@C;CG?>>;JI?@;R?_=@;YE=>M;=?[;>I?LZ;@?B[;=B;I?NG;N=>>?@:;
I:;OGI;<GDIL;VIPWKS;CG?>>;JI?@;N=>=BI>;@?B[;YE=>M;I?E>I;=@;CK?@Z;=B;I?NG;N=>>?@:;;
L:;OGI;̀GI@DLL;CG?>>;JI?@;E=>M;CK?@;@?B[;=@;KGI;J=@M;̀abcAXX;=B;I?NG;N=>>?@:;
;

d:;eEIBNS;a=B=@fg?>=@f<=RRIBM?KD=B;cDHH=BC;F;R?S;HI;J=@B;?H=hI;KGI;@DEGK;P=N[IKi;
NIBKI@IM;=hI@;KGI;B?RI;P>?KI;?BM;?>DEBIM;MD@INK>S;?H=hI;KGI;K=P;@=J;=L;CKDKNGDBE;?K;
KGI;K=P;=L;KGI;P=N[IK:;;bRP>=SIIC;CG?>>;JI?@;B=;R=@I;KG?B;CDQ;YjZ;CWNG;@DHH=BC:;OGI;
R?QDRWR;JDMKG;=L;I?NG;@=J;=L;@DHH=BC;CG?>>;HI;KG@II;@DHH=BC;JDMI:;;;

;
k:;lGDCK>I;F;R?S;HI;N?@@DIM;DB;KGI;@DEGK;P=N[IK;JDKG;KGI;NG?DB;?LLDQIM;WBMI@;KGI;HWKK=B;=B;;;
KGI;@DEGK;CG=W>MI@:;;OGI;NG?DB;IBKI@C;KGI;@DEGK;P=N[IK;?K;KGI;=WKCDMI;L>?P;=L;KGI;P=N[IK:;

;
j:;mBDK; nDB; F; eBS; CPIND?>; PDBC; R?S; HI; J=@Bi; NIBKI@IM; =hI@; KGI;
a=B=@fg?>=@f<=RRIBM?KD=B;cDHH=BCi;?H=hI;KGI;@DEGK;P=N[IKi;DB;?;R?BBI@;CPINDLDIM;
HS;?BM;?WKG=@DUIM;HS;KGI;̀GI@DLL;=@;<GDIL;VIPWKS:;;bRP>=SIIC;CG?>>;JI?@;B=;R=@I;
KG?B;=BI;CWNG;PDB:;

;;
o:;;;<=@P=@?>;<GIh@=BC;F;CG?>>;HI;J=@B;HS;N=@P=@?>C:;;<GIh@=BC;CG?>>;HI;KJ=;N>=KG;
NGIh@=BCi;E=>M;DB;N=>=@i;JDKG;?;H>?N[;H=@MI@:;;<GIh@=BC;CG?>>;HI;J=@B;?PP@=QDR?KI>S;
\fd;DBNG;WBMI@;I?NG;CG=W>MI@;P?KNG:;

;
p:;̀ I@EI?BK;<GIh@=BC;F;CG?>>;HI;J=@B;HS;CI@EI?BKC:;;<GIh@=BC;CG?>>;HI;KG@II;N>=KG;
NGIh@=BCi;E=>M;DB;N=>=@i;JDKG;?;H>?N[;H=@MI@:;;<GIh@=BC;CG?>>;HI;J=@B;?PP@=QDR?KI>S;
\fd;DBNG;WBMI@;I?NG;CG=W>MI@;P?KNG:;;

;
;

q:;; Ocrm̀ bc̀ ;
;
mBDL=@R;K@=WCI@C;CG?>>;P@ICIBK;?;LDKKIM;?PPI?@?BNI:;;OGI;K@=WCI@C;CG?>>;HI;=L;CWLLDNDIBK;>IBEKG;
K=;@I?NG;KGI;K=P;=L;KGI;GII>;=L;KGI;CG=I;DB;KGI;@I?@:;;e;h?@D?KD=B;=L;\fd;DBNG;?H=hI;=@;HI>=J;KGI;
K=P;=L;KGI;GII>;DC;?NNIPK?H>I:;;lGIB;KGI;>IEC;=L;KGI;K@=WCI@C;G?hI;HIIB;GIRRIMi;KGIS;CG?>>;
HI;ofp;DBNG;CG=@KI@;DB;KGI;L@=BK;KG?B;DB;KGI;H?N[;DB;=@MI@;K=;P@ICIBK;?;C>DEGK;sH@I?[s;?K;KGI;
>=JI@;L@=BK;?H=hI;KGI;CG=I;K=P:;;O@=WCI@C;CG?>>;HI;LDBDCGIM;JDKG;?;GIR;?BM;CG?>>;HI;BI?K>S;
P@ICCIM;JDKG;?;N@I?CI;P@ICCIM;hI@KDN?>>S;M=JB;KGI;L@=BK;?BM;@I?@;=L;I?NG;>IE:;;O?PI@DBE;=@;
tuvwwxywz{u|y}{~vw�{�y{|y�{�����}�{���y}�{��v�x����{���x�v{�yx����{}����v�{x�{�}�x�}~�{
P@=GDHDKIM:;;;
;
=̂K=@NSN>I;K@=WCI@C;J=@B;HS;RIRHI@C;=L;KGI;O@?LLDN;bBL=@NIRIBK;mBDK;CG?>>;HI;CBWE;LDKKDBE;
JDKG;KGI;P?BK;>IEC;K?PI@IM;K=;LDK;DBCDMI;KGI;R=K=@NSN>I;H==KC:;
;
;
;
;
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89:: ;<=>?@A:BCD:
:
;EFGHIJ:KLMN:LIO:FNNPOQ:MH:LRR:SOINHEEOR9::CPMKHIFTOQ:KOLQUOLI:NKLRR:VO:WHIE:LN:IOXPFIOQ:FE:
MKFN:JLEPLR:LEQ:NKLRR:YHENFNM:HG:MKO:GHRRHWFEUZ::
:
:::::[9:\IONN:BLM:]:CRR:QOSPMFON:NKLRR:VO:FNNPOQ:L:VRLŶ:NMILW:8LJSLFUE:KLM:WFMK:UHRQ:VILFQ9:

DKO:KLM:NKLRR:QFNSRL_:L:NJLRR:KLM:VLQUO:HG:NFJFRLI:NKLSO:LEQ:QONFUE:LN:MKO:VIOLNM:
VLQUO9:::

:
DKO:PEFGHIJ:KLM:NKLRR:GFM:NEPUR_:LEQ:YHJGHIMLVR_:LIHPEQ:MKO:RLIUONM:SLIM:HG:MKO:KOLQ9::
DKO:KLM:NKLRR:VO:WHIE:NXPLIOR_:HE:MKO:KOLQ̀:MFRMOQ:NRFUKMR_:GHIWLIQ:WKOE:aFOWOQ:GIHJ:
MKO:NFQO9:
:
DKO:WOLIFEU:HG:MKO:LUOEY_:FNNPOQ:KLM:NKLRR:VO:GHI:QOYHIPJ:SPISHNON:LEQ:MH:IOLQFR_:
FQOEMFG_:MKO:QOSPM_:MH:MKO:SPVRFY9::DKO:WOLIFEU:HG:MKO:KLM:HGMOEMFJON:SIONOEMN:LE:
LPMKHIFMLMFaO:FJLUO:MH:MKO:SPVRFY9::DKO:WOLIFEU:HG:MKO:KLM:NKLRR:VO:HSMFHELR:WKOE:
JL̂FEU:YLNPLR:YHEMLYM:WFMK:MKO:SPVRFY9:bcLJSRON:HG:YFIYPJNMLEYON:WKOIO:MKO:KLM:
NKHPRQ:VO:WHIE:FEYRPQOZ::

:
L9:JL̂FEU:IHPMFEO:YHEMLYMN:NPYK:LN:ML̂FEU:LYYFQOEM:LEQ:FEYFQOEM:IOSHIMNd:
V9:JHNM:MILGGFY:NMHSN:WKOIO:MKO:QOSPM_:KLN:IOLNHE:MH:VORFOaO:MKLM:MKO:aFHRLMHI:KLN:
HER_:YHJJFMMOQ:L:JFEHI:MILGGFY:HGGOENO:LEQ:QHON:EHM:OcSOYM:MH:OEYHPEMOI:
IONFNMLEYO:GIHJ:MKO:aFHRLMHId:

Y9:WHÎFEU:MILGGFY:QOMLFRN:HI:QFIOYMFEU:MILGGFỲ:FE:LQQFMFHE:MH:MKO:WOLIFEU:HG:MKO:
IOGROYMFaO:aONMd:LEQ:

Q9:efghijkgllgjimhinfgiopqrrisqtiuvwx?@A:WKFRO:LMMOEQFEU:GPEOILRN:LEQ:SPVRFY:
GPEYMFHEN9:

:
bcLJSRON:HG:YFIYPJNMLEYON:WKOIO:MKO:KLM:NKHPRQ:EHM:VO:WHIE:WHPRQ:FEYRPQOZ:

:
L9:SOIGHIJFEU:VPFRQFEU:LEQ:HMKOI:NOLIYKON:GHI:NPNSOYMNd:
V9:LENWOIFEU:QHJONMFY:aFHROEYÒ:SPVRFY:QFNMPIVLEYÒ:HI:YIFJON:FE:SIHUIONN:YLRRNd:
Y9:SOIGHIJFEU:GORHE_:HI:KFUK:IFN̂:MILGGFY:NMHSǸ:HI:SPINPFEU:L:GROOFEU:NPNSOYMd:
Q9:OLMFEU:FE:IONMLPILEMǸ:WHÎFEU:FE:LUOEY_:HGGFYOǸ:HI:WKOE:WLR̂FEU:MH:HI:GIHJ:
NPYK:LIOLN:MKLM:YLNPLR:SPVRFY:YHEMLYM:FN:EHM:RF̂OR_:MH:VO:OEYHPEMOIOQd:LEQ:

O9:LM:MFJON:WKOE:MKO:SOINHELR:NLGOM_:HG:L:SOINHE:FN:FJJOQFLMOR_:LM:NML̂O:LEQ:V_:
ML̂FEU:MKO:MFJO:MH:IOMIFOaO:LEQ:QHE:MKO:KLM:SRLYON:MKO:SOINHEyN:NLGOM_:FE:
zOHSLIQ_̀:HI:FG:MKO:PIUOEY_:HG:MKO:NFMPLMFHE:IOXPFION:MKO:QOSPM_:MH:FJJOQFLMOR_:
OcFM:MKO:aOKFYRO:LEQ:VOUFE:RFGONLaFEU:HI:GFINM:LFQ:MIOLMJOEM9:

:
:::::{9:BORJOM:|:}RLŶ :̀UHRQ:LEQ:WKFMO:KORJOMN:LIO:LPMKHIFTOQ:KOLQUOLI:GHI:DILGGFY:;EFM:

SOINHEEOR:HER_9:::
:
:::::~9:8HRQ:�OLMKOI:BLM:|:�KOE:YHRQ:WFEMOI:WOLMKOI:YHEQFMFHEN:SIOaLFR̀:L:YHRQ:WOLMKOI:KLM:

JL_:VO:WHIE:FE:RFOP:HG:MKO:\IONN:BLM9:DKO:YHRQ:WOLMKOI:KLM:JPNM:VO:VRLŶ:FE:YHRHI:LEQ:
���if��gi�����i��ki����linf�ni���gkinfgieg�kgk�lig�kl�iqi�����in������h�e�n�fi���imli
��l�i���k��gji�li�iemhngkif�n�i�fgi�gnngklisxor�t�i���jimhi����k�i�kginfgi�h��i
LSSIHaOQ:ROMMOIFEU:HI:FENFUEFL:GHI:MKO:WFEMOI:KLM9:

:
:
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9:;; <=>?@AB;CDEFGHI;D=9;DJJA@KG9;@<HGALGDA;;
;
HMN;OPQRSTU;VWXYNZ;Q[[ON\;]̂;ZMN;W_NPX̂;[MẀ̀;]N;aSTP;W[;PNN\N\:;ÈSZM;XMNbTSP[c;QR;
Wdd̀QXW]̀Nc;[MẀ̀;]N;[ZQZXMN\;SP;ZMN;[MSÒ\NT[;SR;ZMN;VWXYNZ[c;[QUQ̀WT;ZS;ZMN;OPQRSTU;[MQTZ[:;;D;
X̀SZM;dWZXM;]W\_N;[MẀ̀;]N;[ZQZXMN\;SP;ZMN;̀NRZ;]TNW[Z:;;9NdOẐ;?QT[Z;ÈW[[c;eQNOZNPWPZ[;WP\;
W]SbN;[MẀ̀;MWbN;W;_S̀\;QPfXS̀ST;UNZẀ;TWPY;QP[Q_PQW;ST;QP[Q_PQW;dWZXM;[ZQZXMN\;SP;ZMN;NdWÒNZ[;
SR;ZMN;VWXYNZ:;;
;
HMN;\NdOẐ;UŴ;aNWT;W_NPX̂;WddTSbN\;WP\;WOZMSTQgN\;]̀WXY;̀NWZMNT;VWXYNZ[;aQZM;W_NPX̂;
dWZXMN[;WZZWXMN\;ZS;ZMN;[MSÒ\NT[:;;D;X̀SZM;dWZXM;]W\_N;ST;UNZẀ;]W\_N;[MẀ̀;]N;WZZWXMN\;ZS;
ZMN;̀NRZ;]TNW[Z:;;DP̂;TWPY;QP[Q_PQW;[MẀ̀;]N;]TW[[;WP\;[MẀ̀;]N;WZZWXMN\;ZS;ZMN;NdWÒNZ[;SR;ZMN;
VWXYNZ:;;;eNWZMNT;VWXYNZ[;WTN;PSZ;ROTPQ[MN\;WP\;UO[Z;]N;dOTXMW[N\;]̂;ZMN;NUd̀ŜNN:;;
;
h̀WXY;̀NWZMNT;USZSTX̂X̀N;VWXYNZ[;[MẀ̀;]N;Q[[ON\;ZS;ZMS[N;UNU]NT[;SR;ZMN;HTWRRQX;<PQZ;ZMWZ;
ijklmnkopilqrnsotiuvnrowsklxyyzqo{yyx|koilopilqrns;ESOPẐfSaPN\;USZSTX̂X̀N[:;;;
;
AWQP;[OQZ[;aSTP;]̂;\NdOZQN[;[MẀ̀;]N;ZMN;[ZWP\WT\;Q[[ON;VWXYNZ;WP\;};ST;dWPZ[c;ST;SP̀̂ ;ZMS[N;
WOZMSTQgN\;]̂;ZMN;IMNTQRR;ST;EMQNR;9NdOẐ:;
;
G:;; H>GI;
;
HQN[;[MẀ̀;]N;]̀WXY;~X̀Qd;SP~;[Ẑ̀N;SR;XSPbNPZQSPẀ;[MWdN;WP\;̀NP_ZM:;;DP;WddTSbN\;HQNc;USXYf
ZOTZ̀N;PNXY;[MQTZ;ST;]̀WXY;Zf[MQTZ;[MẀ̀;]N;aSTP;aQZM;ZMN;ÈW[[;D;̀SP_;[̀NNbN;[MQTZ:;;;
;
?:;; ?@@HLGDA;
;
?SSZaNWT;RST;[aSTP;dNT[SPPǸ;[MẀ̀;]N;d̀WQP;ZSNc;]̀WXYc;dS̀Q[MW]̀Nc;UQ̀QZWT̂;[Ẑ̀N;RST;UNP;WP\;
aSUNP:;;HMN;[MSN[;[MẀ̀;]N;̀Sa;�OWTZNTfẐdN;UQ̀QZWT̂;[Ẑ̀N;[MSN[;aQZM;̀WXN[:;;IMSN[;[MẀ̀;]N;
aSTP;aQZM;]̀WXY;[SXY[:;;>R;aMQZN;[SXY[;WTN;TN�OQTN\;RST;UN\QXẀ;TNW[SP[c;ZMN̂;[MẀ̀;]N;aSTP;
OP\NT;ZMN;]̀WXY;[SXY[:;;;
�
BSZSTX̂X̀N;]SSZ[;[MẀ̀;]N;Q[[ON\;ZS;UNU]NT[;SR;ZMN;HTWRRQX;<PQZ;aMS;SdNTWZN;USZSTX̂X̀N[:;;
hSSZ[;[MẀ̀;]N;d̀WQP;ZSNc;]̀WXYc;SbNT;ZMN;XẀR;TQ\QP_;[Ẑ̀N;]SSZ[;aQZM;̀WXN;[ZQZXMQP_;WZ;ZMN;]TNWY;
SR;ZMN;WPỲN;WP\;SP;ZMN;ZSd;SOZ[Q\N;SR;ZMN;]SSZ:;;BSZSTX̂X̀N;]SSZ[;UŴ;]N;aSTP;WZ;WP̂;ZQUN;
WP\;[MẀ̀;]N;aSTP;WZ;Ẁ̀;ZQUN[;aMNP;SdNTWZQP_;W;XSOPẐfSaPN\;USZSTX̂X̀N:;
;
�STNfHN�;]SSZ[;UŴ;]N;aSTP;]̂;UNU]NT[;SR;[dNXQẀQgN\;OPQZ[:;;hSSZ[;[MẀ̀;]N;aSTP;WZ;Ẁ̀;
nx�kqo�xnsonskot�mqqo�t�ouvxyil�omv�o�mro�ko�ilvo�xnsonskot�mqqo���ouvxyil�omnonsko�kjunrzqo
\Q[XTNZQSP:;
;
9NdOZQN[;UŴ;aNWT;SZMNT;W_NPX̂fWddTSbN\;]SSZ[;ST;̀Sa;�OWTZNT;dS̀Q[MW]̀N;UQ̀QZWT̂;\TN[[;
[Ẑ̀N;[MSN[;aQZM;̀WXN[:;IOXM;]SSZ[;ST;[MSN[;[MẀ̀;]N;WddTSbN\;]̂;ZMN;9QbQ[QSP;ESUUWP\NT;
WP\;ROTPQ[MN\;WZ;ZMN;N�dNP[N;SR;ZMN;\NdOẐ:;
;
D̀;̀[MSN[;ST;]SSZ[;[MẀ̀;]N;YNdZ;dS̀Q[MN\:;;IOdNTbQ[ST[;[MẀ̀;UWYN;W;\WQ̀̂;QP[dNXZQSP;SR;ZMNQT;
\NdOZQN[;ZS;NP[OTN;ZMWZ;ZMN;RSSZaNWT;TN_ÒWZQSP[;WTN;]NQP_;XSUd̀QN\;aQZM:;;<P̀N[[;Q[[ON\;W[;W;
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I INSPECTIONS  
 
This policy establishes and defines guidelines to be followed in conducting inspections of 
agency personnel, equipment and all organizational components within the Forsyth County 
Sheriff’s Office. 
 
A. LINE INSPECTIONS  
 
Line inspections are conducted to ensure that personnel are acting in concert with agency 
requirements. These inspection procedures may be conducted in a formal military manner, or 
informally, at the discretion of the supervisor or watch commander.  The supervisor will be 
responsible for corrective action and follow-up procedures when deficiency conditions exist.  
 

1. Personal Appearance 
 

The inspection of personal appearance is the duty of all supervisors, made on a daily 
basis to ensure proper appearance of assigned personnel. If substandard 
appearance is observed, the supervisor will take whatever corrective action is 
necessary. 

 
Inspection of patrol personnel will be conducted daily at roll call by the watch 
commander or a shift supervisor. Inspection of investigative personnel will be 
conducted by the Criminal Investigations Division supervisors. 

 
Supervisors conducting line inspections will inspect personnel for: 

 
a. General appearance; 
b. Neatness; 
c. Compliance with uniform / dress codes; 
d. Readiness for duty; and 
e. Condition and placement of issued equipment 

 
2. Vehicle Inspections 

 
The inspection of vehicles is the duty of patrol deputies and first-line supervisors, 
made on a daily basis to ensure proper care of Sheriff’s Office vehicles.  Any defects 
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or changes found in the operating condition of vehicles should be documented in the 
Fleet Module of the agency Records Management System, RMS. Additionally, at 
least monthly during the personal appearance inspection, supervisors will formally 
inspect patrol vehicles for: 
 

 
a. Cleanliness; 
b. Required equipment; 
c. Required paperwork; 
d. Dangerous or unnecessary items in vehicle; 
e. Properly equipped first aid kit; 
f. Condition and operation of emergency equipment, radio and Mobile Data 

Terminal; and 
g. Condition and operation of camera and / or Lo-Jack (if equipped). 
 

 
B. DUTIES OF DETENTION DEPUTIES / SUPERVISORS 
 
All detention deputies are responsible for the ongoing inspection of the general condition, 
sanitation, cleanliness and security of any area where prisoners are processed / housed, and 
for reporting any problems to the Detention Center supervisor. That supervisor will determine 
if the Detention Center Commander or the Division Commander should be notified 
immediately if they are not working. Once a week, the Detention Center supervisor will make 
a formal inspection of the Detention Center for general conditions, sanitation, cleanliness, 
security, adequacy of supplies and equipment, completeness and accuracy of prisoner 
records and condition of booking equipment. The Detention Center commander or supervisor 
will write up an interoffice memorandum to the Jail Bureau Commander noting all problems 
identified and corrective action taken. 
 
 
C. SPECIAL PURPOSE LINE INSPECTION 
 
The Sheriff, Chief Deputy or designee may direct special purpose line inspections on an as-
needed basis. Examples of special purpose inspections include employee policy and 
procedure manuals, controlled substance evidence, uniforms and equipment, assigned 
lockers on loan for deputy's use, training manuals and property / evidence room audits. 
 
 
D. WEAPONS INSPECTIONS  
 
Supervisors shall conduct periodic firearms/weapons inspections to verify deputies’ 
firearms/weapons are clean and maintained in good working order. Supervisors shall verify 
that deputies are carrying agency approved ammunition. Any firearm/weapon found to be 
substandard or unsafe shall be removed from service until it can be inspected and repaired 
by a qualified agency approved weapons instructor/armorer.  In cases involving a firearm, the 
supervisor removing the weapon from service shall ensure the deputy receives a temporary 
replacement from the Training Unit. 
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E. WRITTEN REPORT REQUIRED 
 
A written report will be prepared and forwarded through the chain of command to the Division 
Commander when: 

 
(1) Equipment or agency property are discovered missing or damaged; 
(2) An employee repeatedly fails to comply with agency uniform, civilian attire, and/or 

appearance requirements. 
(3) A condition is noted that may constitute a hazard or jeopardize the safety and general 

welfare of other employees, members of the general public, or the inmate population. 
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k]gho[cê8fghf8gho]8fg]8̀ cf]df[ha8fc8̀ec_p\]8d]lhf[o]8cpf\cm]̂i8hecp̂]8\cmmpd[fb8
hff]df[cdi8e]̂paf8[d8[dspeb8ce8_]hfgi8ce8l]d]ehf]8̀cf]df[ha8a[hk[a[fbH8
8
ng]8Nheab8rdf]eo]df[cd8Mb̂f]m8̀ec\]̂ 8̂̂ghaa8k]8[d[f[hf]_8jg]d�88
8
�H8u[e\pm̂ fhd\]̂8[d_[\hf]8hd8]m̀ acb]]8[̂8]q̀]e[]d\[dl8_[ZZ[\paf[]̂8jg[\g8f]d_8fc8̂]e[cp̂ab8

hZZ]\f8sck8̀]eZcemhd\]8hd_�ce8̂hZ]fb�8

�H8Gd8]m̀ acb]]8\cmm[f̂8e]̀]hf]_8̀ca[\b8o[cahf[cd̂8�fge]]8���8ce8mce]8j[fg[d8h8fj]ao]8
����8mcdfg8̀]e[c_8e]lhe_a]̂ 8̂cZ8_[̂\[̀a[dheb8h\f[cd�H8ng]̂]8o[cahf[cd̂8\cpa_8k]8m[dce8
[d8dhfpe]H8M[dlpahe8]o]df̂8jg[\g8mhb8[d\ap_]8mce]8fghd8cd]8̀ca[\b8o[cahf[cd8̂ghaa8k]8
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I PEER SUPPORT TEAM ASSISTANCE PROGRAM 

A. PURPOSE  

The purpose of this policy is to establish an in-house Peer Support Team Assistance Program 

to provide peer support for employees and their families. 

The Forsyth County Sheriff’s Office recognizes the value of providing an "in-house" resource for 

employees and their family members to support them in managing both professional and 

personal crisis. 

The Peer Support Team Assistance Program is a program that offers assistance and 

appropriate support resources to employees when personal or professional problems negatively 

affect their work performance, family unit or self. Communications between the support team 

and employees will be confidential, providing it does not violate any law or department 

regulation.  

The Peer Support Team may be utilized to support other employees within the county. The 

team will work in cooperation with peer support teams of other agencies and/or departments in 

multi-agency and/or multi-department incidents. 

The Peer Support Team may also be utilized to support the community in situations of critical 

incidents, such as school shootings, natural disasters, etc.  

 

B. SCOPE 

The Peer Support Team Assistance Program is established to: 

1. Provide emotional support during and after times of personal or professional   

crisis to other employees who need assistance; 

2. Promote trust, allow anonymity, and preserve confidentiality for persons using 

peer support within the guidelines of the program;  

3. Develop members who can identify personal conflicts and provide guidance or 

referral to professional/alternate resources as required; 

4. Maintain an effective peer support training and response program; 
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5. Check on the wellbeing of employees out with illnesses / IOD's and provide 

support where desired and needed.  

 

C. Mission Statement 

The Forsyth County Sheriff’s Office Peer Support Team is available to listen, support, 

refer, and assist employees and family members during professional or personal, 

stressful, or difficult periods in their lives.  

D. PEER SUPPORT TEAM AVAILABILITY 

The Peer Support Team is available 24 hours a day, 7 days a week to all employees. 

The Team is also intended to be a resource available to the Sheriff’s Office in the event 

of critical incident or crisis situation.  

Team personnel are available for support and assistance on any other incident at the 

discretion of the Sheriff, Chief Deputy or Commanders. In addition, the Team may be 

utilized to support the community in critical incident situations. Examples would be 

school shootings, natural disasters, etc. 

E. PEER SUPPORT TEAM DUTIES 

Peer Support Team personnel will be available to:  

1. Listen to another employee after a critical incident or crisis situation; 

2. Facilitate or assist supervisors in diffusing critical incidents; 

3. Respond to an employee's request for peer support or assistance; 

4. Conduct Critical Incident Stress Management (CISM) debriefings; 

5. Provide information on other resources available (Employee Assistance 

Program, Alcoholics Anonymous, financial support, etc.) 

6. Provide Peer Support orientation to new employees (FTO program) 

 

F. CRITICAL INCIDENTS  

A "Critical Incident" is any event that causes an unusually intense stress reaction. The 

distress people experience after a critical incident limits their ability to cope, impairs their 

ability to adjust, and negatively impacts the work environment. Critical Incidents that may 

require a Peer Support Team response may include, but are not limited to:  

1. Officer involved shootings; 

2. Where an employee witnesses another employee's death or serious injury; 

3. Where an employee is taken hostage; 

4. Where an employee is a witness to a suicide; 

5. Where an employee is a witness to a violent death or serious injury; 

6. Infant/child death; 

7. Any incident that is likely to affect the employee's ability to interact with the public 

and carry out their job functions; 

8. Any other incident deemed appropriate by any employee and approved by a 

supervisor. 
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G. DEBRIEFING/DIFUSING  

Debriefings and defusing will be conducted by Peer Support Team personnel as soon as 

practical after a critical incident. Debriefings should occur within 24-72 hours after the 

critical incident and will be conducted by qualified personnel. Attendance at debriefings 

is highly recommended for all employees involved in the critical incident. 

A defusing immediately follows the critical event and generally lasts no longer than one 

hour. It gives all parties involved with an incident the "big picture" of what occurred. It 

offers involved personnel a reminder about exercise, what foods to eat, to drink plenty of 

water and to know their thoughts are normal. Peer Support Team members may be 

present to give assistance and support. 

A defusing may eliminate the need for a formal debriefing or it may enhance the formal 

debriefing process. The Peer Support Team Coordinator and Program Advisor will 

decide on the need for a formal debriefing. One Chaplain and two to three Peer Support 

Team members are required to conduct a debriefing. A certified mental health 

professional is optional but is highly recommended.  

H. CONFIDENTIALITY  

The acceptance and success of the Forsyth county Sheriff’s Office Peer Support Team 

Assistance Program will be determined in part by the observance of confidentiality. It is 

imperative each Peer Support Team Member maintain strict confidentiality of all 

information learned about an individual within the guidelines of this program. All 

conversations between Peer Support Team personnel and employees are not privileged 

communications under the Evidence Code. The Office of the Sheriff will respect the 

confidentiality of conversations between Peer Support Team personnel and employees, 

with the following exceptions: 

1. Information concerning the commission of a crime; 

2. Information indicates an employee or a third party is a danger to themselves or to 

others.  

 

Disclosures under this exception will be made directly to the Chief Deputy, Sheriff or 

their designee.  

I. Structure 

The Law Enforcement Division Commander, or his/her designee, will administer the 

Peer Support Team Assistance Program. The Team will consist of the following 

members: 

1. Program Coordinators:  

The Program Coordinator(s) should be the rank of Sergeant or higher. The Program 

Coordinators are responsible for the day to day operations of the Team. They will ensure 

all team members are properly trained and have the necessary equipment/supplies to 

perform their duties. 
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2. Program Advisor: 

The Program Advisor will be a licensed Forensics Psychologist with exceptional 

experience dealing with police and/or first responder issues. His/her duties shall consist 

of:  

A. Assist in training and selection of Peer Support Team Members; Peer 

Support and Assistance Program; 

B. Provide continued training in the techniques of Peer counseling; 

C. Provide guidance at debriefings.  

 

3. Peer Support Team Members 

 

Peer Support Team Members shall be selected from Sheriff’s Office personnel at 

large. 

 

4. RESPONSIBILITIES OF PEER SUPPORT TEAM MEMBERS  

The responsibilities of a Peer Support Team Member are as follows: 

A. Convey trust and anonymity and assure confidentiality within the policy to 

employees who seek assistance from the Peer Support Program; 

B. Attend assigned Peer Support training seminars; 

C. Provide assistance and support; 

D. Assist the employee by referring them to the appropriate outside resource when 

necessary; 

E. Be available to employees for additional follow-up support; 

F. Maintain contact with the Program Coordinators regarding program activities; 

G. Attend quarterly meetings; 

H. Maintain a log of hours and sessions provided; 

I. Agree to be contacted and if necessary, respond at any hour to assist an 

employee in need.  

 

J. TRAINING  

Peer Support Team Members should receive training in the following areas:   

1. Effective listening; 

2. Critical incident stress; 

3. Debriefing and defusing techniques; 

4. Post-traumatic stress; 

5. Problem-solving skills; 

6. Relationship termination; 

7. General assessment skills; 

8. Referral follow-up; 

9. Other training as specified during quarterly meetings. 
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It is highly recommended that all team members receive group and individual Critical 

Incident Stress Management (CISM) training approved by International Critical Incident 

Stress Foundation (ICISF). 

 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CHAPTER THREE 
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Rescinds/Amends:    GO 3-1 
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Committee Review - Date:   March 2018 
 

Related Procedure(s):    SOP 3-1.100 
 

Authorized by:   Sheriff Ron H. Freeman 
 
 

 
I          OFFICE OF THE SHERIFF 

 
The Forsyth County Sheriff’s Office shall be responsible for law enforcement services in all 
unincorporated areas of the county. 

 
The Forsyth County Sheriff’s Office is comprised of the following operational components: 

 

 

1. Law Enforcement Bureau 
2. Sheriff’s Services Bureau 
3. Jail Bureau 

 

 

A.        CHAIN-OF-COMMAND 
 

 

The chain-of-command shall be respected in all matters when practical.   Information and 

communications shall move up and down the chain-of-command through channels.  There is 

no need for the flow of information to stop simply because the next link in the chain-of- 

command is unavailable.  When the next supervisor in line cannot be contacted in important 

situations or in emergencies, then an attempt should be made to contact the next superior in 

line, and so on, up to the Sheriff.  During times when the Office of the Sheriff is closed, an 

attempt will be made to page or call him at home when necessary. 

 
B.      POLICIES AND PROCEDURES 

 

 

All memorandums pertaining to a new policy or procedure will be approved by the Office of 

the Sheriff and distributed via PowerDMS.  Any recommendations for a new policy or 

procedure shall be forwarded through the chain-of-command in writing to the Office of the 

Sheriff for review.   No memorandum pertaining to policy or procedure will be sent from one 

division to another without the express authority of the Sheriff or designee. 

 
C.        CORRESPONDENCE AND COMPLAINTS 

 

 

All complaints will be prepared in writing and forwarded through the chain-of-command to the 

Office of the Sheriff.



GENERAL ORDER Forsyth County Sheriff’s Office 

GO 3-1 Office of the Sheriff 

 

 2 of 2 

 

 
 
 

D.        RESEARCH AND PLANNING 
 
Overall planning responsibility for the agency, including budgeting and multi-year planning shall 

be the duty of the Sheriff. 
 

Members of the agency involved in any planning function shall have direct access to the Sheriff, 

as well as feedback from the Sheriff on their recommendations.  All agency files will be available 

for review and analysis (with the exception of individual personnel and internal investigative 

files).  Planning will generally be done in conjunction with the budget preparation process. 
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I ACCREDITATION/CERTIFICATION 

 

The accreditation/certification manager shall be responsible for the maintenance of all files 
that document compliance with accreditation and certification standards. Numerous 
standards require time sensitive documentation to maintain compliance under each 
program.  An automated program is used to track proofs of compliance to ensure that these 
time sensitive standards are met.   

 

A. ORGANIZATION 

 

The accreditation/certification manager shall maintain a rapport with all members of the 
agency so as to ensure the timely collection of documentation that proves compliance with 
all applicable professional standards. 

 

 

B. ON-SITE INSPECTIONS 

 
1. CALEA requires an on-site assessment every four year.   

 

a. Prior to a CALEA on-site, the accreditation manager should arrange for a “mock” on-
site as part of the preparation process.   

 

b. In order to provide enough time to remedy any faults discovered during the mock, it 
should be scheduled to occur at least three months prior to the on-site assessment. 

 

c. Assessors for the mock on-site should be recruited from neighboring accredited 
agencies based upon the individual’s knowledge and experience. 

 
2.  Prior to the actual CALEA on-site assessment, the accreditation manager will 

establish  a liaison with the CALEA team leader to ensure that all necessary 
arrangements are completed prior to the team’s arrival.  This should typically include; 

 

 Public announcements via the media 

 Public hearing site reservation 

 Arrangements for transportation 

 Agency tour plans 

 Any scheduling activities 

 Other assessor-related requirements 
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 3.   The Georgia State Certification Program requires an on-site assessment every three 
 years. As long as the agency maintains its CALEA accredited status, the state 
 certification program allows for an abbreviated version of an on-site inspection to 
 verify compliance with its standards.  A mock assessment should be scheduled 
 three to four months before a pending on-site. 

 

 

 C. CONFERENCES/TRAINING 

 

1. The Accreditation / Certification Manager shall receive specialized accreditation 
manager training within one year of being appointed and shall be responsible for 
arranging appropriate training for other agency personnel assigned to the 
accreditation process. 

 

2. CALEA holds conferences at various locations every year.  Pending any budget 
constraints, at least two conferences are normally attended by agency members 
each year. In addition to the accreditation manager, command level personnel 
should be considered for attendance so as to receive training which would broaden 
their understanding of the accreditation process. 

 

3. The Georgia Police Accreditation Coalition (GPAC) holds meetings six times per 
year. These sessions are designed to create a networking apparatus for those 
involved in the accreditation /certification process and offer relevant training. These 
meetings should be attended by the certification manager whenever possible.  

 
 
 D. REQUIRED REPORTS, ACTIVITIES  
 

1.  Reports and Activities   
 
  The Accreditation/Certification Manager has overall responsibility to ensure that all 

 accreditation/certification reports and activities are performed as required and that 
 appropriate documentation is maintained in the agency's accreditation files to 
 demonstrate proof of compliance.  

 
a. The manager will use the PowerDMS database to ensure periodic reports, 

reviews and other activities are accomplished. This database  will be used 
to record the date the activity was last  performed and triggers a notice 
when a report or other activity is due and/or overdue. 

 
b. At the discretion of the Sheriff, the manager may be appointed a field 

contact for collecting certain documentation and assisting the  manager in 
ensuring required reports and activities are completed on time. 

 
c.  Periodically, the manager will update the staff during regularly scheduled 

staff meetings on the status of accreditation/certification activities. 
 
 

2. ASSIGNMENT OF STANDARDS:  
 

a.    Assignments will be made by the manager, in consultation with the       
 command staff, to individuals throughout the agency based on 
 assignment and/or responsibility. 
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b.   Assignments should be completed by or prior to established deadlines. 
 The documents and/or information provided will be utilized as proof of 
 compliance in the accreditation and/or certification files. 

 
3. DOCUMENTATION:  

 
A. All documents will be added to each accreditation/certification file as appropriate to 

demonstrate that the agency is doing what policy prescribes. Documentation may 
come from a variety of sources. However, most documentation will include standard 
agency forms, memos, and/or reports. The manager will notify the appropriate 
employee when additional documentation is needed for a standard he/she is 
assigned. 
 

 All documentation will: 
 

 a. Contain the date the report or form was completed; 
 

 b. Be a photocopy and not an original document; 
 

 c. Be identified with an attached note as to which standard and/or bullet it 
 applies to; 
 
 d. Be clean and not have any highlighting or unnecessary writing. 
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I FIELD TRAINING PROGRAM (FTP) 
 
The purpose of this section is to establish the guidelines for a Field Training Program and to 
ensure that deputies are properly trained in a structured training program prior to performing 
the duties of a deputy sheriff. 

 
Providing sworn deputies with practical training or road experiences in addition to the basic 
police academy classroom instruction is a relevant component of a deputy’s overall training 
experience.  In order to achieve this, the agency requires a deputy to successfully complete 
a training program that entails academy instruction in conjunction with the agency’s Field 
Training Program.  
 
It shall be the policy of the Sheriff's Office to require newly sworn deputies to complete 
academy instruction in accordance with O.C.G.A. 35-8-9 and to enhance the basic law 
enforcement knowledge and skills of newly sworn deputies through the establishment of a 
Field Training Program.  Deputies shall not be allowed to assume full-time law enforcement 
duties, carry a firearm on-duty or make an arrest prior to completing the basic academy 
instruction. At a minimum, all newly sworn deputies shall complete a field training program of 
at least six (6) weeks for deputies with previous law enforcement experience and twelve (12) 
weeks for deputies without previous law enforcement experience. All original FTO training 
records shall be forwarded to the Training Section. 
 
Deputies who return to the Uniform Patrol Section after being assigned to another 
division/section for more than two years shall complete the six (6) week UPS Field Training 
Program before being released for solo assignment in a Uniform Patrol Precinct.  Deputies 
who are unable to complete the six (6) week Uniform Patrol Field Training Program 
successfully, may be extended up to twelve (12) weeks or reassigned to another bureau, 
division or section. 
 
A.       DEFINITIONS 
   
     1. Field Training Program Manual - A comprehensive outline of the recruit                              

training program which shall be utilized by the FTOs in the recruit training process.  
The manual is prepared, reviewed and updated by the FTO coordinators and the 
Training Unit.  The manual establishes procedures for recruit training and evaluation 
for each section or unit which requires a Field Training Program. 
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2.  Recruit Deputy Sheriff (newly sworn) - A deputy trainee who has only completed the    
POST requirements to become a certified peace officer.     

       
3. Recruit Deputy Sheriff (previous experience) - A deputy trainee who has             

completed the POST requirements to become a certified peace officer and             
who has more than one (1) year experience working patrol duties. 

 
B.   PROGRAM PROCEDURE 
 
The agency requires all deputies to complete a Field Training Program in addition to 
completing a training program in accordance with Georgia’s Peace Officer and Standard’s 
Training Council (O.C.G.A. 35-8-9) requirements for certified officers.  
   

1.   FIELD TRAINING PROGRAM (FTP) ADMINISTRATION 
 
All Field Training Programs (FTPs) shall be under the administrative control of the           
Training Unit. Individual agency division commanders or designees may coordinate 
training and maintenance of the program within their respective sections through the 
Field Training Program Coordinator. 

 
     2.   FTO COORDINATOR RESPONSIBILITY 
 
          The FTO coordinator shall ensure that all deputies follow the Field Training Program 

rotation schedule in order for the deputy to experience a variety of law enforcement 
duties. Upon assignment or reassignment to any agency division, the deputy must 
successfully complete the FTP in accordance with the Field Training Program rotation 
schedule or he/she shall be subject to demotion or dismissal. 

 
          Training shall be organized, equitably evaluated and closely supervised. Newly sworn 

deputies shall be trained in agency policies, procedures, rules and regulations.   
             

     3.  MINIMUM FIELD TRAINING OFFICER (FTO) REQUIREMENTS 
 
          Deputies who wish to apply for FTO certification with the agency should meet the   

following qualifications: 
 
 a.   Jail Training Officers (DSI’s) 
 

1. Possess a P.O.S.T. FTO certification and have been employed with the 
agency for a minimum period of ninety (90) days; or, 

 
2. Possess P.O.S.T. Jailor Certification 

 
3. Have a minimum of 4 months’ detention center experience in the Forsyth      

County Detention Center (excluding their initial Field Training Program). 
 

b.   Field Training Officers (DSII’s) 
 

       1. Possess a P.O.S.T. FTO certification and have been employed with        
        the agency for a minimum period of one (1) year; or, 
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2. Have a minimum of two years certified law enforcement experience as a 

Deputy Sheriff II with the Forsyth County Sheriff’s Office; 
 

3.   Have a total of three years of certified experience as a sworn law enforcement 
officer with powers of arrest (this may include any Georgia P.O.S.T. 
recognized law enforcement agency in the State of Georgia, other states or 
with the federal government). 

       
      
     4. FTO SELECTION  
 
           The selection process for FTOs shall include the following: 
 

a.  Deputies interested in becoming a Field Training Officer must submit a letter to 
their supervisor explaining why they want to be an FTO.  A letter of 
recommendation from their immediate supervisor must be attached and 
forwarded to the to the Field Training Program Coordinator in the Training Unit for 
approval or disapproval. 

 
  Once selected as an FTO, deputies who have not completed the P.O.S.T. FTO 

Certification training, shall submit a training request through proper channels. 
 

B.  The FTO applicant may be contacted by the FTO Coordinator in order to more 
thoroughly examine the applicant’s education, law enforcement and professional 
background, and to evaluate the applicant’s interpersonal skills. 

 
d.  Upon approval or disapproval by the FTO Coordinator, the applicant will be 

notified. Those notified of approval should complete a School Request Form to 
attend the P.O.S.T. Certified program and forward it through established 
channels. 

 
 
5. FTO ASSIGNMENT 

 
            Line supervisors may recommend assignment of FTOs to appropriate watches/shifts 

as needed. 
 

a.  FTO RESPONSIBILITIES 
 

FTOs shall provide on-going instruction throughout the field training process. 
Because of this responsibility to teach, the FTO shall continually evaluate his/her 
approach and tailor instructional techniques to accommodate the deputy that the FTO 
is currently training. 

 
The FTO shall identify any academic or technical skill deficiency in the deputy and 
provide proper instruction to correct those deficient areas. The FTO shall be 
responsible for observing and evaluating the deputy on a daily basis.   
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           c.   The FTO shall: 
 

1.   Document the deputy’s performance; 
 
2.   Discuss the written evaluation with the deputy; and, 
 
3.   Keep the deputy informed of his/her performance and progress.  FTOs shall 

complete a Daily Observation Report in the Records Management System 
FTO Module in accordance with the Field Training Program Manual on all 
trainees before the end of their shift.   

 
            Whenever a deputy is transferred to a new FTO, the new FTO shall review the 

Progress Report in the FTO Module to be made aware of any areas needing special 
attention.  The new FTO shall review all previous evaluations prior to receiving a 
deputy. FTOs shall be supervised by their respective watch/shift commander. FTOs 
shall be required to attend law enforcement courses and/or in-service training to 
maintain their qualifications as FTOs. 

 
    6. DEPUTY RESPONSIBILITIES 
 
           The deputy, who is POST certified officer under O.C.G.A. 35-8-9, shall enter into the 

Field Training Program prior to permanent assignment in Uniform Patrol. During the 
Field Training Program, the deputy shall be involved in a student/teacher relationship 
with the FTO.  Each deputy shall spend the entire time in the training program 
demonstrating proficiency in various aspects of law enforcement.   
 

           The Field Training Program is designed to give the deputy instruction, direction, 
supervision, guidance and experience in order to become a proficient deputy.  

 
           The deputy may be assigned to different FTOs during the Field Training Program. The 

deputy may be assigned to work the final portion of the program on the shift he or she 
will be assigned. 

 
            All deputies have the ultimate responsibility for their own performance and 

improvement. The FTO and the agency shall make every attempt to comprehensively 
guide and instruct, but the acceptance and demonstration of the subject matter falls 
directly upon the deputy. Failure to complete any Field Training Program shall subject 
the deputy to demotion or dismissal. 
 

     7. Field Training Officer Incentive Pay 
 

All Uniform Patrol and Jail FTO’s will receive (1) one-hour additional pay during each 
day they actively supervise a recruit assigned to them for training. 
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m;<GHA<NQCESNCDB<IDOA<PACABCDE><PÀDBA?<N>P<NJNOS<?M?CAS<?HNJJ<OABAD̀A<N>>QNJ<
PEBQSA>CAP<D>?@ABCDE>?<CA?CD>L<VM<N<BAOCDIDAP<@OÈDPAO;<GHA<N>>QNJ<CA?CD>L<?HEQJP<
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9B<9G<81/018</<2;35<13=1/B<1̂<2?051B6?161923;356712<90281351650/B<21?/6/<@11
1
�UP�RUKLM�PLT�UPRLM?B6771057VM�RMURXR�LR�MO�UMX��MRSO�UQR�RSTM�WU��LRL�MM�UP�RUKLM
B3?/023<?1?B6771502;677F150/1D<12<7<6?<81/0165F05<10/B<21/B651H02?F/B1I0:5/F176{1
<5=029<;<5/1̂<2?055<7@1ZB3?180<?150/1̂20B3D3/1/B<12<7<6?<1/010/B<21923;35671w:?/39<1
64<593<?1=0210==393671:?<@1

1
1
1
1



��������������																																																																																																			
�����������������������������

���� !"#��$%$�&'()	 	 	 *	+,	-.	

	

/012 34567/892/:5/;4:8274<=78/:>?@A:;B/:>22
C
DEFGFHIJCKLMNFOPCQHRSEGINFSHCTDKQUVDEFGFHIJCWFMNSEXCYPOSEZCQHRSEGINFSHCTDWYQUCM[IJJC\PC
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YHIZUS[NLI\KLI]LNÔL\LNIQPIVWWI]K_SÒVWW_ISL̀[NLIWQ̀V\OQUSIVNLI]NQ̂ OULU\W_I
]QS\LRIVURISL]VNV\LRIPNQ̂ IUQUSL̀[NLIWQ̀V\OQUSIa_I]K_SÒVWÌQU\NQWSHII
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�HIZUS[NLIVR�VÙLRIV[\KLU\ÒV\OQU�ILÙN_]\OQU�ISL̀[NO\_�NLWV\LRI[]RV\LS�I
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I CRIMINAL INVESTIGATION DIVISION 
 
The purpose of the Criminal Investigation Division (CID) will be to thoroughly and 
professionally investigate all criminal activity, identifying and apprehending offenders, 
recovering property, gathering, documenting, and evaluating facts regarding criminal activity, 
and assisting in the prosecution of those charged with criminal offenses.   
 
The division commander is responsible for the overall operations of the Criminal Investigation 

Division and will have the authority, subject to the authority of the Sheriff, in matters of 

operation, policy and discipline and will exercise such lawful directives as are necessary to 

assure the effective performance of the section.  The commander will have the authority to 

assign or transfer divisional personnel as he deems necessary and beneficial to the division.   

The commander assumes primary responsibility for the following: 

1. Investigation and enforcement of violations of criminal statutes 

2. Developing section goals which facilitate the achievement of agency goals 

3. Development and implementation of general and special law enforcement programs 

within the Division 

4. Development, preparation and execution of the section budget, including the 

management of confidential funds 

5. Ensuring that division personnel comply with established policies, procedures and 

rules of the agency 

6. Reporting monthly to the bureau commander on the activities of the division, to 

include the type and number of arrests, seizures, major case status and fiscal 

accounting of section funds 

Unit supervisors are responsible for individual assignments, direction and control of personnel 

under their command to insure the proper performance of duties and the adherence to 

established rule, regulations, policies, and procedures.  Unit supervisors will be responsible for 
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case assignments to investigative personnel; for the direct supervision over case investigations 

and communication between the various investigative units.   

II FUNCTION 

The reduction of crime through law enforcement action depends in a large part on the 
success of the criminal investigation process, which should identify and cause the arrest and 
conviction of the perpetrator of crimes and recover stolen property. 
 
The victim(s) or complainant(s) will be contacted as soon as possible by the investigator to 
whom the case is assigned.  Also, a second contact will be made before an investigation is 
moved to inactive status.  The contact may be made in writing, in person or by telephone and 
the contact will be recorded in the investigative summary. 

 
A. TRAINING 

 
As soon as possible following assignment to the Criminal Investigation Division, personnel 
will attend the Georgia P.O.S.T. eighty (80) hour course on criminal investigations.   

 
B. WEAPONS 
 
Investigators will be required to carry their issued firearm and handcuffs whenever on-duty 
unless prior supervisor approval is given.  Investigators will also carry their issued portable 
radios when away from the office or vehicle unless the nature of the investigation requires it 
not be carried and it is approved by a supervisor. 
 
C. CELL PHONES 
 
While on-duty or on-call, investigators are required to carry their assigned cell phones at all 
times and will respond accordingly. 
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I CIVIL PROCESS UNIT 

Civil Process shall be served by the Sheriff or his deputy of the county where the civil action 
is brought or where the defendant is found or a court appointed Special Agent to Serve 
Process as outlined in 5-1.2(C). (O.C.G.A. § 9-11-4(c)). The execution of orders for civil 
arrest or writs requiring the seizure of real or personal property will be performed by sworn 
and Georgia POST-certified deputy sheriffs. Service must be made by deputies who are 
disinterested parties in the suit and must be made in writing to the defendant. Verbal service 
is not allowed. Service of civil process shall be made as prescribed by the appropriate 
Georgia statute. In any situation where the requirements or procedures for service are not 
prescribed by law, or in situations where the legal provisions are not clear, or when problems 
in service arise, the issuing court shall be contacted in order to prescribe the method of 
service. 
 
When specified in the civil process, deputies or court appointed Special Agents to Serve    
Process shall make proof of service within the time during which the person served must 
respond to the process by completing the affidavit or certificate (O.C.G.A. § 9-11-4(h)). 
 
The service of civil process shall be the primary responsibility of agency personnel assigned to 
the Civil Process Unit.  All process shall be served in compliance with current state law. 
 
The Civil Process Unit will be supervised by a sergeant who shall answer directly to the Court 
Section commander.  The unit supervisor shall ensure that all personnel assigned to the unit are 
properly trained and current in their knowledge of service of legal process. 
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I    MISSION STATEMENT 

The mission of the Forsyth County Sheriff’s Office Citizens Helping In Policing Unit (hereinafter 
referred to as CHIP) is to improve the quality of life for Forsyth County residents and visitors by 
providing a visible presence and by observing/reporting suspicious activities. This mission is 
accomplished through a collaborative partnership with the residents of Forsyth County and the 
Forsyth County Sheriff’s Office. 
 
A. DEFINITIONS: 

CHIP – Citizens Helping In Policing 

CHIP Team Leader - CHIP Member appointed by the CHIP Coordinator to oversee of a group of   

CHIP members 

CHIP Coordinator - Sworn Sheriff’s Office employee tasked with supervision of the CHIP Unit 

Radio –Forsyth County Communications Center                                            

B. MEMBER CODE OF CONDUCT 

The Forsyth County Sheriff’s Office requires all CHIP members to subscribe to its ethical code 

of conduct, mission statement, values and guiding principles set forth in GO 2-1 Office of the 

Sheriff. Members shall act in a reasonable, considerate and professional manner toward fellow 

members, agency personnel and the public at all times. 

C. CHAIN OF COMMAND 

It is very important to maintain chain of command in all matters and operations. The Sheriff is 

the final authority on all matters regarding operational policy, procedure and members. 

A Forsyth County Sheriff’s Office CHIP Coordinator will manage the program and act as a 

liaison between CHIP, agency personnel and the Sheriff.  
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D. PERSONNEL / CONDUCT 

CHIP members shall maintain a professional image at all times. Good common sense and 

sound judgment are paramount. Physical confrontation must be avoided unless in the defense 

of self or others. Remember, our goal is to observe and report. 

E. LIMITS OF AUTHORITY 

An appropriate identification card will be issued to each CHIP member. The card shall not be 

displayed for unofficial purposes. Members are not to hold themselves out as law enforcement 

officials. They are not sworn deputies and do not possess the powers of arrest. 

 

F. CONDITIONS OF SERVICE 

 

Members are not employees of Forsyth County or the Forsyth County Sheriff’s Office and 

possess no employment rights. 

 

G. WEAPONS 

NO WEAPONS ARE AUTHORIZED for use by any member of the program while on duty. 

No member, while performing any duty as a CHIP member, shall carry or display a firearm or 

firearm holster that may cause a citizen to assume or conclude that the member may be armed.  

Any member of the program that is found in possession of a weapon (as defined in O.C.GA   

16-11) while in uniform or on patrol will be terminated from the program. (Note: This does not 

preclude a member from possessing a legal pocket knife while on duty.) 

H. DRUGS / ALCOHOL 

CHIP members are prohibited from consuming or being under the influence of any alcoholic 

beverage while duty or in uniform.  Prescribed medications that cause drowsiness or in any way 

hamper the member’s safe performance of duty will not be used while in a duty status. 

I. CONFIDENTIALITY 

Members shall not use or divulge any information or records derived from any law enforcement 

source without prior approval from the Forsyth County Sheriff’s Office.  All members shall 

maintain a current GCIC Awareness Training status. 

J. PUBLIC RELATIONS 

Members must maintain proper relations with the public while performing their duties. All 

inquiries from the press should be referred to the Forsyth County Sheriff’s Office Public 

Information Officer (PIO), a deputy or a supervisor at the scene of an incident.   
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K. REPORT of ARREST 

Any member who is arrested for any crime shall submit ALL information regarding the details of 

the incident in writing to the CHIP Coordinator within 24 hours.   

L. DAMAGE to PROPERTY 

All damage to or loss of property shall be reported to the CHIP Coordinator or Team Leader 

prior to the end of the CHIP members shift.  

 

In the event that county vehicles, equipment or property are found bearing evidence of damage 

which has not been reported, it shall be prima facie evidence that the last person using the 

property or vehicle was responsible. Additionally, members shall return all equipment owned by 

the agency when they resign, or otherwise leave the agency, and shall return any equipment 

when ordered to do so 

because of suspension or other absence from work. 

 

M. Responsibilities 

Individual member responsibilities include, but are not limited to, the following:  

1. Proper execution of all assigned duties. 

2. Professional community relations and self-discipline.  

3. Adherence to rules, regulations, and policies of the agency;  

4. Reporting through the chain of command any development that may affect the 

agency and its operations or the general public. 

5. Proper care, control, and use of any departmental resources, equipment, materials 

or supplies. 

6. Proper use of the radio and radio procedures 

 
N. QUALIFICATIONS 

 

Each applicant for the CHIP Unit must possess the following credentials: 

 

1. Be a United States citizen or legal resident; 

2. Maintain a valid Georgia driver’s license; 

3. Satisfactory completion of the FCSO CERT and/or CLEA classes; 

4. No excessive traffic citations in the last three years; AND 

5. Be 21 years of age and live or work in Forsyth County  
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Applicants who submit the proper credentials listed above must then: 

1. Submit to a background check, including fingerprint submission; 

2. Submit to a Driver’s History Report every two years; 

3. Successfully complete an interview with selected members of CHIP; 

4. Successfully complete the CHIP Training; 

5. Be able to physically perform the assigned tasks without endangering others; 

6. Complete an average of at least 10 hours of service time each month or 120 hours 

per year; AND 

7. Meet other requirements at the discretion of the Sheriff’s Office Command Staff.  

 

O. ORDERS / LAWFULNESS / INSUBORDINATION 

An order is an instruction, written or verbal, issued by a sworn deputy, CHIP team leader or 

Command Staff member. All members of the program shall obey lawful orders promptly and 

willingly. 

The failure, or a deliberate refusal, of any member to obey an order shall be deemed 

insubordinate. If a member is given an order which they deem unethical, they will bring this 

immediately to the attention of the CHIP Coordinator. 

All members of the program shall refrain from public criticism or comment about the agency or 

orders they have received. 

P. DISCIPLINARY PROCEDURES & SEPERATION FROM SERVICE 

The Forsyth County Sheriff’s Office has developed this manual to outline the program 

operations as well as the expectations of its members. These expectations are reasonable and 

explained to each member. 

Member shall read and understand all General Orders, Standard Operating Procedures, rules 

and regulations of the agency. 

Members of the program may be disciplined ranging from verbal counseling through dismissal 

for violation(s) of a policy, procedure or rule.  

Members of the program serve at the pleasure of the Sheriff. Members can be dismissed with or 

without cause. Should a member resign or be dropped from the program, he/she will return all 

issued property within ten days. 

Q. LEAVE OF ABSENCE / REINSTATEMENT 

Any member of the program may request a leave of absence from the program provided they 

are in good standing at the time of the request.  The request should be made to the CHIP 
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Coordinator.  Upon being granted a leave of absence, all identification and access cards shall 

be returned to the CHIP Coordinator. 

Upon reinstatement, the CHIP member must be able to demonstrate the ability to perform all 

tasks required by the position. 

R. TRAINING / SELECTION 

The Forsyth County Sheriff’s Office will provide training and guidance for CHIPS members.  

The training will include an overview of Forsyth County Sheriff’s Office policy, procedures and 

the goals of the program. Update or refresher training will be provided periodically.   

 

New members will receive the following training: 

1. A minimum thirty (30) hour classroom training program. 

2. A minimum of three (3) ride-a-longs with a CHIP Training Mentor or approved 

member(s).  

3. A successful evaluation by the Forsyth County Sheriff’s Office CHIP Coordinator or 

designee. 

 

II DUTIES OF CHIP MEMBERS 

A. PATROL DUTIES: 

1. While on duty or representing the program, members will be properly attired. 

2. Members are not to engage in activities while on duty that exceed their authority. 

3. Members are to obey all laws. 

4. Members will be in possession of a valid Georgia Driver's License.      

5. While on patrol, members will keep the dispatcher apprised of any suspicious 

circumstances or unusual circumstances and their location. 

6. CHIP members are not authorized to transport citizens unless approved by a 

watch commander. The CHIP member will notify dispatch to have a deputy 

respond to the location for the transport. If the situation dictates immediate 

transportation for safety reasons, the CHIP member may transport the citizen to 

the closest safe location. Prior to transport, the CHIP member will advise dispatch 

of the number of persons being transported, adult or child, genders, destination, 

and current vehicle mileage. Upon reaching the destination, the CHIP member will 

advise dispatch of their arrival and the ending vehicle mileage.  

7. Two (2) CHIP members must be in patrol vehicles when on duty. One member 

patrols, while rare, may be approved by the CHIP Coordinator or Team Leader for 

special details or assignments. 

8. Members must be familiar with CHIP program policies and procedures. 

9. Members conducting patrol shall accurately maintain a patrol log. (Daily Activity 

Report) 
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B. VEHICLES OPERATIONS 

1. Safety belts will be worn at all times while the vehicle is in motion. 

2. Patrol vehicles will be locked at all times when not in use. 

3. Patrol vehicles shall not be operated off paved roadways unless for special 

assignment or function. 

4. All rules of the road will be adhered to at all times. At no time will a member 

commit an intentional traffic infraction in an effort to observe or report any criminal 

offense. 

5. Patrol vehicles will not be used for any purpose other than normally assigned 

duties such as patrol, unless the CHIP Coordinator grants permission for a 

different use. 

6. No statements relating to an accident shall be made in the presence of persons 

involved in the accident, witnesses, the news media, or other citizens. The 

information should be given to the on scene supervisor and/or traffic officer 

investigating the accident. 

7. Members will not operate the overhead light bar of the patrol unit as an 

"emergency warning device" while responding to or from a call or traffic collision 

scene. All members acknowledge that the yellow lights do not require any vehicle 

to yield the right of way to the patrol unit. The light bar will only be activated while 

the patrol unit is stationary or needed to provide safety (or during business checks 

through parking lots) and only when a caution warning is necessary for public 

safety pertaining to patrol. Good sound judgment must always be used. 

 

C. DOCUMENTS DEFINED  

All documents are deemed to be official records and are the sole property of the Forsyth County 

Sheriff’s Office. Documents are defined as any form, report, memo, citation or computer files, 

whether they are completed or not. A document does not have to be on official letterhead or 

carry an official title to be an official record. 

D. UNIFORM / DRESS & PERSONAL APPEARANCE 

Members who are on Patrol must wear the designated uniform - no exceptions.   All members 

are responsible for the proper care and maintenance of uniform and assigned equipment. 

Uniforms shall remain clean, pressed and provide a professional appearance. 

The manner of dress and grooming of CHIP members is an outward reflection of their personal 

pride, morale values and self-respect.  Accordingly, CHIP members should always strive to 

present the highest possible standard of appearance. 
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It is the responsibility of all Team Leaders to insure through personal observation and daily 

inspections that Chip members comply with all policies and the appearance of all members 

reflects favorably upon the agency. 

E. IDENTIFICATION 

Identification cards are the sole property of the Forsyth County Sheriff’s Office and shall be 

returned to the CHIP Coordinator upon his request, leave of absence, or upon the resignation or 

dismissal of the member from the program. CHIP members shall possess a valid identification 

card when on duty. Members shall provide identification when requested by a citizen. 

Members shall not identify themselves as deputies or employees of Forsyth County Sheriff’s 

Office. Misuse of any agency equipment, materials or logos in a manner that may imply law 

enforcement officer status will result in termination from the program. 

F. TIME ACCOUNTING 

CHIP Members are responsible to enter their times of service and patrol reports on a timely 

basis.  

G. RIDE-A-LONG PROGRAM 

Chip members in good standing may ride along with a deputy. Members must complete and 

submit the required waiver to the CHIP Coordinator. Members shall be dressed appropriately in 

a CHIP uniform during the ride-a-long.                                                                                                          

H. CITIZEN COMPLAINTS 

Any person may file a complaint. Citizens filing a complaint may remain anonymous. A member 

who receives a complaint from the public shall advise the CHIP Coordinator of the complaint 

and the details surrounding the complaint. 

I. PUBLIC PRESENTATIONS 

The CHIP Coordinator may authorize CHIP members to make public presentations or give 

interviews when the presentation is regarding the scope or aspects of the member program or 

when addressing specific operations of the program. Members making public appearances shall 

refrain from releasing information, reports, photographs or other material regarding operation of 

the agency or program, which is not public information. 

A CHIP member shall not attend meetings officially representing the program without first 

securing permission from the CHIP Coordinator a command staff member or the Sheriff. 

A public appearance should be made in the Citizen Helping in Policing uniform unless otherwise 

directed or approved. Some situation may dictate the public appearance be made in 

professional business attire. The discretion of type of attire shall be based on the type of 

presentation, audience and the reason for the appearance. 
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J. MEETINGS 

The CHIP Coordinator or his designee shall preside over all CHIP meetings and be responsible 

for the administration of all business. 
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NEDBR@AMDBMQIHDPQFABFPDGuBPIvBR@AwBPBxHAIRMEQBKMvAuByz@PRBMIBOEH83aV<<];3X̂a;qp3983
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JIOBA>4J?9J=?@KL4@D=K4ED:BB4O=4:I@D9?Â=;4AMM=;A:@=BK4@94>:IE=4@D:@4M9@9?4G=DA>B=4
@94O=4AMJ9I<;=;4ND=<4EI>D4M9@9?4G=DA>B=4J9E=E4:4@D?=:@4@94JIOBA>4D=:B@D49?4
JIOBA>4E:6=@K344̀DAE4ED:BB4O=4;9<=4JI?EI:<@4@9453R3S3T34UVW7117234

44
444444FD=<=G=?4:4;=JI@K46A<;E4:4M9@9?4G=DA>B=4NDA>D4D:E4O==<4:O:<;9<=;49?4B=6@4
I<:@@=<;=;49<4:4>9<@?9BB=;4:>>=EE4DAHDN:K4dST34VWWg4:<;4EI>D4G=DA>B=4AE4<9@4:4
@D?=:@4@94JIOBA>4D=:B@D49?4E:6=@KL4@D=4G=DA>B=4M:K49<BK4O=4AMJ9I<;=;4:6@=?4:4J=?A9;4
964bV4D9I?E4D:E4=hJA?=;345<>=4:<4:O:<;9<=;49?4I<:@@=<;=;4G=DA>B=4d@D:@4AE4<9@4:4
D:̂:?;g4D:E4O==<4A;=<@A6A=;4OK4:4B:N4=<69?>=M=<@4;=JI@KL4@D=4;=JI@K4ED9IB;4
AMM=;A:@=BK4i?=;4@:Hi4@D=4G=DA>B=4:<;4@D=4bV7D9I?4J=?A9;4ED:BB4O=HA<4:@4@D:@4@AM=344
D̀AE4ED:BB4O=4;9<=4JI?EI:<@4@9453R3S3T34UVW7a7bWa34

4
444444FD=<=G=?4:4;=JI@K46A<;E4:4M9@9?4G=DA>B=4NDA>D4D:E4O==<4:O:<;9<=;49?4B=6@4
I<:@@=<;=;49<4:<K4JIOBA>4E@?==@L4?9:;L4DAHDN:K49?49@D=?4JIOBA>4J?9J=?@K4d9@D=?4
@D:<4ST34VWWg4:<;4@D=4M9@9?4G=DA>B=4;9=E4<9@4J9E=4:4@D?=:@4@94JIOBA>4D=:B@D49?4



��������������																																																																																																			
�����������������������������

���� �!"�#$%&&'(�)*'+	 	 	 ,-	./	,0	

	

123456785948:4;<568=<1582>>?@828;4AB?:8?38258>421583BC48DEF8:26185?84G;BA48H43?A48
I2<1BJK81<I98=?5?A8C49BI>485?8H48B=;?<J:4:L88M9483BC4N:268;4AB?:819?<>:8H4KBJ8
?JI485948C49BI>489218H44J8I94IO4:L88PJ859B181B5<25B?J785948:4;<568=<158A421?J2H>68
H4>B4C48592585948;4A1?J8@9?8>43581<I98=?5?A8C49BI>48<J2554J:4:8:?418J?58BJ54J:85?8
A45<AJ82J:8A4=?C485948C49BI>4L8M9B18192>>8H48:?J48;<A1<2J585?8QLRLSLTL8UVWNXXNYL8

8
88888QJI4828:4IB1B?J89218H44J8=2:48H6828:4;<5685?8B=;?<J:828C49BI>48;<A1<2J585?859B18
14I5B?J785948:4;<568=<158BJI><:48;4A5BJ4J58BJ3?A=25B?J8BJ85948A4;?A582J:8BJI><:48
5948152548>2@8?A8>?I2>8?A:BJ2JI48A4>B4:8?J83?A85948B=;?<J:782J:8B385948C49BI>4892:8
H44J8;A4CB?<1>68ZA4:852KK4:Z82J:85948:2548?385948Z52KKBJKLZ8P=;?<J:8A4;?A518@B>>8
I?J1B158?383B>>BJK8BJ82>>8?385948BJ3?A=25B?J8I?J52BJ4:8?J85948H2IO8?3859481<;;>4=4J52>8
BJIB:4J58A4;?A582J:8@B>>8H482II?=;2JB4:8H685948B=;?<J:8A4I4B;58;A?CB:4:8H685948
@A4IO4A814ACBI4L8

8
RL8[ABC2548[A?;4A568
8
TH2J:?J4:8C49BI>418192>>8J?58H48B=;?<J:4:83A?=8;ABC2548;A?;4A568<J>411\888888

8 8
XF8M948C49BI>48B18@2J54:8BJ8I?JJ4I5B?J8@B59828IAB=4]8
F̂8_=4AK4JI68R?J:B5B?J18N85948C49BI>48I?J15B5<54182J8B==4:B2548:2JK4A85?8
>B3482J:8̀8?A8;A?;4A56L8

YF8a<JO4:8b?5?A8c49BI>418N8defghijklegimhnlfiogpfgqrigsrijtuuvkgwuutxigljg
y?A16598R?<J5685?8A4=?C48z<JO4:8C49BI>418I?J15B5<5BJK828J<B12JI4892185948
ABK9585?84J54A8;ABC2548;A?;4A5685?8A4=?C4828z<JO4:8=?5?A8C49BI>4L8

8
XEL8{ABCBJK8@B59828|<1;4J:4:8}BI4J148
8
M948:4;<56819?<>:8I94IO859A?<K985948~XX8R?==<JBI25B?J18R4J54A8H68J2=482J:8:2548
?38HBA5978?A8:ABC4A�18>BI4J148̀81?IB2>814I<AB568J<=H4A83?A85948I<AA4J581525<18?38:ABCBJK8
;ABCB>4K41L88P385948CB?>25?A8921828C2>B:8>BI4J14785948:4;<56�182I5B?J1819?<>:8H48:BI5254:8
H685948BJB5B2>8CB?>25B?J8?A8I?J52I5L8

8
P385948:ABC4A8:?418J?5892C4828C2>B:8:ABC4A�18>BI4J14859A?<K98SRPR8̀8�RPR8?JN>BJ48
A4I?A:1785948:4;<56819?<>:8:454A=BJ48B385948CB?>25?A8@2184C4A8B11<4:828>BI4J14859A?<K98
59B18152548?A89B18152548?38A41B:4JI6L88P38B58I2J8H48:454A=BJ4:8J?8>BI4J148@2184C4A8
B11<4:785948:4;<56819?<>:8IB5483?A8J?8:ABC4A�18>BI4J1482J:85948:ABC4A819?<>:8H48
2AA4154:L8
8
P385948CB?>25?A8@218B11<4:828>BI4J148BJ859B18152548?A89B18152548?38A41B:4JI482J:85948
CB?>25?A�18:ABCBJK8;ABCB>4K41892C48H44J8A4C?O4:8?A81<1;4J:4:785948:4;<56819?<>:8IB548
3?A8J?8:ABC4A�18>BI4J148?A8:ABCBJK8<J:4A81<1;4J1B?J82J:85948:ABC4A819?<>:8H482AA4154:L8
8
PJ84B594A8I214782AA2JK4=4J51819?<>:8H48=2:483?A85948C49BI>48D4LKL782J?594A8>BI4J14:8
:ABC4A8BJ85948C49BI>478?A81?=4?J48@9?8I2J8;BIO85948C49BI>48<;FL88M948C49BI>48J44:8J?58
H485?@4:8B38B58B18>4K2>>682J:81234>68;2AO4:8?A8?J8;ABC2548;A?;4A56L8
8
P38594A48B18:?<H582H?<585948I?AA4I581525<18?3828>BI4J1481<1;4J1B?J82J:8C4AB3BI25B?J8?38
I?<A582I5B?J8I2JJ?58H48K2BJ4:8@B59BJ82819?A58;4AB?:8?385B=4785948:4;<56819?<>:8A4>42148
5948:ABC4A8<J5B>8C4AB3BI25B?J8H6854>456;48B18K2BJ4:L88T8IB525B?J8I2J8594J8H48B11<4:8@94J8
I?J3BA=25B?J8?385948>BI4J1481<1;4J1B?J8B18A4I4BC4:L8



��������������																																																																																																			
�����������������������������

���� �!"�#$%&&'(�)*'+	 	 	 ,-	./	,0	

	

1
1
234 567889:4:95759;<=>47662=5462?;65=47<@4=A??B2C2<57B462?;65=4
1
DEF1GHHIJKLF1MN1J1OPJNNGL1LGOJOGMK1GH1JQQRGLJSRF1GK1OEF1TJUMPGOV1MN1LJHFH1NMP1JRR1OPJNNGL1WGMRJOMPHX11
YO1OEF1OGTF1J1TMOMPGHO1GH1LEJPZF[1\GOE1J1WGMRJOGMK]1OEF1GHHIGKZ1[FQIOV1\GRR1KMOF1MK1OEF1LGOJOGMK1
GKNMPTJOGMK1PFRJOGWF1OM1OEF1HQFLGNGL1LEJPZF]1OM1GKLRI[F̂1
1
_X1YHHGZKGKZ1J1LMIPO1[JOF1FWFK1\EFK1OEF1LGOJOGMK1GH1FRGZGSRF1NMP1QJVTFKO]1GK1MP[FP1OM1JRRM\1
OEJO1QFPHMK1OM1LMKOFHO1OEF1LGOJOGMKX11DEF1GHHIGKZ1[FQIOV1HEJRR1J[WGHF1OEF1WGMRJOMP1OEJO1
OEF1LGOJOGMK1TIHO1FGOEFP1SF1QJG[1SV1OEF1[JOF1MK1OEF1LGOJOGMK1MP1OEF1HISUFLO1TIHO1JQQFJP1
GK1LMIPO1MK1OEJO1[JOF1̀JK1FaLFQOGMK1OM1OEGH1HOFQ1GH1KMOF[1NMP1UIWFKGRFHb1J1LMIPO1[JOF1GH1
cdefghhijcklfmnfeokfpokqirrshftNNGLFb1GO1\GRR1SF1[FOFPTGKF[1SV1OEF1uMPHVOE1vMIKOV1
wIWFKGRF1vMIPOxb1

1
yX1YK1GK[GLJOGMK1MK1OEF1PFWFPHF1HG[F1MN1OEF1WGMRJOMPzH1LMQV1MN1OEF1LGOJOGMK1OEJO1HOJOFH1
\EFOEFP1MP1KMO1OEF1LGOJOGMK1GH1FRGZGSRF1NMP1QJVTFKO]1MP1GN1J1LMIPO1JQQFJPJKLF1GH1
TJK[JOMPVb1JK[1

1
yX1tOEFP1GKNMPTJOGMK1PFRJOGWF1OM1QPMLFHHGKZ1OEF1LGOJOGMK1̀HILE1JH1J[[PFHH1JK[1OFRFQEMKF1
KITSFP1MN1OEF1vRFP{1MN1vMIPOH]1HQFLGJR1GKHOPILOGMKH1NMP1UIWFKGRFH]1FOLXx1GH1QPMWG[F[1MK1
OEF1LGOJOGMK]1JK[1\GRR1SF1QPMWG[F[1OM1OEF1WGMRJOMP1JO1OEF1OGTF1OEF1LGOJOGMK1GH1GHHIF[X1
1

|JPKGKZ1LGOJOGMKH1TJV1SF1GHHIF[1OM1WGMRJOMPH1MK1OEF1HOJK[JP[1|JPKGKZ1vGOJOGMK1NMPT1NMP1TGKMP1
OPJNNGL1WGMRJOGMKHX1DEF1[FQIOV1HEJRR1GHHIF1J1LMQV1OM1OEF1WGMRJOMP1JK[1PFOJGK1OEF1JZFKLV1LMQV1NMP1
EGH1PFLMP[HX11
1

}FQMPOH1SV1IKGNMPT1QFPHMKKFR1\GRR1SF1LMTQRFOF[1JK[1HISTGOOF[1OM1J1HIQFPWGHMP1SV1OEF1FK[1MN1
EGH1HEGNO]1IKRFHH1QPGMP1JQQPMWJR1EJH1SFFK1ZPJKOF[X1
1
DEF1HIQFPWGHMP1\GRR1LEFL{1FJLE1PFQMPO1NMP1JLLIPJLV]1LMTQRFOFKFHH1JK[1RFZGSGRGOVX11YNOFP1FJLE1
PFQMPO1EJH1SFFK1PFJ[1JK[1LEFL{F[1SV1OEF1HIQFPWGHMP]1EF1\GRR1HGZK1EGH1KJTF1OM1GO1GK1OEF1QPMQFP1
HFLOGMK]1GK[GLJOGKZ1OEJO1OEF1PFQMPO1EJH1SFFK1JQQPMWF[X11YQQPMWF[1PFQMPOH1\GRR1SF1NMP\JP[F[1OM1
OEF1}FLMP[H1~KGOX11DPJNNGL1LGOJOGMKH1\GRR1SF1JRHM1NMP\JP[F[1JK[1[GHOPGSIOF[1JH1GK[GLJOF[1GK1OEF1
}FLMP[H1QMRGLV1[GPFLOGWFX1
1
}FQMPOH1\GRR1SF1QPGKOF[1RFZGSRV1GK1SRJL{1GK{1MP1OVQF[X1
1

1

1

1

834 62�A2=5=48;6462�2�7C9<759;<4;84@69�26=4
1
YKV1[FQIOV1EJWGKZ1PFJHMK1OM1SFRGFWF1OEJO1J1QFPHMK1GH1KMO1QEVHGLJRRV1MP1TFKOJRRV1JSRF1OM1HJNFRV1
d�kqgekfgf�dedqf�koi��kfhod��lf�g�kfcdei�kfedfeokf�qi�kqshf�i�kchkf�l�ihdqnf�dgqlf
t̀XvX�XYX1��������LxX11Y1����y��1NMPT1̀}F�IFHO1NMP1�PGWFP1}FWGF\x1HEMIR[1SF1LMTQRFOF[1GK1
iehfkceiqken�fcdeicjfeokflqi�kqshficrdq�geidc�fqkghdc�h�frMP1OEF1PF�IFHO]1OPJNNGL1WGMRJOGMKH1
dmhkq�kl�flk��enshficrdq�geidc�flk��enshfhijcge�qk�fgclflgek�ff�rfeokflqi�kqf�ghfic�d��klficfgf
OPJNNGL1JLLG[FKO]1JOOJLE1J1LMQV1MN1OEF1PFQMPOX111



��������������																																																																																																			
�����������������������������

���� �!"�#$%&&'(�)*'+	 	 	 ,-	./	,0	

	

111111
234516718391:6;<5=>=?17=@A=B>B1>6C1
11111111111

D=67E431F=<37>;=G>1681F74H=71I=7H4:=B1
:J612=?4:351K=H4=L1MG4>1
NOPO1Q691RSTTU1
V6GW=7BX1DY1ZSS[Z1
1
\391>6C1UUS]ZTT]Ẑ_̀1111111
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G
xFGGTIOPPGHSTOGG

G
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faŶcdGi\XeGXeYGXgX̀aGfnd\̂YddG̀ ĉGhZgWYdd\ĝ àG\p̀ _YGhZYdŶXYcFGGHagXe\̂_GdegnacG
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GENERAL ORDER                                                                                                    Forsyth County Sheriff’s Office 

GO 3-3.6 Major Crimes Section   1 

 

             

             

 
 
I CRIMES AGAINST PERSONS 
 
The Major Crimes Section will consist of The Special Victims Unit, Computer Crimes Unit, 
Sex Offender Registry Enforcement Unit, Crime Scene Investigations Unit, and the Victim 
Advocate Unit.   
 
A. SPECIAL VICTIMS UNIT 

 
The Special Victims Unit will investigate homicides, all other death investigations, (excluding 
traffic fatalities), assault, terroristic threats and stalking, domestic violence, elder abuse, 
robbery, kidnapping, missing persons, runaway juveniles, rape and other sex offenses to 
include offenses against children. 
 
B.   COMPUTER CRIMES UNIT 
 
The Computer Crimes Unit will investigate computer related crimes, aid in the investigation of 
all crimes associated with computers, and collect evidence in accordance with agency policy 
and procedure.    
 
C. SEX OFFENDER REGISTRY ENFORCEMENT UNIT  
 
The Sex Offender Registry Enforcement Unit will be responsible for the registration and 
tracking of registered sex offenders who live or work within the county jurisdiction.   The Unit 
will ensure agency compliance with statutory requirements set forth under O.C.G.A. 42-1-12, 
and will also ensure compliance of the stated statutes by offenders.    
 
D. INTERNET CRIMES AGAINST CHILDREN 
 
The Forsyth County Sheriff’s Office ICAC Unit’s primary responsibility is to work cases involving 

technology-facilitated sexual exploitation and Internet crimes against children. The Unit works in 

conjunction with the Georgia Bureau of Investigations ICAC Task Force as a Member Agency. 

The Unit will follow the ICAC Program Operational and Investigative Standards set forth by the 

Department of Justice and the Sheriff’s Office standards set forth below. 

  

  

GENERAL ORDER:  3-3.6 MAJOR CRIMES 
SECTION 

Rescinds/Amends:  GO 3-7 

Effective Date: November 27, 2017 

Committee Review - Date: November 2017 

Related Procedure(s): SOP 3-3.500 

Authorized by:  Sheriff Ron H. Freeman 

 



GENERAL ORDER                                                                                                    Forsyth County Sheriff’s Office 

GO 3-3.6 Major Crimes Section   2 

 

1. Selection and Retention of ICAC Task Force Member 

 
a. During the selection process of members, supervisors shall evaluate prospective 

candidates for work histories that indicate prior investigative experience, 

courtroom testimony skills, technical knowledge and ability, an ability to prudently 

handle sensitive information, a genuine interest in the protection of children, and 

an understanding of the effects that members may experience when exposed to 

images. 

 
b. Supervisors shall acknowledge the potential effects of investigations and 

exposure to images. 

 
c. Once either the Supervisor or Task Force member is reassigned, all access to 

the secured files will be withdrawn. All passwords and security phrases will be 

immediately updated with the assignment of any new member or supervisor. 
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GENERAL ORDER                                                                                                    Forsyth County Sheriff’s Office 

GO 3-3.7 Property Crimes Section   1 

 

             

             

 
 
I CRIMES AGAINST PROPERTY   
 
The Property Crimes Section will consist of the General Investigations Unit, Auto Theft 
Unit and the White Collar Crime Unit.  The unit will investigate crimes including but not 
limited to: Burglary; Larceny; Criminal Trespass and Criminal Damage to Property; Auto 
Theft; Forgery; Financial Transaction Card Theft/Fraud; Identity Fraud, Prescription 
Fraud, and Embezzlement.  The unit will be responsible for maintaining the pawn shop 
registry. 

 
A. GENERAL INVESTIGATIONS UNIT 

 
The General Investigations Unit will investigate the crimes of Burglary, Larceny, Criminal 
Trespass, Criminal Damage to Property and other Part I and Part II crimes as determined 
by the unit commander.   

 
B. AUTO THEFT UNIT 

 
The Auto Theft Unit will be responsible for the investigation of vehicle thefts and 
recoveries.  Investigations will include both on and off-road vehicles, trailers, boats and 
other conveyances.  Responsibilities may also include investigation of the registration 
and licensing of vehicles, certificates of titles, and the identification of vehicles and 
vehicle parts. 

 
C. WHITE COLLAR CRIME UNIT 

 
      The White Collar Crime Unit will investigate all crimes defined as Forgery and Fraudulent                                                                                                                           

      Practices in O.C.G.A. Title 16 Chapter 9, including, but not limited to: Forgery, Financial 
      Transaction Card Theft and Fraud, Deposit Account Fraud, Identity Fraud, Residential  
      Mortgage Fraud, and Prescription Fraud.       
 

 

 

  

  

GENERAL ORDER:  3-3.7 PROPERTY CRIMES 
SECTION 

Rescinds/Amends:  GO 

Effective Date: November 27, 2017 

Committee Review - Date: November 2017 

Related Procedure(s): SOP 3-3.500 

Authorized by:  Sheriff Ron H. Freeman 
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}��]̂ _̀p̀]h_̀]magfpc[hmfa]w[l]fvh[màn�]]
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[



��������������																																																																																																			
����������������������� ���!��

"#$%&%'($)*+,-./,0$1*02$3-+,4	 	 	 	5	67	89	

	

:
;<:=>?>@?AB>:CDE:FGD>H:ICJ>KLCMEADK:

:
NO>:E>?>@?AB>:CDE:?O>:PGD>H:PLQ?:R>:SMG?>@?>E:C?:CTT:?AP>Q<::UCL?AGD:QOCTT:R>:
>V>M@AQ>E:AJ:?O>:E>CT>M:AQ:ADQAQ?>D?:CRGL?:Q>??ADK:LS:?O>:QOGW:GJ:PGD>H:LDE>M:
@GDEA?AGDQ:@GDEL@AB>:?G:C:MASXGJJ<:UCL?AGD:QOCTT:CTQG:R>:>V>M@AQ>E:AJ:?O>:QLQS>@?YQZ:
CKM>>Q:?G:@GDEA?AGDQ:WOA@O:CM>:@T>CMTH:EAQCEBCD?CK>GLQ:?G:?O>PQ>TB>Q<::[J:C?:CTT:
SGQQART>\:?O>:E>?>@?AB>:QOGLTE:@GD?MGT:?O>:>DBAMGDP>D?<:

:
]<:̂ GEH:̂LKQ:
:
::::::_O>D:QCJ>?H:S>MPA?Q\:?O>:E>?>@?AB>:QOCTT:R>:>̀LASS>E:WA?O:C:RGEH:RLK:GM:?MCDQPA??ADK:
E>BA@>:CDE:PGDA?GM>E:ELMADK:CTT:LDE>M@GB>M:GS>MC?AGDQ<::NO>:E>@AQAGD:?G:DG?:W>CM:C:
RGEH:RLK:QOCTT:E>S>DE:GD:DLP>MGLQ:JC@?GMQ:CDE:QOCTT:R>:CSSMGB>E:RH:?O>:aCM@G?A@Q:
NCQbJGM@>:UGPPCDE>M:GM:cQQAQ?CD?:UGPPCDE>M:GM:AD:OAQ:CRQ>D@>\:?O>:QLS>MBAQGM<:

:
d<:e>@GMEADK:GJ:ULMM>D@H:I>MACT:aLPR>MQ:
:
:::::NO>:Q>MACT:DLPR>M:GJ:CTT:RATTQ:QOCTT:R>:M>@GME>E:GM:SOG?GX@GSA>E<:
:
f<:gG@C?AGD:hLAE>:JGM:IOGW:GJ:FGD>H:

:
::::::::::::[J:SGQQART>\:?O>:QOGW:GJ:PGD>H:QOCTT:?Cb>:STC@>:C?:C:TG@C?AGD:WA?O:?O>:JGTTGWADK::::::

@OCMC@?>MAQ?A@Qi:
:

j:gG@C?AGD:QOGLTE:R>:W>TT:TAKO?>E<:
j:UGB>M:S>MQGDD>T:QOGLTE:OCB>:M>CEH:C@@>QQ:?G:?O>:Q@>D>:CDE:C:BCD?CK>:SGAD?:JMGP:
WOA@O:?G:GRQ>MB><:

j:[?:QOGLTE:R>:SGQQART>:?G:RTG@b:?O>:QLQS>@?kQ:>Q@CS><:
j:NO>:ADBGTB>P>D?:GJ:LDbDGWADK:@A?Al>DQ:QOGLTE:R>:PADAPAl>E:WO>D:SGQQART><:
j:[J:C:PG?>T:MGGP:AQ:LQ>E\:A?:QOGLTE:@GDD>@?:WA?O:CD:CEmGADADK:MGGP:@GD?MGTT>E:RH:
@GB>M:S>MQGDD>T<:

:
n<:o?O>M:pMG?>@?AGD:F>?OGEQ:::

:
o?O>M:P>?OGEQ:?G:SMG?>@?:TCMK>:JTCQO:MGTTQ:AD@TLE>i:

:
j:qQADK:C:SA@?LM>:GJ:?O>:PGD>H\:SM>J>MCRTH:WA?O:C:EC?>XQ?CPS:?G:QOGW:?OC?:?O>:
SA@?LM>:WCQ:?Cb>D:?GECH:Y@>TTLTCMrQPCM?:SOGD>Z:
:

j:IOGW:GDTH:OCTJ\:>VSTCADADK:?O>:M>Q?:QOCTT:R>:SMGBAE>E:LSGD:@GPST>?AGD:GJ:?O>:E>CT<:
:
:
:
:
:
:



��������������																																																																																																			
����������������������� ���!��

"#$%&%'($)*+,-./,0$1*02$3-+,4	 	 	 	5	67	89	

	

:;<=>?@ABCD=?CAEF<GCH?BCI>?CAEF<=EG<>HJ<AK<H>BLJCMM=ENJ<
JO>CPQJE?R<STUVWUXYZ[\[Y]X̂_̀Xab[cXX

\[XdefWghUiXWjkeilWmhnXX

o[X=>?@ABCD=?CAERXmpXqrsa_otXauvrtwax_XỳozzX{aXvyabXqr_̀pv_X_̀aXtsrpsXottsp|ozX
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EGG>:@EDIGY<QIH@:KIGY<AIDH>OG<>T<>BICED@>FY<:C@A@FEK<H@GD>CVY<?IEB>FG<BC>T@:@IF:VY<>C<EFV<
>DHIC<BICD@FIFD<@FT>CAED@>F<?H@:H<GHEKK<ETTI:D<DHI<AEFFIC<>T<DHI<GMCQI@KKEF:I<EFO<IQIFDMEK<
BC>GI:MD@>F<GHEKK<JI<@OIFD@T@IO<EFO<EFEKVgIO;<<

�;<srq[se[vvav][cur<AEV<JI<>JDE@FIO<TC>A<DHI<U@GDC@:D<kDD>CFIVlG<mTT@:I<D><
OIDICA@FI<DHI<KILEK<CEA@T@:ED@>FG<@FQ>KQIO;<<

Z;<�[�asa[̀ ab[]a_cde[KK<BECD@:@BED@FL<BICG>FFIK<GH>MKO<JI<TEA@K@EC<?@DH<DHI<
FI@LHJ>CH>>O<EFO<LIFICEK<GMCC>MFO@FL<ECIE<>T<DHI<DECLID<D><@OIFD@TV<B>DIFD@EK<HEgECOG<>C<
OEFLIC>MG<ECIEG;<<
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:;<=><?:@ABCDE:@<CFGCH@G<IJFDEK<LH<AJH<?@HIHGCH<F><CJBEK@HG<:GK<BGGFCHGA<LMNIA:GKH@I;<
OJBI<LHCFPHI<HI?HCB:EEM<C@BABC:E<BG<@:BK<F?H@:ABFGI<QJH@H<AJH<DIH<F><>F@CH<LHCFPHI<
JBRJEM<EBSHEM;<<

L;<TEIFU<AJH<?@HIHGCH<F><?HAI<P:M<BGAH@>H@H<QBAJ<@:BK<F@<ID@VHBEE:GCH<F?H@:ABFGI<LM<
:EH@ABGR<?FAHGAB:E<IDI?HCAI<AF<AJH<?@HIHGCH<F><E:Q<HG>F@CHPHGA<F>>BCH@I;<<

C;<WD@VHBEE:GCH<:CABVBABHI<PDIA<LH<KHIBRGHK<AF<PBGBPBXH<AJH<@BISI<F><?@HP:AD@H<KHAHCABFG;<
Y:DABFG<PDIA<LH<RBVHG<AF<AJH<?FIIBLBEBAM<AJ:A<QJBEH<:AAHP?ABGR<AF<LHCFPH<>:PBEB:@<
QBAJ<AJH<A:@RHA<:@H:<AJ:A<AJH<IHCD@BAM<F><AJH<F?H@:ABFG<KFHI<GFA<LHCFPH<CFP?@FPBIHK;<
ZBSHQBIHU<H>>F@AI<AF<R:BG<BG>F@P:ABFG<LM<DIBGR<GFG<:RHGCM<IFD@CHI<IJFDEK<LH<:VFBKHKU<
B><:A<:EE<?FIIBLEH;<<

[;<\]̂ _̀ ab\c̀ de]_\f̂ gh_̂ i<>F@<AJH<I?HCB>BC<AM?H<PBIIBFG<GHHKI<AF<LH<KHVHEF?HK;<

:;<j:CJ<AM?H<F><CFVH@A<F?H@:ABFG<IJ:EE<@HkDB@H<KHA:BEHK<?@H?:@:ABFG<:GK<?E:GGBGR;<<

L;<W?HCB>BC<?H@IFGGHE<:IIBRGPHGAI<:GK<HkDB?PHGA<@HIFD@CHI<PDIA<LH<BKHGAB>BHK;<<

C;<lJHG<?FIIBLEHU<@HJH:@I:EI<IJFDEK<LH<CFGKDCAHK<LH>F@H<AJH<F?H@:ABFG<BI<HmHCDAHK<AF<
:VFBK<CFG>DIBFG<:GK<AJH<@BIS<F><BGnD@BHI;<<

o;<̂p]̂ cîeqhcgi<IJ:EE<LH<?@FVBKHKU<QJHG<GHCHII:@MU<>@FP<:DAJF@BXHK<:RHGCM<IFD@CHI<
:GK<:CCFDGAHK<>F@<BG<:CCF@K:GCH<QBAJ<CFG>BKHGAB:E<>DGK<?@FCHKD@HI;<<

r;<_\habĉ ècgês _̂t̂ cfuef\sshcbf̀ ab\ci<?@FCHKD@HI<IJ:EE<LH<
HIA:LEBIJHKU<AF<BGCEDKHv<<

:;<OJH<GHHK<>F@<I?HCB:E<@:KBF<>@HkDHGCMw<<

L;<xFG<:RHGCM<AHEH?JFGH<EBGHw<<

C;<y:II<QF@KIw<<

K;<zHAJFKI<AF<BKHGAB>M<F>>BCH@I<BG<CBVBEB:G{DGCFGVHGABFG:E<CEFAJBGRw<<

H;<|D@HII{?:GBC<:E:@PIw<<

>;<=@<FAJH@<HPH@RHGCM<>F@PI<F><CFPPDGBC:ABFGI<AF<BG>F@P<?:@ABCB?:GAI<F><:GM<CJ:GRHI<
BG<?@FCHKD@HI<F@<:GM<CFPP:GKI;<<

};<̂~hb]s ĉa<:GK{F@<VHJBCEHI<:??@F?@B:AH<>F@<AJH<F?H@:ABFG<IJ:EE<LH<FLA:BGHKU<AF<BGCEDKHv<<

:;<W?HCB:E<ID@VHBEE:GCH<HkDB?PHGA<F@<<
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;<=>?@ABCDE=A?EFGB=H?IG?JD?KLG?AM=JDNLIMDO=PBG@=QNLIN=OHBJDLMMA?ID=GB=GKNDB=
H?EDBIGJDB=AIKLJLKLDO=IA?=;D=RDBPGB@DE<==

S<=TUUVWVXYTZ[\]̂ _XYY]Z=PGB=BDMLDP̀=;AICaHR=ODIHBLKb̀=A?E=RDBL@DKDB=RBGKDIKLG?=PGB=
OHBJDLMMA?ID̀=EDIGb̀=A?E=H?EDBIGJDB=GPPLIDBÒ=AO=?DIDOOABb<=c<d<e<f<=RDBOG??DM=@Ab=;D=
HKLMLgDE=PGB=RBGKDIKLG?=GP=H?EDBIGJDB=GPPLIDBO=AO=?DDEDE<=

h<=iTZ_][VU]YWVWV]_jUV_klV_]_jm̂ ]U]YWVTZ_=@Ab=;D=BDnHLBDE=L?=GBEDB=KG=
IG?IDAM=KND=KBHD=?AKHBD=GP=KND=EDIGb̀=OHBJDLMMA?ID̀=A?E=H?EDBIGJDB=GRDBAKLG?̀=DORDILAMMb=LP=
KNDBD=LO=A=MLCDMLNGGE=KNAK=KND=OHBJDLMMA?ID=GP=EDIGb=GRDBAKLG?O=@Ab=;D=IG?EHIKDE=L?=KND=
GRD?=A?E=KND=GPPLIDBoOp=@Ab=;D=IG?PBG?KDE=;b=KND=OHORDIKO=GB=;b=@D@;DBO=GP=KND=qD?DBAM=
RH;MLI<==

A<=lYU]̂ mXr]̂ [Û Vr]̂ s_[ZVm]Y_]_=@Ab=;D=G;KAL?DE=PBG@=KND=tDRABK@D?K=GP=
uH;MLI=cAPDKb=L?=IG?vH?IKLG?=QLKN=IGJDBK=GRDBAKLG?O=L?=AIIGBEA?ID=QLKN=KND=PGMMGQL?q=
RBGIDEHBDOw==

oxp=fND=GPPLIDB=BDnHLBL?q=KND=MLID?OD=ONAMM=OH;@LK=A=QBLKKD?=BDnHDOK=KG=KND=cD?LGB=
yG@@A?EDB=L?=KNDLB=INAL?=GP=IG@@A?E<==

ozp=fND=cD?LGB=yG@@A?EDB=ONAMM=EDKDB@L?D=KND=MDqLKL@AIb=A?E=?DIDOOLKb=GP=KND=
BDnHDOK̀=A?È=LP=ARRBGJDÈ=OINDEHMD=A?=ARRGL?K@D?K=PGB=KND=GPPLIDB=KG=ARRDAB=AK=
KND=tDRABK@D?K=GP=uH;MLI=cAPDKb<==

o{p=|?ID=LOOHDE=KND=MLID?OD̀=LK=ONAMM=G?Mb=;D=HODE=;b=KND=GPPLIDB=EHBL?q=AIKHAM=
RDBPGB@A?ID=GP=NLOFNDB=H?EDBIGJDB=EHKLDO<==

o}p=eK=KND=IG?IMHOLG?=GP=KND=L?JDOKLqAKLG?=|~=QND?=KND=GPPLIDB=LO=BD@GJDE=PBG@=KND=
IAOD̀=KND=MLID?OD=ONAMM=;D=BDKHB?DE=KG=KND=GBLqL?AM=AHKNGBLgL?q=cD?LGB=
yG@@A?EDB=A?E=PGBQABEDE=KG=KND=tDRABK@D?K=GP=uH;MLI=cAPDKb<==

;<=XW�]̂ [iX̂ �_[Xi[VU]YWViVmTWVXY=ONAMM=;D=G;KAL?DÈ=;AODE=HRG?=KND=?DDEO=
GP=KND=GRDBAKLG?<==

I<=UV_klV_]_=ONAMM=?GB@AMMb=;D=AIIG@RMLONDE=;b=AMKDBL?q=KND=RNbOLIAM=ARRDABA?ID=GP=
KND=GPPLIDB=OG=KNAK=A=MAQ=D?PGBID@D?K=APPLMLAKLG?=LO=?GK=BDAELMb=ARRABD?K<==

oxp=dND?=HOL?q=A=ELOqHLOD̀=D@RMGbDDO=ONGHME=?GK=PBDnHD?K=AqD?Ib=PAILMLKLDO=GB=
GKNDBQLOD=D?qAqD=L?=AIKLJLKLDO=KNAK=@Ab=BDJDAM=KNDLB=LED?KLKb=KG=GKNDBO<=fNLO=LO=
DORDILAMMb=L@RGBKA?K=L?=KNGOD=MGIAKLG?O=QNDBD=L?@AKDO=ABD=QGBCL?q=GB=QNDBD=
@D@;DBO=GP=KND=qD?DBAM=RH;MLI=@Ab=NAJD=AIIDOO<==

ozp=�K=@Ab=;DIG@D=?DIDOOABb=KG=RDBPGB@=AqD?Ib=AE@L?LOKBAKLJD=BDnHLBD@D?KO=
L?JGMJL?q=H?EDBIGJDB=RDBOG??DM=AK=A=?DHKBAM=OLKD<==
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;<=>?@ABCDEAFCGHHIJGADJ?@KEL>MN>OPQ>MRQSTOUMV>TSQ>WSUOUWTX>UV>MSYQS>OM>RSMOQWO>OPQ>
XUZQ[>TVY>[TNQO\>MN>OPQ>RTSOUWURTVO[>TVY>NMS>OPQ>MZQSTXX>[]WWQ[[>MN>OPQ>MRQSTOUMV=>̂VX\>
OPM[Q>_UOPUV>TVY>M]O[UYQ>OPQ>T̀QVW\>_UOP>T>aVQQYbOMbcVM_a>[PTXX>dQ>RSMZUYQY>_UOP>TV\>
UVNMSeTOUMV>TdM]O>T>WMZQSO>eU[[UMV=>>

T=>fXX>TOOQeRO[>OM>eTUVOTUV>OPQ>TRRQTSTVWQ[>MN>VMSeTXg>YT\bOMbYT\>MRQSTOUMV[>[PM]XY>
WMVOUV]Q=>fV\>MS̀TVUhTOUMVTX>dQPTZUMS>OPTO>U[>]V][]TX>MS>M]O>MN>OPQ>MSYUVTS\>eT\>
RSMZMcQ>OPQ>UVOQSQ[O>MN>MOPQS[g>[]WP>T[>OPQ>eQYUTg>OPQ>̀QVQSTX>R]dXUWg>MS>[][RQWO[=>
i]WP>TWOUZUO\>eT\>PTZQ>OPQ>]VUVOQVYQY>WMV[Qj]QVWQ>MN>TXQSOUV̀>OPQ>[]dkQWO>MN>OPQ>
MRQSTOUMV=>>

d=>lPQ>][Q>MN>YU[UVNMSeTOUMV>[PM]XY>dQ>WMV[UYQSQYg>Q[RQWUTXX\>_PQV>UXXQ̀TX>ZUWQ>MS>
MS̀TVUhQY>WSUeQ>TWOUZUO\>U[>WMeeMV>cVM_XQỲQ=>lPQ>YU[[QeUVTOUMV>MN>UVNMSeTOUMV>
OPTO>U[>NTX[Q>MS>eU[XQTYUV̀>̂m>OPQ>][Q>MN>TV>TWOUZUO\>OPTO>U[>T>S][Qg>eT\>PQXR>UV>
YUZQSOUV̀>TOOQVOUMV>NSMe>OPQ>OS]Q>VTO]SQ>MN>OPQ>MRQSTOUMV=>>

W=>f̀QVW\>RQS[MVVQX>[PTXX>ÙVMSQ>TV\>QeRXM\QQ>cVM_V>OM>dQ>TWOUV̀>UV>TV>]VYQSWMZQS>
[OTO][>]VXQ[[>OPQ>]VYQSWMZQS>MNNUWQS>NUS[O[>TWcVM_XQỲQ[>OPQ>QVWM]VOQS>d\>[MeQ>NMSe>
MN>SQWM̀VUOUMV=>>

;;=>noEJ@BJB@L?E>RSMWQY]SQ[>T[>M]OXUVQY>UV>OPQ>p[Q>MN>qMSWQ>rMXUW\>e][O>dQ>SQZUQ_QY>
TVY>OPMSM]̀PX\>]VYQS[OMMY>d\>TXX>RTSOUWURTVO[=>>

;s=>?@ttGAD>TVY>WMVOSMX>MN>OPQ>MRQSTOUMV>TVY>TXX>SQXTOQY>TWOUZUOUQ[>[PTXX>dQ>RSMZUYQY>d\>
OPQ>YQ[ÙVTOUMV>MN>T>[UV̀XQ>qUQXY>uMeeTVYQS=>>

T=>i]WP>TV>UVYUZUY]TX>[PTXX>dQ>̀UZQV>OPQ>T]OPMSUO\>OM>MS̀TVUhQg>RXTVg>TVY>QvQW]OQ>OPQ>
eU[[UMV>TVY>OM>[]RQSZU[Q>TXX>T[[ÙVQY>RQS[MVVQX>UVZMXZQY=>>

d=>lPQ>qUQXY>uMeeTVYQS>[PTXX>SQRMSO>OM>OPQ>wTSWMOUW[>lT[c>qMSWQ>uMeeTVYQSg>MS>YQ[ÙVQQg>
MZQS>OPQ>TSQT>TNNQWOQY=>>

;x=>?H@oEJonyELKCoC@A>MZQS>OPQ>WMZQSO>MRQSTOUMV>[PTXX>dQ>RSMZUYQY>d\>T>wTSWMOUW[>
lT[c>qMSWQ>uMeeTVYQSg>MS>YQ[ÙVQQg>_PM>[PTXX>dQ>SQ[RMV[UdXQ>NMSz>>

T=>lPQ>TYQj]TW\>TVY>OPMSM]̀PVQ[[>MN>TXX>RSQRTSTOUMV[{>>

d=>lPQ>SQZUQ_>MN>_SUOOQV>OTWOUWTX>RXTV[{>>

W=>uMMSYUVTOUMV>_UOP>M]O[UYQ>T̀QVWUQ[g>_PQV>SQj]USQY{>>

Y=>lSTUVUV̀>MN>OPQ>RTSOUWURTVO[{>>

Q=>̂dOTUVUV̀>VQWQ[[TS\>N]VY[g>Qj]UReQVOg>TVY>MOPQS>SQj]USQY>SQ[M]SWQ[{>>
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;<=>??@ABCAB=;D?=EFG=EGHID?@?J=@KKCBAHGAE=D;=@BGALJ=IG?KDAAGM=ED=EFG=DIG?@ECDAN==

B<=>II?DOCAB=EFG=PKG=D;=ADAQ@BGALJ=IG?KDAAGM=CA=PARG?LDOG?=@LECOCECGK<==

ST<=UVWXYZ[\]Ŷ V\̂ _[̀ X̂a[_b_cd\̂ _=eFCMG=CA=@=RGEGAECDA=;@LCMCEJ=KFDPMR=fG=
@ODCRGRg=eFGAGOG?=IDKKCfMG<==

@<=h;=LDAE@LE=CK=?GiPC?GR=;D?=D;;CLC@M=M@e=GA;D?LGHGAE=IP?IDKGKg=EFG=KPKIGLE=KF@MM=fG=
f?DPBFE=ED=@=RGKCBA@EGR=@AR=KGLP?G=MDL@ECDA=fJ=jGEGAECDA=kGAEG?=IG?KDAAGM=;D?=
CAEG?OCGe<==

f<=lFG=KGLP?CEJ=D;=KPLF=CARCOCRP@MK=KF@MM=fG=EFG=?GKIDAKCfCMCEJ=D;=PARG?LDOG?=D;;CLG?K<==

Sm<=_dVn\ad_[VYo[_dXpbnd_=@AR=EFG=HGEFDRK=PKGR=ED=DfE@CA=@AR=K@;GQBP@?R=
GOCRGALGqLDAE?@f@AR=HPKE=fG=LDAKCRG?GR<==

@<=rFGA=AGLGKK@?Jg=CARCOCRP@MK=KFDPMR=fG=RGKCBA@EGR=EFG=I?CALCI@M=?GKIDAKCfCMCEJ=ED=
KGCsGg=L@E@MDBPGg=@AR=KGLP?G=@AJ=CEGHK=D;=GOCRGAEC@?J=O@MPG<==

f<=tCuGeCKGg=EFG=PKG=D;=OCRGDE@ICAB=KFDPMR=fG=LDAKCRG?GR=ED=RDLPHGAE=EFG=DIG?@ECDAKg=
EFG=E@?BGE=@?G@g=@AR=KIGLC;CL=CEGHK=D;=GOCRGALGqLDAE?@f@AR<==

L<=cn]\dobnd_[v]n[aVYowXYZ[\bnndY\xy=>MM=LP??GALJ=LDHCAB=CAED=
LPKEDRJ=KF@MM=fG=LDPAEGR=CHHGRC@EGMJ=CA=EFG=I?GKGALG=D;=@ADEFG?=M@e=GA;D?LGHGAE=
D;;CLG?<=rFGA=@A=GzE?@D?RCA@?J=@HDPAE=D;=LP??GALJ=H@uGK=@A=CHHGRC@EG=LDPAE=
CHI?@LECL@Mg=EFG=LDPAE=H@J=fG=FGMR=CA=@fGJ@ALG=@K=;DMMDeK{==

|S}=lFG=LP??GALJ=KF@MM=fG=KGLP?GR=CA=@=KG@MGR=LDAE@CAG?=VYo==

|~}=lFG=LPKEDRC@M=D;;CLG?=D?=KPIG?OCKD?=@AR=@ADEFG?=KeD?A=M@e=GA;D?LGHGAE=eCEAGKK=
KF@MM=GAEG?=EFG=KG@MGR=LDAE@CAG?=CAED=GOCRGALG=PAECM=EFG=LDPAE=CK=@;;GLEGR<==

|�}=�AMGKK=GzE?@D?RCA@?J=LC?LPHKE@ALGK=GzCKEg=@MM=LP??GALJ=KF@MM=fG=F@ARQLDPAEGR=
@AR=OG?C;CGR=fJ=GCEFG?=@A=@PEDH@EGR=D?=KGLDARQF@AR=LDPAE<=h;=@A=@PEDH@EGR=
LDPAEG?=CK=fGCAB=PKGRg=EFG=LP??GALJ=KF@MM=fG=LDPAEGR=EeD=ECHGK=@AR=@AJ=
RCKL?GI@ALJ=?GKDMOGR=fJ=F@AR=LDPAECAB<==

|T}=lFG=�@?LDECLK=l@Ku=�D?LG=kDHH@ARG?=KF@MM=fG=CHHGRC@EGMJ=ADEC;CGR=eFGA=@A=
D;;CLG?=@KKPHGK=IDKKGKKCDA=D;=LP??GALJ=CA=GzLGKK=D;=�m���<��<==

R<=o]\bUdŶ V̂ X]Y[VYo[_d\bnX̂x=D;=LP??GALJ{==

|S}=>MM=LP??GALJ=KF@MM=fG=RDLPHGAEGR=DA=@=�GLGCIE=D;=�?DIG?EJ=�D?H=CA=@LLD?R@ALG=
eCEF=AD?H@M=GOCRGALG=F@ARMCAB=I?DLGRP?GK<==
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;<=>?@A>BCDEF>CG>BDHHAEBI>JDKF>LA>MAHNGNAO>LI>P>KABCEO>CGGNBAHQ>?@A>EPJA>PEO>
KNREPFDHA>CG>F@A>MAHNGINER>CGGNBAH>JDKF>LA>PEECFPFAO>CE>F@A>GCHJQ>>

;S=>TUU>BDHHAEBI>K@PUU>LA>KAPUAO>PEO>JPNEFPNEAO>NE>P>FPJVAHWVHCCG>OAVCKNFXAMNOAEBA>
LPRQ>?@A>LPR>K@PUU>LA>VUPBAO>NE>F@A>PRAEBIYK>ZMNOAEBA>PEO>[HCVAHFI>\CEFHCU>
]PBNUNFI>PK>KCCE>PK>NK>HAPKCEPLUI>VCKKNLUAQ>>

_̂Q>̀abcdefgehhchiejda>K@CDUO>LA>PHHPERAO>GCH>NE>POMPEBAQ>kF>NK>VPHPJCDEFl>
@CmAMAHl>F@PF>KDB@>HAnDAKFK>LA>JPOA>KC>PK>ECF>FC>oACVPHONpA>F@A>CVAHPFNCE>LI>HAMAPUNER>
PEI>NEGCHJPFNCE>F@PF>JPI>ONKBUCKA>F@A>FHDA>EPFDHA>CG>F@A>JNKKNCEl>DEFNU>NF>NK>PLKCUDFAUI>
AKKAEFNPU>FC>OC>KCQ>>

q̂Q>risatgdrrtbcjeicrj>GCH>PKKNKFPEBA>K@CDUO>LA>JPOA>GHCJ>LCF@>NEKNOA>PEO>
CDFKNOA>F@A>PRAEBIQ>>

PQ>\CCHONEPFNCE>mNF@>CF@AH>PRAEBI>VAHKCEEAU>FC>JNENJNpA>NEFAHGAHAEBA>mNF@>F@A>CVAHPFNCEKQ>

LQ>uF@AH>ECEWPRAEBI>UPm>AEGCHBAJAEF>VAHKCEEAU>JPI>LA>HAnDNHAOl>AKVABNPUUI>GCH>
DEOAHBCMAH>CVAHPFNCEKl>m@AE>F@A>NOAEFNFI>CG>PRAEBI>VAHKCEEAU>JPI>LA>mAUU>vECmE>CH>
BCJVHCJNKAOQ>>

fwgdrjbxdicjygtecbgrzateicrjh{;\T|ZT>}SQ̂Q~l>_F@>AOQ=>>

Q̂>yajatef{>T>HPNO>NK>F@A>NEMPKNCE>CG>P>LDNUONER>CH>UCBPUNFI>GCH>UPmGDU>VDHVCKAKl>KDB@>PK>
FC>PVVHA@AEO>P>KDKVABF;K=>PEOXCH>KANpA>AMNOAEBA>CG>NUUARPU>PBFNMNFI>NE>PBBCHOPEBA>mNF@>P>
BCDHFWNKKDAO>mPHHPEFQ>>

PQ>T>HPNO>CVAHPFNCE>NK>VCFAEFNPUUI>CEA>CG>F@A>JCKF>OPERAHCDK>PKKNREJAEFK>NE>UPm>
AEGCHBAJAEFQ>>

LQ>kG>NF>NK>ECF>mAUU>VUPEEAOl>F@A>HPNO>K@PUU>CGFAE>HAKDUF>NE>BCEGDKNCE>PEO>NEoDHIl>PEO>K@PUU>
KAUOCJ>@CUO>DV>NE>BCDHFQ>>

<Q>cjiaffcyajda{>[HAWHPNO>KDHMANUUPEBA>CG>KDKVABFK>PEO>F@A>FPHRAF>UCBPFNCE>NE>
PBBCHOPEBA>mNF@>F@A>RAEAHPU>VUPEENER>BCEKNOAHPFNCEK>CDFUNEAO>PLCMAl>PHA>AKKAEFNPUQ>kE>
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Qb̂_Rl==

Q<=mQYOU=Q]S=XSO]RXRZ=̂a=Q\\=TQXS=WQTRX;XWQ]RUV=OUWO;XQ\\Z=Xa=]̂]=QcO];Z=WOTÛ]]O\=QTO=
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A. PURPOSE: The purpose of this General Order is to establish procedures for the control and disbursement 

of monetary funds and the control and accountability of property derived from assets seized in accordance with 

Federal and State forfeiture laws. The policies and procedures contained within this SOP are applicable to all 

personnel employed with the Forsyth County Office. 

B. DISCUSSION: One of the primary goals for the asset forfeiture program is to enhance local law 

enforcement operations and to increase but not supplant police resources that are otherwise available through 

other government sources. 

C. POLICY:  

1.  All Federal asset forfeiture proceedings will be conducted in accordance with Federal law and established 

Federal procedures.  

2.  All State asset forfeiture proceedings will be conducted in accordance State Law.  

3. All purchases made from proceeds obtained through Federal procedures will be processed in accordance 

with Forsyth County Government Procurement Policies. 

4.  Any proceeds derived from the lawful seizure of assets through either Federal or State procedures will be 

used for law enforcement purposes. 

a. Monetary funds and interest derived from Federal and State forfeitures will not be 

 commingled, but will be maintained in separate accounts as prescribed below. 

b.  Expenditures from either the Federal or State fund accounts shall be authorized only by the 

 Sheriff. 

c.  The Sheriff shall appoint an Asset Fund Coordinator who will report on matters pertaining to 

 asset forfeiture funds. The Asset Fund Coordinator will be solely responsible for the  proper 

 deposit of all funds into the appropriate account; their accountability and reconciliation; and 

 the maintenance of appropriate records as prescribed below.  

5. Any tangible property derived from the lawful seizure of assets through either Federal or State procedures 

will be used only for official law enforcement purposes.  

a.  If any property becomes damaged, unusable, "burned" during undercover operations, or 

 otherwise cannot be used for its intended purpose, it may be sold and the funds used only for 

 further law enforcement purposes.  
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b. If such property cannot be sold because of its condition or because a buyer cannot be found, 

 the property will be disposed of in accordance with applicable Federal or State legal 

 procedures.  

c.  The Sheriff shall appoint an Asset Property Coordinator who will report on matters 

 pertaining to tangible property forfeitures. The Asset Property Coordinator will be solely 

 responsible for the proper accountability of property forfeited through either Federal or State 

 condemnation procedures and the maintenance of appropriate records as prescribed below.  

D. PROCEDURES: 

1.  The Asset Fund Coordinator will establish at least two checking accounts at a financial institution 

 for the control of funds derived from lawful asset forfeitures. These funds will be titled according to 

 the source of the funds on deposit. 

2.  Signature cards will be prepared for all accounts in the name of the following individuals: 

     a. Sheriff,  

b. Sheriff’s designee. 

3.  All interest earned by monies will accrue to the respective accounts. 

4.  Disbursements: Request for funds will be made directly to the Sheriff, along with necessary   

 supporting information upon which the expenditure decision may be based.  

a.  Funds will only be authorized for withdrawal for law enforcement related expenditures. 

b.  The decision to use funds from the Federal or State Asset Forfeiture Fund will be based upon 

the current balance within the accounts and the amount of the expenditure.  

c.  Once the request for funds is approved, the Sheriff will direct the Asset Fund Coordinator to 

issue a check for the expenditure. 

5. Accounting of funds: 

a.   The Asset Fund Coordinator will establish a separate deposit/disbursement ledger for each 

 fund account. The ledger will reflect the following information for each authorized 

 expenditure or deposit: 

 (1) Check number; 

 (2) Amount of the check for deposit/disbursement; 

 (3) Date of check; 

 (4) Name of individual/organization check issued to; 

 (5) Description of purchase; 

 (6) Copy of the invoice or receipt; and 

 (7) Fund account balance following the deposit/expenditure. 

b.  The Asset Fund Coordinator will perform monthly reconciliation of each fund account 

following the receipt of the bank statements. The reconciliation shall verify: 

(1) Beginning and ending monthly balances; 

(2) Total monthly deposits; 

(3) Total monthly disbursements; 

(4) Amount of outstanding checks; 
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(5) Amount of deposits-in-transit; and 

(6) Amount of interest earned. 

c.  The Asset Fund Coordinator will prepare a quarterly report of expenditures on a calendar year 

basis for the Sheriff.  

6. Fund Deposits:  

a. When funds are received, the check will be immediately endorsed by the Asset Fund 

Coordinator as follows: "For deposit only to (name of account)." 

b.  Funds will be deposited into the appropriate Federal or State account on the date received, but 

no later than the next business day.  

c.  All checks not deposited on the day received, will be secured in a locked container within the 

office of the Asset Fund Coordinator.  

7. Audit of Fund Accounts: 

a.  The Asset Fund Coordinator will insure that both fund accounts are audited at least once per 

calendar year by Forsyth County Finance Department or their designee. 

b.  The Asset Fund Coordinator will retain all audit reports according to State guidelines as set 

 by the Georgia Archives University System of Georgia. 

c.  Any discrepancies in fund accountability will be reported to the Sheriff for his immediate 

action.  

8. Property Control and Accountability:  

a.  The Asset Property Coordinator will establish two property accountability ledgers for the 

accountability of tangible property released to the Forsyth County Sheriff’s Office through 

lawful condemnation proceedings. These property accountability ledgers will be called the:  

(1) Federal Forfeited Property Ledger. 

(2) State Forfeited Property Ledger.  

b.  Each Property Ledger will reflect the following information for each item of property received 

through the condemnation process. 

(1) Item description;  

(2)  Serial number (if applicable);  

(3)  Date item received;  

(4)  Location of item;  

(5)  Final disposition of item (i.e., destroyed, transferred to another law enforcement 

agency, sold); 

 

           c.  The Asset Property Coordinator will establish a separate file folder for each item received.    

 Federal and State property file folders will not be commingled. Each file folder will be 

 identified by its item file number as indicated in the appropriate property ledger. The  file 

 folder will contain the following information: 

 

 (1)     Letter of authorization transferring the item to the Forsyth County Sheriff’s Office;  

 (2)     Receipt for property signed by the employee assigned to use and maintain the item;  

 (3)     Documents relating to the final disposition of the item concerning its sale, transfer, or      

  destruction.  
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d.  All funds derived from the authorized sale of any item of forfeited property will be 

 transferred to the Asset Fund Coordinator and deposited into either the Federal Asset 

 Forfeiture or State Asset Forfeiture Account (depending upon the original source of the 

 property).  

e.  The final disposition of each item of property will be in accordance with established Federal 

 or State forfeiture procedures. 

f.  The Asset Property Coordinator will conduct an unannounced annual inventory of all 

 forfeited property currently on hand. A written report will be prepared for the Sheriff  

 following each inventory indicating the status of items on hand. Any instance when an item(s) 

 cannot be accounted for; when an item appears to have been damaged or misused through 

 negligence; or when an items condition exceeds "fair wear and tear" will be immediately 

 reported to the Sheriff for necessary action. 
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A. PURPOSE: The purpose of this General Order is to establish policy and procedures for the processing of 

Federal and State forfeiture applications.  

B. POLICY:  

1.  All Federal asset forfeiture proceedings will be conducted in accordance with Federal law and 

 established Federal procedures.  

2. All State asset forfeiture proceedings will be conducted in accordance with applicable State statutes.  

3.  Any monetary proceeds or tangible property derived from the lawful seizure of assets through either 

 Federal or State procedures will be used for law enforcement purposes. 

4.  All property will be disposed of in accordance with applicable Federal or State legal procedures.  

5.  The Forsyth County Sheriff’s Office is responsible for the control of monetary funds and the control 

 and accountability of property seized by agency personnel.  

a.  All seized funds and property approved for condemnation by either Federal or State  

 authorities, will initially be placed under the administrative control of the Forsyth County 

 Sheriff’s Office. 

b.  The Forsyth County Sheriff’s Office will be responsible for ensuring that all required 

 payments are made to outside agencies/individuals as directed by court orders or order 

 for distribution for state condemnations.  

6.  All funds and property seized by Forsyth County Sheriff’s Office personnel and approved for 

 condemnation by either Federal or State authorities:  

a.  Will be processed as directed by appropriate State court documents or Federal notification 

 documents in accordance with the procedures outlined in the Asset Forfeiture Fund 

 Management Policy. 

b.  Will be disbursed as directed by the Sheriff. 

C. PROCEDURES:  

1.  The Sheriff will appoint a person to serve as Condemnation Coordinator. The duties of the 

 condemnation coordinator are to: 

General Order:   GO 3-3.806 Asset Forfeiture 
Processing 

Rescinds/Amends: 
 
Effective Date:   January 15, 2018 
 
Committee Review Date: January 2018 
 
Related Procedure(s):  GO 3-3.805 
 
Authorized by:  Sheriff Ron H. Freeman 
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a.  Accept potential condemnation cases from assigned personnel; 

b.  Prepare and maintain condemnation files;  

c.  Evaluate potential condemnation cases to determine their suitability for further condemnation 

 action; 

d.  Submit requests for condemnations to either Federal or State authorities in accordance with 

 their respective applications procedures;  

e.  Research potential condemnation cases for the identification of additional assets; 

f.  Serve as liaison with Federal and State condemnation authorities;  

g.  Conduct appropriate follow-up actions for all cases submitted for condemnation until final 

 disposition is made;  

h.  Provide Federal or State documentation concerning approved condemnation requests to: 

 

 (1) Asset Fund Coordinator for condemnations involving cash or monies.  

 (2) Asset Property Coordinator for condemnations involving real or tangible property.  

2.  All funds and property seized by Sheriff’s Office personnel will be released to the Forsyth County 

 Sheriff’s Office evidence and property custodian for control and security within seventy-two (72) 

 hours following the seizure.  

3. EVIDENCE AND PROPERTY CUSTODIAN RESPONSIBILITIES: 

a. Seized Property:  

 (1) Will be secured in accordance with established evidence control procedures.  

 (2) Will be accounted for in accordance with the provisions of GO 3-3.805 Asset Forfeiture 

 Fund Management. 

   (3) Will be released as directed by appropriate State or Federal orders.  

b. SEIZED FUNDS:  

 (1) Will be temporarily secured in accordance with established evidence control procedures.  

 (2) Funds obtained under State condemnation procedures will be released to the Asset Fund 

 Coordinator for deposit in the State Asset Forfeiture Fund Account. 

 (3) Funds obtained under Federal condemnation procedures will be released to the 

 Condemnation Coordinator for subsequent transfer to the local US Marshal's Office or other 

 appropriate Federal agency along with the DAG 71 Form.  

4. ASSET FUND COORDINATOR RESPONSIBILITIES:  

 a.  Receive seized funds from the Evidence and Property Custodian; 

 b. Deposit seized State funds in the appropriate Forfeiture Account as prescribed by  

  policy. 

 c.  Disburse funds as directed by appropriate state condemnation orders. 

5. CONDEMNATION APPLICATION PROCEDURES:  

 a.  The "requesting agency" for Federal and State condemnation applications will be the  

  Forsyth County Sheriff’s Office.  

 b. The Condemnation Officer will sign condemnation applications that apply to  

  Sheriff’s Office forfeitures.  
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I CRIME SCENE UNIT 

 

Crime Scene personnel will be contacted to evaluate, photograph / video and process the 
crime scene for physical evidence on the following incidents (This list does not limit 
requesting Crime Scene Investigators or Evidence Technicians on other offenses where 
evidence requires processing): 

 
     1. Homicide 
     2. Suicide 
     3. Rape 
     4. Arson 
     5. Robbery 
     6. Major assaults 
     7. Burglary 

  

GENERAL ORDER:  3-3.10 CRIME SCENE UNIT 

Rescinds/Amends:  GO 3-7 

Effective Date: January 1, 2017 

Committee Review - Date: September 2014 

Related Procedure(s): SOP 3-3.1100 

Authorized by:  Sheriff Ron H. Freeman 
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I  PROPERTY/EVIDENCE UNIT    
 
The purpose of this section is to provide for the management and control of found, 
recovered, and evidential property which comes into the custody of the agency and to 
establish an evidence management system which will ensure a traceable chain of custody 
and strict accountability with respect to the handling, security and disposition of evidence. 
 
It is the responsibility of the Property and Evidence Unit to manage and control all evidential 
property directed to them for safekeeping.  As a part of this responsibility, accurate records 
will be maintained.  Property will be stored, released, and disposed of according to agency 
policies and Georgia State Statute.  Procedures set forth in SOP 3-3.1100 will insure 
compliance with this policy. 
 
A.  PROPERTY MANAGEMENT RESPONSIBILITY    
 
Responsibility for the Sheriff’s Office’s in-custody and evidential property management 
functions is assigned to an individual to be designated by Law Enforcement Bureau 
Commander.  The commander shall insure that semi-annual inspections are conducted by 
the Evidence Custodian or designee. These inspections are to determine adherence to the 
procedures that have been established for the control of property. 
 
B.  PROPERTY ROOM SECURITY 
 
All property stored at the Forsyth County Sheriff’s Office will be within a designated secure 
area, with access limited according to the need for access and security. The following 
measures will be taken to ensure that all in-custody property and evidence is stored within 
designated, secure areas: 
 
       1. Only authorized persons conducting property custodial transactions may actually 

enter the property room area; 
 
       2.  The property room may only be accessed by the following persons: 
 

 Evidence Custodian and personnel assigned to the Property/Evidence function; 

 Sheriff’s Services Division director or his designee. 
 

  

GENERAL ORDER:  3-3.11 PROPERTY/ 
EVIDENCE UNIT 

Rescinds/Amends:  GO 3-5 

Effective Date: November 27, 2017 

Committee Review - Date: November 2017 

Related Procedure(s): SOP 3-3.1100 

Authorized by:  Sheriff Ron H. Freeman 
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    Each authorized person is issued an access code to the electronic keypad     
security system that permits access to the property room.   

 
       3. Only the designated individuals will have access to and the combination to the 

storage safes within the property room.  These safes will only be unlocked or 
opened when items are actually being placed in or taken out of the safe; and 

 
       4. The property room will be kept closed and locked at any time authorized personnel 

are not physically in the room.  The door automatically locks itself upon closing. 
 
C.  ITEMS REQUIRING INCREASED SECURITY 
 
Combination safes are located within the property room for storage of money, items having a 
very high monetary value; i.e., jewelry, dangerous drugs and narcotics. 
     

 1.  Money 
 
            All money submitted to the property room will be sealed in a container, properly 

marked and tagged separately.  The tag must identify the dollar amount of the money 
and bear the signature of the submitting employee and witness verifying count.  
Money not properly packaged or tagged will not be accepted into the custody of the 
property room.  The property custodian does not need to open the sealed package to 
verify the contents or amount, only note that it has been properly packaged and 
tagged.  Money submitted to the property room, once logged in, will be stored inside 
one of the combination safes in the property room or deposited into an agency 
seizure account. 

 
      2.  Precious Metals or Gemstones 
 
            Precious metals or valuable gemstones, once logged in, will be stored inside the   

one of the combination safes in the property room. 
      

3.    Narcotics and Dangerous Drugs 
 
               All dangerous drugs (including, but not limited to narcotics, hallucinogens, and 

narcotic implements) submitted to the property room either as found, confiscated, 
evidence will be sealed in a plastic bag or container.  Each bag or container will be 
placed on a property receipt.  The following inspection, quantity and quality control 
measures will be followed when submitting narcotics and / or drugs to the property 
room: 

 
a. Narcotics evidence shall be placed in clear plastic bags and sealed by the    

submitting deputy. 
 

        b.   Pills and capsules will be counted with count noted on the property receipt. 
 

     c. Although gross package weights should be done as accurately as possible    
they should only be used as a quality control and not as an exact weight            
or for evidential purposes. 
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     d. The property custodian is not required to open the sealed bag to verify the weight 
or count, only visually inspect to note that it has been properly sealed. 

 
  e. Once properly logged into the property room, dangerous drugs will be stored 

inside the drug safe in the property room. 
 
      4.    Weapons 
 

      All weapons received by the property room will be made safe by unloading and      
each will be listed on a property receipt.  If not unloaded by the submitting deputy, 
the supervisor of the submitting deputy will be notified.  All weapons must be 
checked for stolen wants by the submitting deputy through GCIC / NCIC, and this 
check must be noted on the property receipt. 

 
D.  SECURE FACILITIES FOR TEMPORARY PROPERTY HOLDING 
 
At times when the property room is closed, and no authorized person is available to log 
property into the property room, deputies will temporarily store property in the designated 
secured areas as specified in this directive. 
 
         1.  Temporary property storage areas include the temporary secure property storage 

lockers located in the precincts.  These areas are restricted to agency personnel 
only and under no circumstances will unaccompanied non-law enforcement 
personnel be allowed access to the property storage areas; and 
 

2. Property placed in the temporary property storage area must conform to the   same 
standards and procedures as outlined in this procedure for the receipt of property or 
evidence. 

 
3. When property is stored and secured in temporary property storage lockers or the 

refrigerator, the lock will be securely locked.  The Evidence Custodian or designee 
has the key and will retrieve the evidence / property as soon as possible to transfer 
to the crime lab or the main property room. 

 
E.  INSPECTIONS AND AUDITS 
 
Inspections and audits of the property and evidence stored at the facility shall be conducted 
in compliance with all national accreditation and applicable state certification standards.  The 
procedures contained in SOP 3.3.1100 shall be followed in order in insure compliance. 
 
F.  PROHIBITIONS 
 
No explosives, dangerous chemicals, unknown biological specimens, nuclear material, or 
other dangerous material or property will be accepted into the property room. 
 
G.  CALL-IN OF PROPERTY ROOM PERSONNEL 
 
If in the opinion of the submitting deputy or a supervisor, the property or evidence is of great 
valuable or potentially vulnerable to claims of tampering (such as a large quantity of narcotics 
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evidence), the Evidence Custodian or other designee may be called in after hours to secure 
the evidence in the property room or safe. 
 
H.  NOTICE OF INTEREST 
 
Prior to disposing of any property held in the possession of this agency and pursuant to 
state, federal and local law, the Sheriff’s Services Division director shall ensure that a 
reasonable attempt has been made to locate and contact the persons entitled to possession 
of the property in custody, notify them of when and where it may be claimed, and to return 
the property at the earliest possible time.  In the absence of evidence identifying persons 
entitled to custody, the Sheriff’s Services Division director or designee will place a notice in a 
local newspaper of general circulation in the city, briefly describing the nature of the property 
in custody, and inviting persons to view and establish their right to it. 
 
I. COLLECTION, PRESERVATION AND SUBMISSION OF EVIDENCE 
 
All collected evidence/property shall be logged in and placed in an approved evidence locker 
by the collecting deputy before the end of their tour of duty.  Any item collected as evidence 
by agency personnel shall be processed in accordance with the procedures set forth in SOP 
3-3.1100.   
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�y=�ehcajd=feYd�QAINWIQBHFEQA@EEFHPNLE@KBLRFCPAF>?@ABCCDEFGCCBH@F@WJKP�@@EFIEFL@@O@O�=
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:
M<:NCOP?QA:GS?CTQVX:QP:QRC:KAASAQ>DQ:IJKE:EC>B:TPBB>DGC?:
MM<:NCAOPDASUVC:;P?:QRC:P[C?>VV:AaOC?[SASPD:P;:QRC:̂?SASA:̀CWPQS>QSPDA:EC>B<:
:

:::::::::::@<::::b?SB>?X:̀CWPQS>QP?:Ĥ ÈL:
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:;< =>?>@AB<@CB>D<A?E<=CFE>BF?>D<
<

>GHIJK<LM<IGKNIOI<HLNHPOQKRMHIQ<RMS<TUIM<IGLVIMHW<IGLQKQX<RM<IGJYZQL[I<\NIRHU<
QUZPYS<MZK<\I<IOJYZWIS<TUIM<KUINI<LQ<R<JNIQIMHI<Z]<PMQKR\YI<HUIOLHRYQ<ZN<ZKUIN<
LMHIMSLRNW<ORKINLRYQ<ZN<KUINI<RNI<ZKUIN<I]]IHKL[IX<QR]IX<RMS<KRHKLHRYYW<]IRQL\YI<
OIRMQ<Z]<\NIRHULMV<KIHUML̂PIQ<R[RLYR\YI;<<<<<

<
E;< _@̀ :>EC@>D<

<
ab<_RNROIKINQ<]ZN<KUI<PQI<Z]<IGJYZQL[I<\NIRHULMVc<
<
R;<dUI<ZJKLZM<KZ<PKLYLeI<RM<IGJYZQL[I<\NIRHU<TLYY<\I<RK<KUI<SLQHNIKLZM<Z]<KUI<fZNQWKU<
ghijklmnopqrsstumvssrwpmnxyzmzp{|mgh||{j}pqm{skpqmkopmwhjui~k{krhjm�rkomkopm
D�Ad<\NIRHULMV<KIRO<YIRSIN;<
<

\;<DHZPKLMV<RMS<dRNVIK<RMRYWQLQ<LQ<R<JNI�\NIRHU<NIQJZMQL\LYLKW<Z]<KUI<IGJYZQL[I<<<<<<<<<<<<<<<<<<<<<
\NIRHUIN�QbX<ZN<SIQLVMII;<<
<

H;<dUI<HZMQKNPHKLZM<Z]<RYY<IGJYZQL[I<\NIRHULMV<SI[LHIQ<QURYY<\I<HZMSPHKIS<\W<KUI<
SIQLVMRKIS<IGJYZQL[I<\NIRHUIN<PJZM<HZOJYIKLMV<R<KRNVIK<RMRYWQLQ;<<A<QIYIHKLZM<Z]<
HINKRLM<JNI�ORSI<IGJYZQL[I<\NIRHULMV<SI[LHIQ<TLYY<\I<ZM<URMS<RK<RYY<KLOIQ<RMS<
R[RLYR\YI<]ZN<LOOISLRKI<SIJYZWOIMK;<
<<

S;<_NLZN<KZ<QIKKLMV<KUI<IGJYZQL[I<\NIRHULMV<SI[LHIX<KUI<IGJYZQL[I<\NIRHUIN<TLYY<
�qpupjkm{m��qp{wopqtum�qrps�mkhmkopm�hqulkomghijklmnopqrsstumnxyzmzp{|m{j}m
TUZI[IN<LQ<JNIQIMK<NIVRNSLMV<KUI<RHKLZMQ<MIHIQQRNW<\I]ZNIX<SPNLMV<RMS<R]KIN<RM<
ZJINRKLZMRY<ZN<KNRLMLMV<IGJYZQL[I<\NIRHU;<<dUI<QR]I<RMS<KRHKLHRYYW<QZPMS<YZHRKLZM<
hsmkopmpjkqlmkp{|tum�uk{w��m�r~~m�pm}pkpq|rjp}m�lmkopm�hqulkomghijklmnopqrsstum
]̀]LHI<KIRO<YIRSINQ<PJZM<HZMQPYKRKLZM<TLKU<KUI<IGJYZQL[I<\NIRHUIN;<<fZN<RYY<
p��~hur�pm�qp{worj�m}p�rwpumwhjukqiwkp}�m{mjpkmp��~hur�pm�pr�okm{j}m�u{spm
uk{w�rj�m}ruk{jwp�mw{~wi~{krhjm�r~~m�pmwhj}iwkp}�m<
<<

I;<_YRHIOIMK<Z]<RYY<IGJYZQL[I<\NIRHULMV<SI[LHIQ<QURYY<\I<JIN]ZNOIS<\W<KUI<IGJYZQL[I<
\NIRHUINQ;<
<<

];<fZN<RYY<LMKINLZN<IGJYZQL[I<\NIRHULMV<SI[LHIQX<KUI<Z[IN<JNIQQPNI<TLYY<\I<HZMQLSINIS<
RMS<\NZPVUK<KZ<KUI<RKKIMKLZM<Z]<KUI<dIRO<BIRSIN�<:ZOORMSIN;<
<<

V;<̀ MHI<KUI<IGJYZQL[I<\NIRHULMV<SI[LHI<LQ<HZMQKNPHKIS<RMS<KUI<IMKNW<KIRO<LQ<RK<KUI<
YRQK<HZ[IN<RMS<HZMHIRYOIMK<�B::bX<KUI<]LNLMV<SI[LHI<TLYY<\I<NIRSLIS;<
<<

U;<dUI<IGJYZQL[I<SI[LHI<TLKU<\I<RKKRHUIS<KZ<KUI<KRNVIK<TUIM<KUI<KIRO<NIRHUIQ<KUI<
]LMRY<RQQRPYK<JZQLKLZM<�fA_b;<
<<

L;<A]KIN<KUI<\NIRHUIN<ZN<SIQLVMII<NIJZNKQ<KUI<HURNVI<LQ<NIRSW;<<dUI<fZNQWKU<:ZPMKW<
nopqrsstumvssrwpmnxyzmgh||{j}pqmhq<dIRO<BIRSIN<TLYY<SLNIHK<KUI<IGJYZQL[I<
\NIRHUIN<TUIM<KZ<LMLKLRKI<KUI<IGJYZQL[I<\NIRHULMV<SI[LHI�Qb;<
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9:;<=;=>?;@ABCD?=EAF;AG;=>?;BEHHEAFI=JKEFEFLM;=>?;?NCDAHEO?;PJ?K@>?J;EH;J?HCAFHEPD?;
QRSTUVWXYZZY[\T]T̂_S̀]ab̀ScUTd̀ eRSZfgThbYabTìZ]YjUTZb̀TUèaYQYaTaRXeRUYZYAF;AG;=>?;
?NCDAHEO?;PJ?K@>EFL;k?OE@?lHm;nH?k;KFk;=>?EJ;C?JGAJBKF@?H:;

;

om:;;pKG?=q;rAFHEk?JK=EAFH;
;

K:;<DD;?NCDAHEO?H;sEDD;J?BKEF;EF;@AF=JAD;AG;=>?;?NCDAHEO?;PJ?K@>?J;KFk;P?;H=AJ?k;KH;
KCCJACJEK=?;=A;?FHnJ?;=>?EJ;H?@nJE=q:;
;

P:;t?kE@H;H>KDD;P?;H=KL?k;AJ;CJ?H?F=;knJEFL;BEHHEAFH;s>?J?;?NCDAHEO?;PJ?K@>EFL;
=?@>FEun?H;KJ?;C?JGAJB?k;
;;

@:;v>?;wNCDAHEO?;PJ?K@>?J;sEDD;P?;EF;@AF=JAD;AG;=>?;GEJEFL;k?OE@?;K=;KDD;=EB?H;=A;
CJ?O?F=;KF;nFEF=?F=EAFKD;k?=AFK=EAF;Pq;A=>?J;C?JHAFH:;
;

k:;xnKDyCJEBEFL;sEDD;P?;=>?;H=KFkKJk;CJA@?knJ?;nH?k;=A;?FHnJ?;CAHE=EO?;k?=AFK=EAF;AJ;
=>?;?NCDAHEO?;PJ?K@>EFL;k?OE@?H:;;p>A@zy=nP?;EFE=EK=EAF;HqH=?B;H>KDD;P?;nH?k:;
;;

?:;<Fq;BEHGEJ?H;KFk;FAFyGnF@=EAFEFL;?NCDAHEO?;PJ?K@>EFL;k?OE@?H;KJ?;=>?;
J?HCAFHEPEDE=q;AG;=>?;?NCDAHEO?;PJ?K@>?J:;;v>?;?NCDAHEO?;PJ?K@>?J;sEDD;GADDAs;
?H=KPDEH>?k;CJA@?knJ?H;=>K=;BKq;EF@Dnk?;=>?;GADDAsEFL{;

;

E:; |F;=>?;?O?F=;AG;K;BEHGEJ?M;=>?;?NCDAHEO?;PJ?K@>?J;sEDD;J?y@A@z;=>?;EFE=EK=AJ;;;;;;;;
KFk;GEJ?;=>?;k?OE@?;KLKEF:;;|G;=>?;?NCDAHEO?;PJ?K@>?J;k??BH;F?@?HHKJq;KFk;
>KH;=EB?M;>?IH>?;sEDD;J?EFH?J=;KFA=>?J;CJEB?J;EF=A;=>?;EFE=EK=AJ;KFk;K==?BC=;
=A;GEJ?;=>?;k?OE@?:;
;

EE:; EF;=>?;?O?F=;AG;K;H?@AFk;BEHGEJ?M;=>?;?NCDAHEO?;PJ?K@>?J;sEDD;@KDD;GAJ;K;
H?@AFkKJq;PJ?K@>:;

;
EEE:; }CAF;@KDDEFL;GAJ;K;H?@AFkKJq;PJ?K@>M;=>?;?NCDAHEO?;PJ?K@>?J;sEDD;J?BAO?;

=>?;?NCDAHEO?;PJ?K@>EFL;k?OE@?;KFk;CDK@?;E=;HKG?Dq;KsKq;GJAB;=>?;=?KB;
B?BP?JH:;;|G;K;H?@AFkKJq;PJ?K@>;DA@K=EAF;EH;FA=;KOKEDKPD?M;=>?;D?Kk;DEF?;sEDD;
P?;kEH@AFF?@=?k;GJAB;=>?;?NCDAHEO?;PJ?K@>EFL;k?OE@?M;=>?;?NCDAHEO?;
PJ?K@>EFL;k?OE@?;sEDD;P?;J?BAO?kM;KFk;B?@>KFE@KD;B?KFH;AG;?F=Jq;nH?k;K=;
=>?;CJEBKJq;?F=Jq;CAEF=:;

;
EEE:; |G;=>?;?NCDAHEO?;PJ?K@>EFL;k?OE@?;@KFFA=;P?;J?Fk?J?k;HKG?;Pq;=>?;

?NCDAHEO?;PJ?K@>?JM;KF;?NCDAHEO?;k?OE@?;kEHCAHKD;nFE=;GJAB;K;unKDEGE?k;
@>AH?F;9nJEHkE@=EAF;sEDD;P?;J?un?H=?k;=A;kEHCAH?;AG;E=:;

;
EO:; pKG?=q;@DA=>EFL;KFk;?unECB?F=;sEDD;P?;sAJF;Pq;KDD;B?BP?JH;AG;=>?;~AJHq=>;

�RV[Z�T�b̀SYQQcUT�QQYàT����T�̀]XTiVSY[\T̀�ejRUY�̀T̀[ZS�TRèS]ZYR[UTRST
=JKEFEFL:;;v>EH;sEDD;EF@Dnk?M;Pn=;FA=;DEBE=?k;=AM;PKDK@DKOK;KFk;LDAO?HM;?q?;
CJA=?@=EAFM;>?KJEFL;CJA=?@=EAFM;>?DB?=M;PKDDEH=E@IDAKk;P?KJEFL;O?H=;KFk;
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I Motorcycle Unit 

PURPOSE: The purpose of this General Order is to establish the agency’s policies and 
procedures concerning the operation of the Motorcycle Unit. 

A. Training / In-service:                                            

Schedule permitting, training will be conducted on a monthly basis.  An “Annual Skills 
Recertification” will be conducted each year.  All training and skill assessments must be 
successfully completed.  Failure will result in the deputy being removed from motorcycle unit.   

1. Duration – Each deputy assigned to motors shall attend motorcycle operations 
training once per quarter for a minimum of four times a year.  This does not 
include the mandatory annual recertification which each deputy must attend 
every year. 

2 Location – The motorcycle FTOs will select the location of training. 

3. Forms and Grading – The form used for grading the training and annual skills 
recertification will be the Police Motorcycle Practical Exam.  This form will be 
filled out by the motorcycle unit FTO and signed by the deputy after reviewing it 
with the FTO.  This form will be maintained in the deputy’s motor unit training file. 

4. Grading procedure to be used during training – The Basic Police Motorcycle 
Practical Exam and its score will be used for annual recertification. It may include 
up to two (2) advanced obstacles at the FTO’s discretion. A minimum score of 
80% is required to maintain certification. 

5. Unacceptable Performance – If a deputy fails to score 80%, they have failed to 
recertify and will be placed into a training status immediately.  The deputy will be 
assigned to partner with a motorcycle FTO or senior motor deputy for a period of 
not less than 40 hours and must perform to the motorcycle FTO/senior motor 
deputy’s satisfaction.  During this period, the deputy’s skills will be observed by 
the motorcycle FTO/senior motor deputy to insure the deputy’s skills are not a 
danger to the deputy or others while performing his assigned duties.  The deputy 
will then be required to re-take the annual skills recertification at the next 
scheduled training date.  If the deputy fails to retest he/she will NOT be permitted 
to utilize a department motorcycle until successful completion of the annual skill 
recertification. 

  

General Order:   3-3.14 Motorcycle Unit 

Rescinds/Amends:   

Effective Date: March 23, 2018 

Committee Review - Date: January 2018 

Related Procedure(s):  

Authorized by:  Sheriff Ron H. Freeman 
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6. Unsafe Riding – Any deputy observing unsafe riding will report same to the 
deputy’s supervisor and to the motorcycle FTOs.  A supervisor will have the 
option of warning the deputy or placing them into immediate training mode 
(partnered with a motorcycle FTO or senior motor deputy). 

7. Removal from Motorcycle Duty – A deputy who is assigned to motorcycle duty 
may be removed from that assignment if the motorcycle FTOs and supervisors 
both concur that said deputy displays unacceptable abilities to continue as a 
motor deputy.  This removal should be based upon, but not limited to; the 
deputy’s riding abilities / deficiencies and safety habits. 

8. Accident or Injury – Any motor deputy who is off work for a period exceeding 30 
calendar days (including light duty) due to injury or illness will complete a skills 
recertification prior to returning to motorcycle duty. 

 

B. Initial Training: 

1. Type of Training – Each deputy MUST meet the following minimum requirements 
after being assigned to the motorcycle unit. 

a. Deputy must possess a Class M endorsement prior to attending any 
training. 

b. Orientation – Deputies will be given a minimum of 40 (forty) hours 
orientation on the motorcycle prior to being sent to a P.O.S.T. approved 
motorcycle training school.  This orientation will be given by department 
motorcycle FTO and will consist of practical application on the 
motorcycle, riding exercises, etc. If limited positions are available in motor 
school, candidates will be selected by degree of success in this 
orientation.   

c. Additional Training – Upon completion of The Basic Police Motorcycle 
School, a new deputy will be assigned an FTO within the Motor Unit for a 
minimum period of at least Three (3) weeks or Fifteen (15) working days. 
The FTO will act as a riding partner, trainer and evaluator during this 
period.  The FTO will evaluate the new deputy’s ability to operate the 
motorcycle during enforcement riding on motor unit DOR’s (Daily 
Observation Reports).  These DOR’s will document the new deputy’s 
progress as well as document problems with safety and professionalism 
that could lead to removal from the motorcycle unit. 

C. Motorcycle FTO Duties: 

 Their duties will consist of the following: 
 
 1. Conduct in-service training for motorcycle deputies. 
 2. Conduct initial motorcycle orientation. 

3. Conduct annual skills recertification. 
 4. Complete police motorcycle practical exams. 

5. Observe on-duty riding habits of deputies assigned to enforcement riding. 
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6. Conduct on-going review of the training program. 
7. Conduct recertification for any motor deputy returning to full duty after being on 

leave or light duty more than 30 calendar days. 
8. FTO / train new motor deputies and any deputies immediately assigned to 

“training status”. 
 

II Operations: 

The following inspections will be performed on a daily basis: 

A. Safety Inspections – Prior to going on duty each day, each deputy will inspect his/her 
motorcycle for such things as loose nuts, electrical connections, tire wear, fluid and oil 
levels, lights functioning, siren operating, etc. 

1. Electrical System 
a. Turn signals 
b. Brake and Tail lights 
c. Headlight 
d. Blue lights and siren system 
e. Radio (wireless headset system) 

2. Tires 
a. For wear and damage 
b. Correct tire pressure 
c. Visual inspection of rims 

4. Shocks and Fork Tubes 
a. Correct pressure 
b. Visual for leaks and damage 

5. Correct Operation of Controls 
a. Throttle 
b. Clutch 
c. Brake lever and pedal 

6. Kickstand 
a. Make sure it will retract fully 

7. Inspection of Engine 
a. To include top engine mount 

8. Helmets 
a. Helmets will be inspected for any damage. 
b. Helmets will be taken out of service and replaced every Five (5) years 

from purchase/Manufacture date or when necessary due to damage. 
 

B. Motorcycle Maintenance: 

1. Each deputy will be responsible for keeping his/her motorcycle clean and 
polished at all times. 

2. Preventative Maintenance will be performed on the motorcycle every 5,000 miles 
by a certified Harley Davidson “PHD” Mechanic.   

3. Mechanical service (i.e. clutch, brakes, engine problems, tires) must be 
completed by a certified Harley Davidson “PHD” Mechanic.   

4. Motorcycles will all remain uniform in appearance.   
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a. No unauthorized decals, custom accessories, performance parts, etc. can 
be placed on departmental motorcycles.   

b. Parts necessary to ensure motor deputy safety (i.e. extended mirrors, 
lower seats, etc.) can be used after being approved by the Special 
Enforcement Division Commander.    

  

C. Riding Techniques: 

1. At all times while operating a department motorcycle, deputies will always 
observe safe operation of their motorcycle and abide by skills instructed at the 
P.O.S.T. approved Basic Motor Skills Course. 

2. ANYTIME the FCSO motorcycle is in motion, the motorcycle deputy will use the 
“bright headlight” option.  Aka “high-beam”. 

3. Deputies will use safe riding techniques including: 
a. Surface appraisal 
b. Lane placement 
c. Traffic conditions 
d. Clutch, throttle, brake control 
e. Front brake predominate brake 
f. Use of mirrors 
g. Violator stop techniques 
h. Motorcycle placement during stops 
 

D. Emergency Response Driving  

1. EXTREME CAUTION must be used by the motorcycle deputy anytime a 
motorcycle deputy is responding to a situation in an “emergency mode” 
(lights/siren) while utilizing a departmental motorcycle. 

2. The following WILL be observed by all FCSO motorcycle deputies while utilizing 
a departmental motorcycle: 
a. Motor unit deputies will NOT respond “emergency” (use of lights and 

siren) to ANY routine call for service. 
b. Motor unit deputies will NOT respond emergency to back-up other 

deputies UNLESS the deputy needing back-up indicates he/she needs 
assistance emergency (10-18). (i.e. Signal 63-DEPUTY NEEDS HELP, 
Deputy involved in Signal 29-Fight) and the motor deputy is relatively 
close to the deputy needing back-up. 

c. ANY other “emergency response” MUST be approved by a FCSO 
Supervisor. 

 
3. Pursuits 

a. Motor deputies may initiate pursuits, however ANY FCSO supervisor can 
cancel the pursuit at the supervisor’s discretion. 

b. Motor deputies MUST turn a pursuit over to a 4-wheeled marked patrol 
unit immediately. 

c. Motor deputies will not become involved in a pursuit if 4 wheeled marked 
patrol units are already pursuing the suspect. 

  E. Weather – Deputies will use caution riding in any inclement weather.   
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a. Motorcycle deputies will NOT ride their motorcycles when the 
temperature is below 40 degrees Fahrenheit.  

b. Motorcycle operation will cease when there are any reports of 
frozen precipitation on the roadway.  (using caution, knowing that 
overpasses and bridges freeze sooner) 

c. Motorcycle operation will cease temporarily during lightning that 
may endanger the rider. 

d. Motorcycle operation will cease temporarily during heavy rain 
downpours, hail, or any other inclement weather that poses a 
safety risk to the safe operation of the motorcycle. 

 

III Responsibilities 

A. Daily responsibilities for motorcycle unit deputies: 

1. Traffic Enforcement 
2. Support the Patrol Division (s) when requested and available. 
3. Funeral escorts 
4. Other special assignments as directed by FCSO supervisory staff. 

 

B. Required uniform equipment to be worn: 

1. While utilizing a department motorcycle, motorcycle deputies will wear their 
department issued helmet, protective eyewear, gloves, and motorcycle boots.   

2. While utilizing a department motorcycle, motorcycle deputies will wear 
departmental issued motorcycle breeches and uniform shirt.  

3. While utilizing a department motorcycle, there are times when the deputy will be 
off his/her motorcycle for an extended period of time to direct traffic or other 
specialized assignments.  During this time motorcycle deputy are permitted to 
wear a departmental issued black ball cap or approved motorcycle unit ball cap. 

 

C. Specialized Equipment 

1. Motorcycle deputies will be issued a LIDAR unit 
a. This will remain with the deputy and will be his/her responsibility to 

maintain and protect this equipment from damage or theft.   
 

IV Funeral Escorts 

A. Funeral Escort Request 

1. Funeral Homes will request funeral escorts by: 
a. composing an email to funeral@forsythco.com (email will broadcast to 

appropriate deputies/supervisors/911 Center) 
b. The email must contain the time the funeral escort is expected to leave 

the originating location.   
c. The email must contain the beginning and ending location street address. 
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d. if the funeral home’s email system is down, the funeral home will call the 
911 Center by phone (770-781-3087) and make the funeral escort 
request via phone. 

 
2. 911 Center responsibilities: 

a. Upon receipt of the funeral request email from the funeral home, 911 
Center personnel will CAD the call, entering originating location and all 
times, directions, destination, etc. 

b. When the dispatcher receives the call, the dispatcher will apply a 
“PNDFN” unit number to the call.  (this is for tracking/report purposes) 

c. The 911 Center personnel will then compose a “funeral page” via the 
CAD system indicating the funeral home, time and destination.  This page 
notifies appropriate FCSO personnel. 

d. Thirty (30) minutes prior to the funeral escort time, the dispatcher will 
raise a FCSO Motorcycle Unit or Special Enforcement Division supervisor 
and advise them of the pending funeral. 

e. On weekends and holidays, the dispatcher will raise the appropriate 
Patrol Division supervisor thirty (30) minutes prior to the funeral escort 
and advise them of the funeral escort. 

f. If a funeral home calls by phone due to email outage, the call taker should 
CAD the call as described in 2.a 

 
3. FCSO responsibilities during normal business hours: 

a. During normal county business days (M-F, excluding holidays) upon the 
receipt of the email from the funeral home requesting the funeral escort, a 
Special Enforcement supervisor or their designee will “reply to all” 
indicating they are clear on the funeral escort request. 

b. Special Enforcement Division supervisors are responsible for ensuring 
funeral escorts are planned and escorted accordingly. 

c. if for unforeseen circumstances the Special Enforcement Division is NOT 
able to escort the funeral, the Special Enforcement Division supervisor 
will contact the appropriate Patrol Division watch commander and request 
assistance.  The Special Enforcement Division supervisor will notify the 
dispatcher that the Patrol Division will handle the escort. 

 
4. FCSO responsibilities on Weekends/Holidays: 

a. The appropriate Patrol Division supervisor is responsible for assigning 
patrol units to escort funerals on weekends/holidays.   

b. The appropriate Patrol Division supervisor will be notified by the 
dispatcher thirty (30) minutes prior to the funeral escort. 

 

B. Motorcycle driving/operations pertaining to funeral escorts 

1. Motorcycle deputies will use extreme caution while escorting funeral processions  
2. Motorcycle deputies will NOT rapidly accelerate or use high speed driving during 

any funeral escort.   
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3. Motorcycle deputies will activate all emergency blue lights while leading a funeral 
and will use the motorcycle siren when approaching the motoring public. 

4. The motorcycle video camera system will remain activated while the motor 
deputy is escorting a funeral procession. 

5. At least one motorcycle deputy will lead the funeral procession.  If a second 
motorcycle deputy is used, the second motorcycle deputy will also lead the 
funeral procession and may cautiously pull ahead of the lead motorcycle to clear 
an intersection for the procession.  As the leading motorcycle catches up to the 
second motorcycle, the second motorcycle will rejoin in leading the funeral 
procession with the lead motorcycle. 
 The practice of the second motorcycle “holding” an intersection for 

the entire funeral procession to pass and then “leap frogging” or 
passing the funeral procession to race to the next intersection is 
PROHIBITED.  

6. Sometimes funeral processions get separated or funeral procession participants 
veer off the procession resulting in the funeral procession becoming dissolved.  
The motorcycle deputy’s primary responsibility is to escort the deceased/hearse 
safely to the internment site and will NOT attempt to reunite a funeral procession 
that is in progress.   
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I SCHOOL RESOURCE OFFICER PROGRAM 

 

The purpose of this policy directive is to establish and outline guidelines and responsibilities 
for the agency’s School Resource Program. The School Resource Program provides a forum 
through which students, parents, faculty and law enforcement deputies can become 
acquainted and, as a result, can gain mutual respect.  Such programs demonstrate to the 
parents and faculty that this agency has a genuine interest in the community’s youth.   
 
It shall be agency policy to maintain a School Resource Program which shall act as a 
resource with respect to delinquency prevention, provide guidance on ethical issues, provide 
individual counseling to students and to explain the role of law enforcement in society to 
students.  
 
Each School Resource Officer (SRO) will be on call for any significant event that may impact 
their assigned school (i.e., vandalism, burglary, etc.). The SRO shall also be available to 
respond to assist students involved in accidents or other extraordinary situations. 
 

II SCHOOL RESOURCE OFFICER (SRO) PROGRAM 
 
A.  SCHOOL RESOURCE OPERATIONS 
 
The School Resource program shall be under the administrative control of an SRO sergeant. 
The SRO sergeant shall be responsible for the coordination and supervision of the program 
and shall be the agency’s liaison between school officials and the agency. 
 

1. The SRO sergeant shall implement and ensure: 
 

a.   The program is utilized as a resource for delinquency prevention; 
 

b. School Resource officers provide guidance on ethical issues in a classroom 
setting; 

 
c.   Individual counseling and/or mentoring is available to students; 
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d.   The program has provisions for explaining the role of law enforcement to 
students; 

 
School procedures specifically governing the actions of an SRO in a particular school do not 
conflict with the orders, directives and procedures of this agency.  Any agreements or 
operating procedures with school officials shall be reviewed and implemented in accordance 
with this agency’s orders, directives and procedures.  
 
B. SCHOOL RESOURCE OFFICERS 
 

SRO’s are under the direct supervision of an SRO Sergeant and shall have the following 
specific duties: 

 
1. Keep 911 Communications Center informed of duty status in accordance with current 

procedures; 
 

2. Keep the school advised of unscheduled campus departures; 
 

3. Not act as a school disciplinarian. Rule violations shall be reported to the principal; 
 

4. Report or take necessary law enforcement action on violations of Georgia Statutes or 
County Ordinances; 

 
5. Coordinate all activities with the principal, staff and employees concerned, and will 

seek permission, advice and guidance from the principal and section sergeant before 
enacting any new programs within the school; 

 
6. Research and prepare presentations related to law enforcement and community social 

problems for student, faculty and community audiences; 
 

7. Request to give classroom presentations on ethical issues and the role of law enforce-
ment in society; 
 

8. Coordinate all extracurricular activities and outside overtime work details, both com-
pensatory time and pay, with the Operations Division assistant commander; 

 
9. Participate in school activities when possible and with an equitable allocation of time; 
 

10. Wear the approved SRO uniform while on duty. The uniform shall not be worn if 
participating in athletic events, plays or other functions making such wear 
inappropriate (exceptions may be made by supervisory   approval); 

 
11. Report rumors involving gang fights, conflicts, or any major felony to the principal, 

Operations Division assistant commander, and the affected division commander as 
soon as possible. Incidents involving gang fights, conflicts, or any major felony will be 
documented and the appropriate action taken; 
 

12. Maintain a liaison with local law enforcement agencies and cooperate with them in law 
enforcement matters, including juvenile diversion programs; 
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13. Adhere to Georgia Statutes and this agency’s procedures in interviewing juveniles in 
relation to law enforcement investigations and procedures on releasing juvenile 
information or reports; 
 

14. Adhere to this agency’s assigned vehicle procedures; 
 

15. Attend roll calls as designated by an SRO sergeant; 
 

16. Serve as a liaison between the school and the surrounding community to give advice 
or support to residents, businesses, and employees who work the area on problems 
with traffic, trespassing. etc., which relate to the school and its students; 
 

17. Make themselves available for conferences with students, parents and faculty 
members to offer assistance and advice on problems of a law enforcement or crime 
prevention nature; 
 

18. Be familiar with community agencies which provide a resource for professional 
counseling, if necessary; 
 

19. Attend student, parent, faculty and community meetings to coordinate and provide an 
understanding of the SRO Program goals and objectives as time and duty permits. 
 

20. Perform other duties during summer vacation as assigned by the Operations Division 
assistant commander. 
 

21. Attend required training.  SROs shall successfully complete the P.O.S.T. certified 80-
hour basic School Resource Officer course. Failure to successfully complete the 
required training shall be grounds for transfer to another duty assignment. 
 

22. Each School Resource Officer shall be assigned to specific schools. School Resource 
Officers shall respond to incidents occurring within their assigned schools during 
school hours. In the event an SRO is unable to respond to one of their assigned 
schools another SRO shall be dispatched to handle the incident. SRO’s shall be 
assigned to follow up on criminal incidents which occur within their schools.  At times 
certain felonies may be assigned to the Criminal Investigation Section. 

 
 C.  SEARCHES CONDUCTED BY SCHOOL OFFICIALS 
 

1. The following information is intended to assist the SRO in recognizing the legality of a 
search conducted by school administrators in the performance of their official duties: 

 
a. School officials may institute a search if there is a “reasonable suspicion” to 

believe that a search will reveal evidence that a student has violated, or is about 
to violate, the law or rules of the school. 

 
b.  The extent of the permissible search will depend on whether the measures used 

are reasonably related to the purpose of the search and are not excessively 
intrusive in light of the circumstances, age and sex of the person. The more 
intrusive the search, the greater the justification that will be required. 
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c. School officials are not required by law to obtain a search warrant when carrying 
out searches independent of law enforcement deputies. 

 
d. A search may continue after a school official finds the object of the search.  

 
e. A student may give consent to be searched by a school official knowingly and 

voluntarily (without threats or coercion) if a lack of “reasonable suspicion” exists. 
 

f. In all cases where a school official conducts a search, statements should be 
obtained as to the events leading up to the search, including a detailed 
explanation of any “reasonable suspicion” and the circumstances surrounding 
the execution of the search.  

 
2. Situations in which law enforcement searches on school property and related facilities 

may be permissible without a warrant: 
 

a. “Stop and Frisk” 
 

b. Probable cause on vehicles 
 

c. Probable cause on weapons, bombs or other situations of an exigent nature 
where life, personal safety of other individuals and their property are at risk. 

 
3. The following information is intended to assist the SRO in recognizing the legality of 

an interview or interrogation conducted by school administers in the performance of 
their official duties: 

 
a. Statements taken by school officials are admissible in court proceedings, 

regardless of the extent of incrimination prior to the child being taken into 
custody.  These statements may be written or oral and may be taken from any 
child regardless of age, incriminating or not. 

 
 
III JUVENILE PREVENTION AND ENFORCEMENT PROGRAM 
 
The Special Enforcement Division Commander, or designee, shall conduct an annual review 
and written evaluation of all enforcement and prevention programs relating to juveniles.   The 
review shall include a summary of program activities, significant events, accomplishments 
and shortcomings. The commander completing the review shall make detailed 
recommendations to the command staff as to whether each program should continue in its 
present form, undergo modifications, or be discontinued. 
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O
O TdOOOKLQORTX[SQO]_OXLQOMR̂MWQRXnO
O
OOOOOOOOOOOOYdOKLQOTWWSQNNO]_OXLQOMR̂MWQRXoOMR̂U[WMRZOXLQOT\TSXcQRXOR[cYQSoÔ]c\UQpORTcQoO
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OOOOvdOOOg_OXLQÔTUUQSOMNOXLQObM̂XMcoOXLQOWMN\TX̂LQSONL][UWOTXXQc\XOX]OuQQ\OXLQÔTUUQSO]ROXLQO
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ĥ®:]XYZfj]g]X\:gWooWZX9:

:

d9:È¶k:eh\haho]:dX¼nWfW]o:

:

dX_]o\Wih\W_]:¼n]fW]o:WX\Z:\]:Çh\WZXĥ:½]Wĵ]:ÈZjh\Zf:mbo\]g:µÇ½Èm·:Zf:
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GENERAL ORDER                                                                                                    Forsyth County Sheriff’s Office 

GO 3-4 Jail Bureau   1 of 2 

 

             

             

 
I JAIL BUREAU 
 
The Jail Bureau is a major component of the agency.  The bureau commander shall answer 
directly to the Chief Deputy and will hold the rank of major.  The bureau shall include the 
following divisions, sections, units, and/or teams of personnel. 
 

A. Jail Operations Unit 
B. Jail A-Watch 
C. Jail B-Watch 
D. Jail C-Watch 
E. Jail D-Watch 
F. Transport Unit 

 
 
 

 
 

 
 
 
 
 

 

 

 

 

 

 

 

  

GENERAL ORDER:  3-4 Jail Bureau 

Rescinds/Amends:  GO 3-8 

Effective Date: May 14, 2018 

Committee Review - Date: May 2018 

Related Procedure(s): 3-4.100 

Authorized by:  Sheriff Ron H. Freeman 
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GENERAL ORDER                                                                                                    Forsyth County Sheriff’s Office 

GO 3-4.2 Community Relations Unit   1 

 

             

             

 

 

I COMMUNITY RELATIONS 

 

The Forsyth County Sheriff’s Office is committed to making Forsyth County a better and 
safer place for its citizens and those individuals who commute through, conduct business, or 
carry out personal interests.  The agency and its employees will establish close ties with all 
segments of the community and, when possible, will respond to the community's needs. 
 
The agency is also committed to the overall reduction in crime through active and proactive 
crime prevention programs. Crime prevention programs will be the responsibility of not only 
the Crime Prevention Unit, but all agency personnel. 
 
The agency will not tolerate, and thus discourages, all conduct, practices and attitudes that 
negatively reflect on the agency and county as a whole.  The agency is committed to 
developing and maintaining a good working relationship and rapport with the community and 
its representatives and therefore the appropriate division/section/unit will take corrective 
measures against personnel who may contribute to community tensions and grievances. 

 

 
 

  

GENERAL ORDER:  3-4.2 COMMUNITY 

RELATIONS UNIT 

Rescinds/Amends:  GO 3-8 

Effective Date: January 1, 2017 

Committee Review - Date: September 2014 

Related Procedure(s): SOP 3-4.200 

Authorized by:  Sheriff Ron H. Freeman 



GENERAL ORDER                                                                                                    Forsyth County Sheriff’s Office 

GO 3-4.3 School Resource Unit   1 

 

             

             

 

 

I SCHOOL RESOURCE OFFICER PROGRAM 

 

The purpose of this policy directive is to establish and outline guidelines and responsibilities 
for the agency’s School Resource Program. The School Resource Program provides a forum 
through which students, parents, faculty and law enforcement deputies can become 
acquainted and, as a result, can gain mutual respect.  Such programs demonstrate to the 
parents and faculty that this agency has a genuine interest in the community’s youth.   
 
It shall be agency policy to maintain a School Resource Program which shall act as a 
resource with respect to delinquency prevention, provide guidance on ethical issues, provide 
individual counseling to students and to explain the role of law enforcement in society to 
students.  
 
Each School Resource Officer (SRO) will be on call for any significant event that may impact 
their assigned school (i.e., vandalism, burglary, etc.). The SRO shall also be available to 
respond to assist students involved in accidents or other extraordinary situations. 

  

GENERAL ORDER:  3-4.3 SCHOOL RESOURCE 

UNIT 

Rescinds/Amends:  GO 3-8 

Effective Date: January 1, 2017 

Committee Review - Date: September 2014 

Related Procedure(s): SOP 3-4.300 

Authorized by:  Sheriff Ron H. Freeman 



GENERAL ORDER                                                                                                    Forsyth County Sheriff’s Office 

GO 3-4.4 Alarms/Permits/Alcohol Unit   1 

 

             

             

 

 

I ALARMS / PERMITS / ALCOHOL UNIT 

 

The Alarms/Permits/Alcohol Unit oversees the enforcement of false alarms as outlined in 
County Ordinances. The unit handles fingerprinting of citizens when applying for County 
permits. Furthermore, this unit conducts criminal investigations related to unlawful sales of 
alcoholic beverages.   
 

 

 

 

  

GENERAL ORDER:  3-4.4 ALARMS/PERMITS/ 

ALCOHOL UNIT 

Rescinds/Amends:  GO 3-8 

Effective Date: January 1, 2017 

Committee Review - Date: September 2014 

Related Procedure(s):  

Authorized by:  Sheriff Ron H. Freeman 
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GO 3-4.6 Special Assignments Section   1 

 

             

             

 

 

I SPECIAL ASSIGNMENTS SECTION 

 
The Special Assignments Section also addresses several support functions for the agency 
which may not involve the assignment of full-time personnel.  These functions include: 
 

• Marine patrol 
• Bike patrol 
• C.E.R.T. 
• Explorer Program 

 

 

 

 

  

GENERAL ORDER:  3-4.6 SPECIAL ASSIGNMENTS 

SECTION 

Rescinds/Amends:  GO 3-8 

Effective Date: January 1, 2017 

Committee Review - Date: September 2014 

Related Procedure(s):  

Authorized by:  Sheriff Ron H. Freeman 
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I LEGAL PROCESS 

 
The Forsyth County Sheriff’s Office is mandated by the Federal and State Constitutions and 
State statutes to serve and/or execute certain legal processes in support of the judicial 
function.  The functioning of the courts is affected by the prompt service of court documents.  
Thus, the effectiveness and image of the judicial system are dependent, in part, upon the 
effective and timely service of court documents.  Whenever a law enforcement deputy 
executes any phase of the legal process function, that deputy will do so in good faith and 
pursuant to all federal, state and local laws, and in accordance with agency procedures and 
policies.  Inadequate record keeping and/or inappropriate procedures regarding the service 
of legal processes may subject the agency to litigation and civil liability. 
 
II  TYPES OF LEGAL PROCESS 

A.   CRIMINAL PROCESS 
 
Criminal process is defined as those services performed by law enforcement deputies that 
are sanctioned by the courts and by the law which supports the judicial function relating to 
criminal matters. These services may include executing arrest warrants, search warrants and 
affidavits, administrative warrants, or any other type of service ordered by the courts which 
directly results from a criminal matter. Only sworn deputies who have complied with the 
Georgia Peace Officer Standards and Training (POST) Act of O.C.G.A. § 35-8-17, shall 
execute arrest or search warrants (O.C.G.A § 35-8-1, et seq.). 
 
B.    CIVIL PROCESS   
 
Civil Process shall be served by the Sheriff or his deputy of the county where the civil action 
is brought or where the defendant is found or a court appointed Special Agent to Serve 
Process as outlined in 5-1.2(C). (O.C.G.A. § 9-11-4(c)). The execution of orders for civil 
arrest or writs requiring the seizure of real or personal property will be performed by sworn 
and Georgia POST-certified deputy sheriffs. Service must be made by deputies who are 
disinterested parties in the suit and must be made in writing to the defendant. Verbal service 
is not allowed. Service of civil process shall be made as prescribed by the appropriate 
Georgia statute. In any situation where the requirements or procedures for service are not 
prescribed by law, or in situations where the legal provisions are not clear, or when problems 
in service arise, the issuing court shall be contacted in order to prescribe the method of 
service. 
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When specified in the civil process, deputies or court appointed Special Agents to Serve 
Process shall make proof of service within the time during which the person served must 
respond to the process by completing the affidavit or certificate (O.C.G.A. § 9-11-4(h)). 
 
III PROPERTY RECEIVED THROUGH LEGAL PROCESS 
 
Any time property comes into the possession of a law enforcement deputy who has executed 
an arrest or search warrant, or through orders by the courts; the deputy will be responsible 
for that property and will immediately place the property in the Evidence Room when 
applicable.  For further information concerning agency procedures for receiving, handling, 
storing, releasing and disposing of property, refer to SOP 3-5.101-102. 
 
IV  CRIMINAL ARRESTS 
 
It shall be the policy of the agency to serve criminal arrest warrants and to arrest the 
defendants listed on those warrants as well as to arrest perpetrators of crime within the 
agency's jurisdiction, while insuring that the rights of the accused are observed. 
 
Sworn deputies, who have complied with the Georgia Peace Officer Standards and Training 
Act shall have the authority to arrest for violations of state law occurring within the state.  
O.C.G.A. § 17-4-25; O.C.G.A. § 35-8-18; Watkins v. State, 207 Ga.App. 766. 
 
A.    ARREST WARRANTS WITHIN FORSYTH COUNTY 
 
Whenever a law enforcement deputy attempts to serve a criminal arrest warrant at any 
location within Forsyth County, the deputy should have uniformed deputies present during 
the warrant execution.  
 
B.    ARREST WARRANTS OUTSIDE OF THE COUNTY 
 
Whenever a law enforcement deputy attempts to serve a criminal arrest warrant at any 
location outside of the county, the deputy will have uniform deputies from the agency 
responsible for law enforcement within that location present during warrant service.  If a 
uniform deputy is unavailable to assist, the warrant shall be served only after approval from a 
supervisor. 
 
C. ARREST WARRANTS WITHIN FORSYTH COUNTY BY AN OUTSIDE LAW   

ENFORCEMENT AGENCY 

Whenever an outside law enforcement agency requests the assistance of the Forsyth County 

Sheriff’s Office to serve a criminal arrest warrant, an agency supervisor must be present and 

must validate the warrant prior to the warrant’s execution.  Validation shall include verification of 

the warrant’s name, date, judicial officer signature and warrant’s address. 

D. FORCE USED TO EXECUTE AN ARREST 
 
Deputies are authorized to use reasonable force when making a physical arrest.  The 
agency’s Use of Force policy is contained in GO-3-10. 
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E. OFF-DUTY ARRESTS   
 
When off-duty, deputies may make an arrest only when: 
 

1. The off-duty deputy is either a "third party" witness to the situation OR actually 
becomes a victim of a crime; AND 

 
2. There is an immediate need for the prevention of a serious crime, preventing 

physical harm of another; AND 
 

a.   The crime is an offense requiring a full custodial arrest; OR 
 
b. When requested by an on-duty law enforcement officer to provide        

assistance. 
 

NOTE:   IN ALL INSTANCES, ON-DUTY OFFICERS WILL BE NOTIFIED AS SOON AS 
POSSIBLE FOLLOWING THE ARREST AND THE ARRESTING OFFICER WILL 
COMPLETE A FULL OFFENSE REPORT OR SUPPLENMENT AS DIRECTED BY THE ON 
DUTY SUPERVISOR RESPONDING TO THE SCENE. 
 

3.   Prohibited Off-duty Arrests: Deputies will NOT MAKE AN ARREST while off-duty: 
 

a.  When engaged in off-duty employment of a not-law enforcement nature and 
the actions are only to further the interest of the private employer, such as 
when employed as a theater usher or food server and the manager requests 
that a disorderly person be arrested; OR 

        
b.  When the situation involves a traffic violation; OR 
 
c.  When the arresting deputy is personally involved in the incident underlying the 

arrest in a manner that furthers the officer’s own interests. This includes 
situations where the off-duty deputy, a family member, or a friend becomes 
engaged in a dispute or incident with the person to be arrested. (However 
attacks and assaults on the deputy or family members /friends will be 
addressed on a case by case basis) 

         
d.  Deputies working approved law enforcement off-duty jobs will follow the same 

arrest guidelines as on duty personnel.                                   
             
  V  IMMUNITY FROM ARREST 
 
Certain individuals present in the United States as representatives of a foreign government 
are afforded a degree of immunity based on existing treaties/agreements.  Agency personnel 
shall abide by established immunity standards.  Procedures for dealing with these individuals 
are contained in SOP 3-5.108. 
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_fsja4lgo4q_̂rjof_ja4l_j4mgr̂_q̂_lcjo4dj_jmg4wb4_jpj_jgrjt4mgrsfomgvt4wfc4ĝc4smkmcjo4ĉt4cdj4
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PLKQRNIRSTKMQKUHKVHUQQRSTKUWWKPKNORXVKPYKLNOUUXZKK[MNOK\]N\QYRUSLK̂MLYK_\KH\̀M\LY\VKPSVK

PQQHUa\VKRSKbHRYRSTK_cKPKdRaRLRUSKeÛ P̂SV\HJKfMH\PMKeÛ P̂SV\HJKYO\KeOR\WKd\QMYcKUHK

YO\K[O\HRWWZK
K

K

dZK [ghijkKejllmhdgkKn[gKjoKmpgheqKrgsietg[K
K

uZK[\SRUHKeÛ P̂SVK[YPWWKUWKYO\KoUHLcYOKeUMSYcK[@:<633E=9jWWRN\KPH\KHUMYRS\XcKPSVKH\TMXPHXcK
H\̀MRH\VKYUKH\LQUSVKYUKPKaPHR\YcKUWKRSNRV\SYLK_UYOKbRYORSKYO\RHKH\LQ\NYRa\KNÛ P̂SVLKPSVK
ÛH\K_HUPVXcKYUKPScK\̂ \HT\SNcKPWW\NYRSTKoUHLcYOKeUMSYcKUHKH\̀MRHRSTKYO\̂ KYUKPNYKRSKPSK
UWWRNRPXKNPQPNRYcKWUHKYO\KoU<=8?@9vBC>?89w@:<633E=9x336A:y99zC:9?B9?@:9D:<54>:>?9B>9A4779
LYPYMLKUWK[\SRUHKeÛ P̂SVK[YPWWJKYOUL\KV\LRTSPY\VKRSKbHRYRSTK_cKYO\K[O\HRWWKUWKoUHLcYOK
eUMSYcKPH\KPMYOUHR{\VKYUKMYRXR{\KYO\RHKoUHLcYOKeUMSYcK[@:<633E=9jWWRN\KPLLRTS\VKa\ORNX\LKYUK
Q\HWUĤKSUS|HUMYRS\Koe[jK_MLRS\LLKPSVKYUKYHPSLQUHYKPVMXYKR̂ \̂VRPY\KWP̂ RXcK̂\̂ _\HLKRSK
YO\RHKa\ORNX\KLUKPLKYUKH\̂ PRSKRSKPSKR̂ \̂VRPY\KLYPY\KUWKH\PVRS\LLKYUKH\LQUSVKYUK
\̂ \HT\SNcKLRYMPYRUSLKH\̀MRH\VKUWKYO\RHKQULRYRUSLKbRYORSKoUHLcYOKeUMSYcZKKK
K

}ZK[\SRUHKeÛ P̂SV\HLKPH\K\]Q\NY\VKYUK\]\HNRL\KLUMSVK~MVT̂ \SYKRSKYO\KML\KUWKPT\SNcK
a\ORNX\LJKPSVKYUKNÛ QXcKbRYOKPXXKUYO\HKPQQXRNP_X\KQUXRNR\LJKLMNOKPLKSUKPXNUOUXKMLPT\K_cK
PScKQ\HLUSKUNNMQcRSTKYO\Ka\ORNX\JKLYPcRSTKbRYORSKH\PLUSP_X\KH\LQUSL\KVRLYPSN\KUWK
oUHLcYOKeUMSYcKRWKMYRXR{RSTKYO\KPLLRTS\VKa\ORNX\K�NÛ P̂SV\HLKLOUMXVK_\KP_X\KYUKH\LQUSVK
YUKPSK\̂ \HT\SNcKbRYORSKuKOUMHKYUKoUHLcYOKeUMSYc�JKU_\cRSTKPXXKYHPWWRNKXPbLJKH\WHPRSRSTKWHÛ K
VHRaRSTKPKTUa\HŜ \SYKa\ORNX\KYUKPScKXUNPYRUSKYOPYKNUMXVKNPML\KYO\KQM_XRNKYUKXUL\K
NUSWRV\SN\KRSKYO\KPT\SNcZK

K

gZKK ejnk�g[qK�kmh[�jk�m�ijhK[i�nm�ijh[K
K
uZK�O\SKYHPSLQUHYRSTKPKSUS|QHRLUS\HJKYO\KRSVRaRVMPXKLOPXXK_\KLM_~\NYKYUKLYPSVPHVK
L\PHNORSTKQHUN\VMH\LK_\WUH\K_\RSTKPXXUb\VKYUK\SY\HKYO\KYHPSLQUHYKa\ORNX\ZKK�O\K
LM_~\NYK̂PcKH\WML\KYO\KL\PHNO�KOUb\a\HJKYO\KNUMHY\LcKYHPSLQUHYKLOPXXKSUYKYPI\KQXPN\K
MSX\LLKYO\KRSVRaRVMPXKLM_̂ RYLKYUKL\PHNORSTKQHUN\VMH\LZK
K

}ZK�O\K�uuKeÛ M̂SRNPYRUSLKe\SY\HKLOPXXK_\KPVaRL\VKUWKYO\KLYPHYRSTKXUNPYRUSJKYO\KWRSPXK
V\LYRSPYRUSJKH\PLUSKWUHKYHPSLQUHYJKYO\KSM̂ _\HKPSVKL\]KUWKYOUL\K_\RSTKYHPSLQUHY\VKPSVK
RWKPScKPH\K~Ma\SRX\LKPYKYO\K_\TRSSRSTKUWKYO\KYHPSLQUHYZK

K
�ZKiWKPScUS\K_\RSTKYHPSLQUHY\VKRLKPK~Ma\SRX\KUHKUWKYO\KUQQULRY\KL\]KUWKYO\KYHPSLQUHYRSTK
V\QMYcJKYO\KUVÛ \Y\HKH\PVRSTKLOPXXK_\KTRa\SKPYKYO\K_\TRSSRSTKPSVKPYKYO\K\SVKUWKYO\K
NUMHY\LcKYHPSLQUHYZKK�O\K�uuKeÛ M̂SRNPYRUSLKe\SY\HKLOUMXVKH\LQUSVKbRYOKYO\KYR̂\KRSK
_UYOKRSLYPSN\LZKK
K

KK
�ZKiYKRLK\̂ QOPLR{\VKYOPYKPXXKVM\KNPH\KLOPXXK_\KYPI\SKRSKYO\KUQ\HPYRUSKUWKYO\KYHPSLQUHYK
a\ORNX\KPSVKYO\KLPW\LYJK̂ULYKVRH\NYKHUMY\KLOPXXK_\KYPI\SZK

K

K

K

K
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=D5EFGH5IJKILEGHMDINGO5M5PNQLHR5GSMTT5GLEEFD5AENKUNDIR5VNPJIMT5:NKWJING5HF5HKMDGQFKH5
MDR5JDXLKNP5QNKGFD5HSMH5EMR5YN5NDIFLDHNKNP455=Z5M5GJHLMHJFD5MKJGNG5JD5[SJIS5JH5YNIFENG5
DNINGGMKR5ZFK5M5PNQLHR5HF5HKMDGQFKH5MD5JDXLKNP5QNKGFDO5HSN5QMHJNDH5GSMTT5YN5GHMYJTJ\NP5MG5
ELIS5MG5QFGGJYTN455=Z5QFGGJYTNO5HSN5QMHJNDH5GSMTT5YN5QTMINP5JD5HSN5KNMK5FZ5HSN5WNSJITN5[JHS5
MDFHSNK5QMKHR5HF5HNDP5HSN5QMHJNDH45

5

>45 @98@6]<7=̂AB5@:A5<35_<@96̀ 5aA]=_bA5

5

5 6SN5ZFTTF[JDU5MKN5LDMLHSFKJ\NP5LGNG5FZ5_FLDHR5WNSJITNGc5

5

d456KMWNT5FK5QNKZFKEMDIN5FZ5M5HMGe5FZ5M5QNKGFDMT5DMHLKNO5DFH5IFDDNIHNP5[JHS5HSN5

MIIFEQTJGSENDH5FZ5FZZJIJMT5YLGJDNGGf5

5

g458UNDIR5WNSJITNG5MKN5DFH5HF5YN5LGNP5ZFK5WMIMHJFDO5HF[JDU5DFDCMUNDIR5NhLJQENDHO5FK5

ZFK5HSN5QKJWMHN5YNDNZJH5FZ5MDR5QNKGFD5FK5NDHJHR5LDTNGG5MQQKFWNP5JD5QFTJIR5FK5YR5HSN5

:SNKJZZ45

5

i456KMDGQFKH5FZ5ZMEJTR5ENEYNKG5FHSNK5HSMD5MG5GQNIJZJNP5MYFWNf5

5

j456KMDGQFKH5FZ5ZKJNDPGO5MGGFIJMHNGO5FK5FHSNK5QNKGFDG5[SF5MKN5DFH5NEQTFRNNG5FZ5HSN5

klmnopqrsltuporvqwmxyyznr{yyx|wrnwm}xu~rpqwrxupwmwnprlyrpqwrvqwmxyyznr{yyx|w�5

5

�456KMDGQFKH5FZ5SJHISSJeNKGO5LDTNGG5KNhLJKNP5JD5HSN5IFLKGN5FZ5TM[5NDZFKINENDH5PLHJNGf55

5

�456KMDGQFKH5FZ5JHNEG5FZ5IMKUF5SMWJDU5DF5KNTMHJFDGSJQ5HF5HSN5IFDPLIH5FZ5FZZJIJMT5

YLGJDNGGf5

5

�45bFMD5FZ5WNSJITN5ZFK5LGN5JD5DFDCMLHSFKJ\NP5ZLDIHJFDGO5HF5QNKGFDG5HSMH5MKN5DFH5

w���low�r�orpqwrvqwmxyyznr{yyx|w�5FK5HF5QNKGFDG5DFpr�tpqlmx�w�r�orpqwrvqwmxyyznr

<ZZJIN5HF5FQNKMHN5HSN5WNSJITNf5

5

�456KMDGQFKH5FZ5MIJPGO5N�QTFGJWNGO5[NMQFDGO5MEELDJHJFD5FK5SJUSTR5ZTMEEMYTN5EMHNKJMTO5

N�INQH5JD5HSN5QNKZFKEMDIN5FZ5MD5MLHSFKJ\NP5HMGe5JD5HSN5DFKEMT5QNKZFKEMDIN5FZ5

PLHJNGf5

�456KMDGQFKH5FZ5MD5JHNEO5NhLJQENDHO5FK5IMKUF5QKFXNIHJDU5ZKFE5HSN5GJPNO5ZKFDHO5FK5KNMK5FZ5

HSN5WNSJITN5JD5GLIS5M5EMDDNK5MG5HF5IFDGHJHLHN5MD5LDGMZN5PNTJWNKR5LDTNGG5GLIS5JG5

PFDN5JD5HSN5QNKZFKEMDIN5FZ5NENKUNDIR5TM[5NDZFKINENDH5PLHJNG45
5
d�45<QNKMHJDU5M5IFLDHR5WNSJITN5[SJTN5FK5MZHNK5IFDGLEJDU5MTIFSFTJI5YNWNKMUNG5FK5HSN5

JDUNGHJFD5FZ5FHSNK5JDHF�JIMDHG4585YTFFP5MTIFSFT5TNWNT5FZ54��d5FK5SJUSNK5GSMTT5YN5QKJEM5

ZMIJN5NWJPNDIN5FZ5MTIFSFT5IFDGLEQHJFD�QFGGNGGJFD45

�
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>?@ABCDE@FGBH@IDJK@DL@IG?A@LDJALD@MNGOO@LDPQDOKQEGL@DJDIJR@DJALDSQL@KAD@AEGKQAS@APDRQKD
@SOHQC@@IDPQDJBBQSOHGIFDPF@GKDJIIG?A@LDPJITIUDVSOHQC@@IDWGIFGA?DPQDJLLXDBFJA?@XDJHP@KDQKD
YZ[\]Ẑ_̀âZbcde[Z̀f̂\Ŷ[_Ygd̀hîjY\[̂_̂klZYdjjmînjjdoẐ]ZldopẐil_pp̂jdYif̂\qf_d̀̂_eeY\]_p̂
jY\[̂flẐklZYdjjmîkZY]doZîrcYZ_ĉs\[[_̀tZYUD
3
>UD u>vwxyDzV{|}yVD~>w�|���D
D

>?@ABCDSJKT@LDE@FGBH@IDWGHHDGABHNL@�D
D

�UDV�P@KGQKDQKDGAP@KGQKDSQNAP@LD@S@K?@ABCDHG?FPI�D
�UDvF@D��QKICPFD}QNAPCD�F@KGRR�DAJS@DQAD@JBFDIGL@DJALD�JBTDQRDPF@DE@FGBH@DGAD
H@PP@KIDAQPDH@IIDPFJADRQNKDGABF@IDGADF@G?FP�D

�UDvF@D@S@K?@ABCDOFQA@DANS�@K�D������DJALD
�UD�lẐklZYdjjmîkf_Y�D

D
>HHDOJPKQHDE@FGBH@IDWGHHD�@D@MNGOO@LDWGPFDPF@DRQHHQWGA?D@MNGOS@APDGADQO@KJPGQAJHD
BQALGPGQA�D

D
�UD�HN@D@S@K?@ABCDHG?FPD�JKDWGPFDPJT@�LQWADJALDJHH@CDHG?FPIXDQKD�HN@D@S@K?@ABCD
HG?FPIDGRDAQDHG?FPD�JK�D

�UD�GK@ADWGPFDJDON�HGBDJLLK@IIDICIP@S�D
�UD|AP@KGQKDOKQP@BPGE@D�JKKG@KDPQDI@OJKJP@DOKGIQA@KIDRKQSDL@ONPG@IDJALDGAQO@KJ�H@D
K@JKDLQQKDHJPBF@IDJALDWGALQWIDRKQSDPF@DGAP@KGQKDIGL@DQRDPF@DE@FGBH@�D

�UD~Q�GH@DPKJAIB@GE@KDKJLGQI�DJALD
�UD~Q�GH@D��vD}QSONP@KDP@KSGAJHIDD

D
�xvV�DD�QS@DE@FGBH@IDWGHHDJHIQD�@D@MNGOO@LDWGPFDKJLJKDNAGPIXDEGL@QDBJS@KJIXDPGK@D
L@RHJPGQADL@EGB@DJALDK@BQKL@KIDJAL�QKDyQ��JBTDIPQH@ADE@FGBH@DHQBJPQKIUD
D
>LLGPGQAJHHCXDJHHDOJPKQHDE@FGBH@IDIFJHHDFJE@DPF@DRQHHQWGA?D@MNGOS@APDPQD�@DT@OPDGADPF@D
E@FGBH@�D
D
�UD>DINRRGBG@APDINOOHCDQRDRQKSIDA@B@IIJKCDGADBQSOH@PGA?DPKJRRGBDJBBGL@APDJALD
GABGL@APDK@OQKPIDJALDGAE@IPG?JPGQAIXDJALDJADJL@MNJP@DINOOHCDQRDWKGPGA?D
SJP@KGJHI�D

�UD>DRGK@D@�PGA?NGIF@K�D
�UD>D�FJKOG@ID}QAPJGA@K�DJALXD
�UD>DI@JH@LD@S@K?@ABCDS@LGBJHDTGPXDPQDGABHNL@DJHHDBQAP@APIDIO@BGRG@LDQADPF@DHGIPD
@ABHQI@LDGADPF@DTGP�D

D
z@FGBH@IDNI@LDOKGSJKGHCD�CDGAE@IPG?JPQKIDQKDJLSGAGIPKJPGE@DO@KIQAA@HDGADOHJGADBHQPF@ID
JK@DAQPDK@MNGK@LDPQD�@DSJKT@LUD

D
D
D
D
D
�UD �V�Vw>yD}>wVDx�D>�V�}�DzV{|}yV�D
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4556789:;<<8568=>?896=::@8A6;96B::=C<8A6B6D?89=EEF:6GEE=H86;96H;@<>I6J8?=H586B986
KLMNOPMQRSL3TOK3UVQPWVQPQPX3WYL3ZSLVPSQPLMM3OT3WYL3QPWLKQOK3VP[3L\WLKQOK3OT3WYL3]LYQZSL̂3

3
_̂3 àbacdefgcahabidijha3kdjbiabdb_a3lm3d̀ ab_n3haoj_eap33
3

33a\VUNSLM3OT3WYQM3NKL]LPWVWQ]L3UVQPWLPVPZL3qOrS[3QPZSr[Ls3
3

t̂3_YLZuQPX3WYL3LPXQPL3OQS3SL]LS3Rv3[QNMWQZuw3
x̂3_YLZuQPX3WYL3ZOOSVPW3SL]LSw3
ŷ3_YLZuQPX3WYL3qVWLK3QP3WYL3RVWWLKv3zrPSLMM3QW3QM3V3MLVSL[3UVQPWLPVPZL{TKLL3
RVWWLKv|w3

}̂3_YLZuQPX3WYL3WQKL3VQK3NKLMMrKLw3
~̂3_YLZuQPX3WYL3NOqLK3MWLLKQPX3TSrQ[3SL]LSw3
�̂3_YLZuQPX3WYL3VrWOUVWQZ3WKVPMUQMMQOP3TSrQ[3SL]LS3zLPXQPL3UrMW3RL3KrPPQPX|w33
�̂3_YLZuQPX3WYL3RKVuL3TSrQ[3SL]LSw3VP[3
�̂3_YLZuQPX3WYL3qQP[MYQLS[3qVMYLK3MOSrWQOP̂3

3
�̂3 haoj_ea3kdjbiabdb_a3ca��api3mlck3
3

dSS3KL�rLMWM3TOK3UVQPWLPVPZL3qQSS3RL3qKQWWLP3OP3V3�hLYQZSL3kVQPWLPVPZL3cL�rLMW3
mOKU�̂33iYL3TOKU3QPZSr[LM3MNVZLM3TOK3XLPLKVS3UVQPWLPVPZL3WO3RL3ZYLZuL[3VP[3VSMO3
MNVZL3TOK3MNLZQTQZ3KL�rLMWM3WO3RL3[LWVQSL[̂33iYL3ONLKVWOK3qQSS3[LMZKQRL3WYL3NKORSLU3
ZSLVKSv3VP[�3QT3QW3QM3QPWLKUQWWLPW�3[LMZKQRL3rP[LK3qYVW3ZQKZrUMWVPZLM3WYL3NKORSLU3
MrKTVZLM̂33iYL3TOKU3qQSS3RL3NSVZL[3QP3WYL3�hLYQZSL3kVQPWLPVPZL�3UVQS3RVMuLW3SOZVWL[3QP3
WYL3�PQTOKU3gVWKOS3pLZWQOP3ZONv3KOOÛ33lPZL3V3]LYQZSL3YVM3RLLP3KLNVQKL[3OK3WYL3
MLK]QZL3qOKu3ZOUNSLWL[�3WYL3]LYQZSL3UrMW3RL3KLSLVML[3Rv3mSLLW3kVQPWLPVPZL3
NLKMOPPLŜ33iYQM3QM3LMNLZQVSSv3QUNOKWVPW3QT3WYL3]LYQZSL3QM3KLNVQKL[3VW3VP3OrWMQ[L3]LP[OK̂3

3
â3 il�jb̀ 3lm3d̀ ab_n3haoj_eap3
3

jP3WYL3L]LPW3VP3VXLPZv3]LYQZSL3RLZOULM3[QMVRSL[3VP[3UrMW3RL3WOqL[�3WYL3TOSSOqQPX3
NKOZL[rKL3qQSS3RL3TOSSOqL[s3
3
t̂3�rKQPX3RrMQPLMM3YOrKM3OT3z��sy�3�3t~sy�|�3mOKMvWY3_OrPWv3mSLLW3pLK]QZLM3
MYOrS[3RL3ZOPWVZWL[3TOK3V3WOq3QT3WYL3ZOrPWv3]LYQZSL3QM3SOZVWL[3QP3mOKMvWY3
_OrPWv�3YVM3POW3RLLP3QP]OS]L[3QP3VZZQ[LPW3VP[3TSLLW3YVM3V]VQSVRSL3UVPNOqLK̂3
lWYLKqQML�3ZOPWVZW3WYL3qKLZuLKfWOqQPX3MLK]QZL3WYVW3QM3rP[LK3ZOPWKVZW3qQWY3WYL3
D?89=EEF:6GEE=H86;96�;9:I>?6�;@<>I�3
3

x̂3jT3WYL3ZOPWKVZW3qKLZuLK3MLK]QZL3ZVPPOW3KLMNOP[3qQWYQP3V3KLVMOPVRSL3VUOrPW3OT3
WQUL3VP[fOK3WYL3rKXLPZv3OK3PLL[3TOK3WYL3LUNSOvLL3WO3KLWrKP3WO3WYL3_OrPWv3OK3
KLVZY3YQMfYLK3[LMWQPVWQOP3KL�rQKLM3WYVW3WYL3LUNSOvLL3POW3qVQW3TOK3WYL3ZOPWKVZW3
qKLZuLK�3V3MrNLK]QMOK3qQSS3RL3POWQTQL[̂33iYL3MrNLK]QMOK3qQSS3[LWLKUQPL3QT3WYL3
]LYQZSL3UVv3RL3WOqL[3Rv3V3ZSOMLK3qKLZuLK3MLK]QZL̂3

3

3
ŷ3jT3WYL3]LYQZSL3QM3OrW3OT3MWVWL�3QW3qQSS3RL3WOqL[3WO3WYL3PLVKLMW3KLNVQK3TVZQSQWv3OK3ZVK3
[LVSLKMYQN3KLNVQK3ZLPWLK3VP[3WYL3LUNSOvLL3qQSS3POWQTv3WYL3OP{[rWv3MrNLK]QMOK̂3

3
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564 78598:;<=4>54:?@48<5>7A8B8<C4D8E;A:8F4
4

?GG4HIJKLM4NJOPLGJQ4RPGG4SJ4TJUVJGJW4HX4XOJ45YTQMXO4AYVKXM4IHQYGPKJ4ZV[ZQ4GYLHXJW4
XOTYVIOYVX4XOJ4LYVKXM644;K4XOJ4JNJKX4YU4H4IHQ4ZV[Z4[HGUVKLXPYK\4XOJ4YZJTHXYT4RPGG4
LYKXHLX4OPQ]OJT4P[[JWPHXJ4QVZJTNPQYT4UYT4PKQXTVLXPYKQ64
4
;U4XOJ4NJOPLGJ4PQ4SJPKI4VQJW4UYT4YVX4YU4XYRK4XTHNJG\4XOJ4YZJTHXYT4RPGG4UPTQX4XTM4XY4QJLVTJ4HK4
HWNHKLJ4UYT4UVJG4ZVTLOHQJQ64
4
;U4XOJ4YZJTHXYT4PQ4VKHSGJ4XY4QJLVTJ4HK4HWNHKLJ4HKW4UVJG4[VQX4SJ4ZVTLOHQJW\4OJ]QOJ4
RPGG4STPKI4H4TJLJPZX4UYT4XOJ4ZVTLOHQJ4XY4XOJ45PKHKLJ4FJLXPYK4UYT4TJP[SVTQJ[JKX4UTY[4
ZJXXM4LHQO64
4
_̂̀abc̀decfgadf̀hgiidàjchkfc̀g̀lbcfm__nj̀o__mhc̀pcbmhqc̀df̀g̀rdfjsab̀tdkias̀pcbmhqc̀
UPTQX\4HKW4[VQX4VQJ4OPQ]OJT4ZJTQYKHG4NJOPLGJ4UYT4XOJ4AYVKXM4SVQPKJQQ\4XOJ4YZJTHXYT4RPGG4
TJLYTW4XOJ4[PGJHIJ4HKW4RPGG4SJ4TJP[SVTQJW4UYT4XOJ4HLXVHG4VQJW4[PGJHIJ4HX4XOJ4LVTTJKX4
umqcgvc̀fcmuwkfjcuciàfgac̀egmx̀ws̀abc̀rdfjsab̀tdkias̀lbcfm__nj̀o__mhcy4

4
=64 ?FF;=<8z4D8E;A:8F44
4

{bc̀rdfjsab̀tdkias̀lbcfm__nj̀o__mhc̀jbgqq̀cjagwqmjb̀efdhcxkfcj̀_df̀abc̀mjjkgihc̀gix̀
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b_cZZ4i\bmZ]4̀e4cfj̀èb]ic]̀̂\4cefQgi4f̀bàhZ̀ecin4ca]̀ge644;_̀b4hgZ̀an4cef4̀]b4imZ\b4ci\4eg]4
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4 êXY4b[Z\XXf4̀Y4YZYlX]X[kXY\_4]ZfX4̂Z4̂eX4̂X[]̀YÛ̀ZY4bZ̀Ŷ4̀T4U4acabX\̂4̀a4
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caX4ZT4U4âÛ̀ZYU[_4[ZUfjVZ\gG4

4
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Fa[S]̀OÔDQUY]SYOTDQUDZDYOPQRSODZRRQTOUVD̂PZSSDU]VQc̀DVPOQ\DQaaOTQZVOD̂X[O\YQ̂]\D]cDVPOD
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:=>6A<6:;<6<;E<;>;C9?9=L;>6?<;6E<;>;C96?969:;69=B;6A869:;6B;;9=CV56
6
S:;6;BEFAG;;6>QT�;@969A69:;6<;L=;M6B?G6E;9=9=AC69:;6@:?=<B?C6A869:;6TA?<D69A6<;EF?@;6?6
B;BT;<6A869:;6TA?<D6M=9:69:;6?F9;<C?9;68A<6�Q>96@?Q>;566S:=>6<;�Q;>96BQ>96T;6B?D;6=C6
M<=9=CV6?CD6T;6>QTB=99;D69A69:;6@:?=<B?C6?96F;?>969;C6Nr�O6MA<W=CV6D?G>6E<=A<69A69:;6D?9;6
A869:;6B;;9=CV56
6
S:;6;BEFAG;;6>:?FF6:?L;69:;6<=V:969A6?EE;?F6?CG6D=>@=EF=C?<G6?@9=AC69?W;C6?>6>E;@=8=;D6=C6
9:=>6h9?CD?<D6jE;<?9=CV6i<A@;DQ<;6A<6P=L=F6h;<L=@;6iAF=@G56

�
���� �������������������������
�
S:;6nA<>G9:6PAQC9G6hbXzdff̂_̀�ffdaX̀ZXzf\zY_̀Yce]̀_ZXadc[̀8QC@9=AC>69:?96A89;C6<;�Q=<;6A88=@;<6
9<?C>EA<9?9=AC6C;;D>69:?96VA6T;GACD69:;69<?D=9=AC?F6E?9<AF6@?<56hAB;6A869:;>;6>E;@=?F6
8QC@9=AC>6=C@FQD;q6
6
r56S<?88=@6;C8A<@;B;C9�6
u56i<=>AC;<69<?C>EA<9?9=AC�6
�56PABBQC=9G6j<=;C9;D6iAF=@=CV�66
456hE;@=?F6AE;<?9=AC>6<;>EAC>;6N=5;5H6h�JS6?CD6P<=>=>6k;VA9=?9A<>O�6
R566K;>EAC>;6=C69=B;>6A86>;L;<;6M;?9:;<6;L;C9>6?CD6C?9Q<?F6A<6B?CsB?D;6D=>?>9;<>6



��������������																																																																																																			
������������������������������

���� !�"#$%&'#��(#)*+%,-	 	 	 ./	01	.2	

	

3
45637897:;63:<3=5>;3?>96@=>A63>;3=:3:8=B>C63=56396D8>96E6C=;3FC?379:@6?896;38;6?3>C3:769F=>CG3
;76@>FB37897:;63A65>@B6;H3
3
IH33 JIK3LMNOPQLRLM43RO4OPQSQJL3
3
TH34563BFU36C<:9@6E6C=3E:=:9@V@B63>;3F3;76@>FB37897:;63A65>@B638=>B>W6?3XV3R:=:9;3YC>=3
769;:CC6BH3345>;3A65>@B63FBB:U;3=563<:BB:U>CGZ3

3
3
3

FH3F3E6FC;3:<3EFC68A69>CG3=59:8G5356FAV3=9F<<>@3>C36E69G6C@V3;>=8F=>:C;[3
XH3F3E:96379:<6;;>:CFB378XB>@3>EFG63?89>CG3;76@>FB36A6C=;\3;8@53F;3<8C69FB;\3
7F9F?6;\3FC?3]̂_36;@:9=;[3FC?3

@H3=563E:;=36<<>@>6C=3E6FC;3:<3=9F<<>@36C<:9@6E6C=[3G6==>CG3>C=:3FC?3:8=3:<3=9F<<>@3E:;=3
6̀76?>6C=BVH3

3
aH3b8=>6;3
3
IG6C@V3?678=>6;3F8=5:9>W6?3=:3:769F=63BFU36C<:9@6E6C=3E:=:9@V@B6;3;5FBB3?:3;:3
U>=5>C3=563;@:763:<3=56>936E7B:VE6C=3FC?3;=9>@=BV37693=56>93F;;>GC6?3?8=>6;H33456;63
?8=>6;3;5FBB3>C@B8?6\3X8=3C:=3X63B>E>=6?3=:Z3
FH3P:8=>C63=9F<<>@37F=9:B3FC?36C<:9@6E6C=[3
XH3P6;7:C;63=:36E69G6C@V3@FBB;3<:93;69A>@6[3
@H3P6;7:C;63=:39:8=>C63@FBB;3<:93;69A>@6[3
?H3N8C69FB36;@:9=;3FC?3:=5693F779:A6?36;@:9=;[3
6H3_F9F?6;H3
3

cH3_89;8>=;3
3

<̂3F3BFU36C<:9@6E6C=3E:=:9@V@B63>C>=>F=6;3F3789;8>=\3=563:<<>@693EFV3@:C=>C863=5F=3
789;8>=38C=>B3F3<:89dU566B3EF9e6?37F=9:B3A65>@B63f:>C;3=563789;8>=\3F=3U5>@53=>E6\3=563
E:=:9@V@B63?678=V3E8;=3FXFC?:C3=563789;8>=H33I<=693FXFC?:C>CG3=563789;8>=\3=563
E:=:9@V@B63?678=V3;5FBB379:@66?3=:3=563=69E>CF=>:C37:>C=\3>C3F3C:Cd6E69G6C@V3E:?6\3
><3F3;8;76@=3>;3F779656C?6?H33R:=:9@V@B638C>=;3F963C:=3F8=5:9>W6?3=:3f:>C3F3789;8>=3F;3F3
;6@:C?F9V38C>=3U>=5:8=3=563F779:AFB3:<3=563:Cd?8=V3UF=@53@:EEFC?693:93UF=@53
;8769A>;:9H3
3

gH3I8=5:9>WF=>:C3
3

JFU36C<:9@6E6C=3E:=:9@V@B6;3;5FBB3X63F8=5:9>W6?3<:938;63>C3=563769<:9EFC@63:<3
?8=>6;3:<3R:=:93YC>=3769;:CC6B\3:93XV3?>96@=>:C3:<3=563h76@>FB3LC<:9@6E6C=3b>A>;>:C3
Q:EEFC?69H3

3
iH3h76@>FB3he>BB;3FC?3P6D8>96E6C=;3

3
IBB3769;:C;3F8=5:9>W6?3=:3:769F=63FG6C@V3E:=:9@V@B6;3;5FBB3X6396D8>96?3=:37:;;6;;3F3
AFB>?3;=F=63:<3j6:9G>F3E:=:9@V@B63:769F=:9k;3B>@6C;6\3FC?3=:35FA63@:E7B6=6?3F3@:89;63
:<3:769F=>:C3:<3BFU36C<:9@6E6C=3E:=:9@V@B6;3F;3F779:A6?3XV3=563j6:9G>F3_HOHhH4H3
3



��������������																																																																																																			
������������������������������

���� !�"#$%&'#��(#)*+%,-	 	 	 ./	01	.2	

	

34567849:4;<=79>74?@8A9=6B<C48949;<=?8<45?D4<>:9=E<F<>84F989=EGE5<747A?554H<4I<;849>4
:65<4HG48A<4J=?6>6>K4L<E869>M4

4
NM4O?6>8<>?>E<4P<7;9>76H6568G4?>C4QR@6;F<>84

4
JA<4?776K><C4C<;@8G47A?554H<4=<7;9>76H5<4:9=48A<4E9>C6869>4?>C4F?6>8<>?>E<49:48A<4
?K<>EG4F989=EGE5<M44O?6>8<>?>E<4?>C4=<;?6=747A?554H<4;<=:9=F<C49>5G4HG4;<=79>74
?@8A9=6B<C4HG48A<4S5<<84O?6>8<>?>E<4T>684?>C48A<4L;<E6?54Q>:9=E<F<>84U6V6769>4
W9FF?>C<=M4
X
Q?EA45?D4<>:9=E<F<>84F989=EGE5<47A?554H<4<R@6;;<C4D68A4<F<=K<>EG456KA87Y476=<>4
<R@6;F<>8Y4?>C4?4F9H65<4=?C69M4
4
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TXQUVSTU2dTU2ŜQ2dTbbT][W_e2



��������������																																																																																																			
������������������������������

���� !�"#$%&'#��(#)*+%,-	 	 	 ./	01	.2	

	

3
45367893:89;;<893=3>?@:;73
A53B<9C3DE::9F3EGG53
H53I<J3:E8D;34JF3;94C;3HK9HL9F3HCE;9F53
F536E:3D<889D37JF9M9F3GE8N48F34JF3CEHL9F53
953O:EDC7PKD;3G4H7JP3DE3DK93894853
G53QR98P9JHS3C7PKD;34JF3;789J3HK9HL9F3GE83G<JHD7EJ53
P53TEFS34JF37JD987E83HK9HL3GE83F4R4P953

3
U3V9K7HC937J;:9HD7EJWHK9HL3EGG3CEP3;K4CC3A93L9:D37J3DK93V9K7HC934JF37J;:9HD9F3X<48D98CS3333
AS3DK93OYU63HERR4JF9853

3
T9H4<;93EG3DK93V487E<;3G<JHD7EJ;3EG3DK93V9K7HC9Z39X<7:R9JD3GE8389;:EJ;93DE3DK93
V487E<;3;7D<4D7EJ;3;K4CC3A93R47JD47J9F37J343;9H<89348943EG3DK93OYU63V9K7HC9536K93
J9H9;;48S39X<7:R9JD3;K4CC3A93CE4F9F37JDE3DK93V9K7HC934HHE8F7JP3DE3DK93J99F;3EG3DK93
7JH7F9JD533 3

3
?5333[8EH9F<89;3GE83\9:CESR9JD3
3
453\<87JP34JS3<;93EG3DK9348RE89F3V9K7HC9343V9K7HC93:8ED9HD7EJ3F9:<DS3;K4CC3A933333333333
4;;7PJ9F3DE3R4J3DK93D<889D3N7DK343CEJP3P<J37G3J99F9F3DE3F9G9JF3DK93V9K7HC93E8337D;3
EHH<:4JD;5336K7;3F9:<DS3;K4CC3A934;;7PJ9F37J3DK93E:984D7EJ4C3E8F9834JF3;K4CC3D4L93
F789HD7EJ3G8ER3DK93HERR4JF39C9R9JD3N7DK7J3DK93V9K7HC953

A53\<87JP3F9:CESR9JDZ3DK93HERR4JF39C9R9JD3;K4CC3A937J3DK93G8EJD3:4;;9JP983;94D3EG3333333333333333333333333333333333333
DK93V9K7HC934JF3;K4CC3A9397DK98343OYU63HERR4JF98W4;;7;D4JD3HERR4JF983E83D94R3
C94F9853

H53]J3EHH4;7EJ3DK938<JJ7JP3AE48F;3EG3DK93V9K7HC93R4S3A93<;9F3DE3D84J;:E8D3OYU63
D94R3R9RA98;343;KE8D3F7;D4JH93GE834389;H<93E83F9C7V98S3DE343CEH4D7EJ536K7;3;K4CC3A93
FEJ934D343;4G93;:99F34JF3DK93:98;EJJ9C3;K4CC3A93D847J9F37J3DK93:8E:9834JF3;4G93
F9:CESR9JD3G8ER3DK938<JJ7JP3AE48F;53

F536K93T948H4D3R4S34C;E3A93<;9F34;343GE8N48F3CEH4D7EJ3GE8343̂_63R9RA983DE3
J9PED74D93N7DK343;<;:9HD536K93HERR<J7H4D7EJ3R4S3A93FEJ93DK8E<PK3DK93:<AC7H3
4FF89;;W7JD98HER3;S;D9R53

953\<87JP34JS3E:984D7EJ4C3<;93EG3DK93T948H4DZ343F9A879G7JP3;K4CC3EHH<83N7DK34CC3
:98;EJJ9C37JVECV9F3DE39J;<893DK4D3:8E:983:8EH9F<89;3K4V93A99J3GECCEN9F34JF3
:EC7HS3H4J3A93REF7G79F37G3J99F9F53

G536K93OYU63HERR4JF983;K4CC3HER:C9D93DK934GD98̀4HD7EJ389:E8D53
3
a5333O:9H74C3̂EJ;7F984D7EJ;3
3
453YK7C93DK93V9K7HC937;348RE89FZ34JS3;KED;3F789HD9F34D3DK93V9K7HC93;K4CC3A93
HEJ;7F989F343F94FCS3GE8H93;7D<4D7EJ5336K93OYU63D94R3R4S3<;9347R9F3E83F789HD9F3
G7893G8ER3DK93V9K7HC93DE3;DE:343F94FCS3DK894D53

A536K9348RE89F3V9K7HC93K4;343IbYc3EG3d3DEJ;34JF34;34389;<CD3H4893R<;D3A93<;9F3
NK9J3F87V7JP3EV983;EGD3;<8G4H9;3DE37JHC<F934894;3NK9893;9:D7H3G79CF;3E83D4JL;3R4S3
A93A<879F53

e
e
e
e



��������������																																																																																																			
������������������������������

���� !�"#$%&'#��(#)*+%,-	 	 	 ./	01	.2	

	

3455 67869:7;58<==>795?:@68A:5BCDEF5GHHI555
5
;JK56DLEMKDF58NOOPDM5?KJELQK5BCDEF5GHHI5RJPQQ5RKSTK5PR5FJK5PUKDLV5=NWEQK58NOOPDM5
8KDFKS455;JK5=NWEQK58NOOPDM58KDFKS5RJPQQ5XSNTEMK5PD5NDYREFK5LNOOPDM5PDM5LNDFSNQ5ZPLEQEFV5
[JELJ5RJPQQ5WK5P\FJNSE]KM5ZNS5\D\R\PQ5LESL\ORFPDLKR̂5RXKLEPQ5NXKSPFENDPQ5KTKDFR̂5FSPEDEDÛ5
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I IMPOUNDING VEHICLES 
 
The purpose of this directive is to establish policy that determines when a deputy is authorized 
by law to remove motor vehicles from public and private roadways and property. 
 
Impounding a vehicle occurs when a deputy takes custody of a vehicle, without the 
owner's/driver's permission and the vehicle is taken to the impounding towing service's storage 
lot or the Sheriff’s Office Evidence Lot.  An impound is distinguished as being either a law 
enforcement impound or a private impound.  A law enforcement impound occurs when a law 
enforcement deputy takes custody of a vehicle and causes it to be removed by one of the 
County’s listed towing services. 
 
Law enforcement impounds most frequently occur for abandoned vehicles, after the arrest of 
the driver of a vehicle or the vehicle is evidence in a criminal investigation.  Vehicles that are 
removed at the owner's/driver's request or are removed because they are not drivable due to 
a traffic crash are not considered impounds even though they may be removed by one of the 
County's listed towing services. 
 
Private impounds occur when any towing service contracts with a private or public enterprise 
to remove vehicles from private property at the property owner's request.  There is no law 
enforcement involvement with private impounds unless there is also criminal activity involved.  
Examples of private impounds include a towing service impounding a vehicle from a shopping 
center or an apartment complex at the request of the parking area owner.   
 
Pursuant to O.C.G.A. 40-11-3, whenever a deputy finds a motor vehicle which has been 
abandoned or left unattended on a public street, road, highway, controlled access highway or 
other public property, they shall be authorized immediately to cause that motor vehicle to be 
impounded when such motor vehicle poses a threat to public health or safety or to mitigate 
traffic congestion.   

  
      Pursuant to O.C.G.A. 40-6-206, whenever a deputy finds a motor vehicle which has been 

abandoned or left unattended on a controlled access highway (GA 400) and such vehicle is 
not a threat to public health or safety, the vehicle may only be impounded after a period of 24 
hours has passed.  
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      Pursuant to O.C.G.A. 40-11-3, whenever a deputy finds a motor vehicle which has been 

abandoned or left unattended on any public street, road, highway or other public property 
(other than GA 400) and the motor vehicle does not pose a threat to public health or safety, 
the deputy must allow a period of five (5) days to pass before impounding the vehicle. 
 
In all cases of impounding vehicles, the deputy must reasonably believe that the person who 
left the motor vehicle unattended does not intend to return and remove the vehicle. 
 
Abandoned vehicles shall not be impounded from private property unless:        
 

1. The vehicle is seized as evidence of a crime 
 

2. The vehicle constitutes an immediate danger to life and/or property 
 

3. The vehicle is a derelict vehicle as defined in O.C.G.A. 40-11-9   
 
Vehicles should be impounded for safe keeping on all arrests when: 
 

1. The driver refuses to release the vehicle to a person of their choosing who is present, 
possesses a valid driver’s license, is physically capable of operating the vehicle and 
has agreed to do so; or 

 
2. The vehicle has no insurance; or 

 

3. The vehicle's mechanical condition is not safe to be driven on the roadway and would 
be in violation of county ordinance or state law; or 
 

4. Any vehicle is left on the roadway and presents a traffic hazard; or 
 

5. The driver or owner of a vehicle is arrested and has parked the vehicle on private 
property, other than his own, without permission to leave the vehicle and no qualified 
driver (as described in #1 above) is available.  

 
Vehicles involved in crashes may be impounded when they pose a safety hazard or traffic 
obstruction. 
 
Vehicles may also be seized as evidence in the investigation of a crime. 
 
II TOWING SERVICE ROTATION LIST 

The Sheriff’s Office Tow Service Rotation System is established to provide deputies with 
reliable and professional towing assistance for the removal and storage of vehicles as 
permitted by law. Participation is a privilege and not for the benefit of a particular tow service 
provider. 
 
The Sheriff’s Office Tow Service Coordinator will review applications and maintain a list of 
qualified providers.  The Sheriff or his designee shall have final authority regarding the number 
and designation of those tow service providers placed on the rotation list.  The equal rotation 
of the list will be administered by the 911 Center.  



GENERAL ORDER                                                                                                    Forsyth County Sheriff’s Office 

GO 3-9 Impounding/Towing Vehicles   3 of 7 

 

The acceptance of a tow service’s application shall not be construed as a contract or other form 
of agreement. All liability and responsibility for payment for the services of the tow service shall 
lie with the owner/operator of the vehicle being towed.  Neither the Forsyth County Sheriff’s Office 
nor any member of the Sheriff’s Office bear any responsibility for payment 
 
A. TOW SERVICE LIST 
 

1. The Forsyth County Sheriff’s Office shall maintain an agreement with specific area 
towing services to provide tow services to accident, inoperable or abandoned vehicles 
and vehicle impounds due to criminal action. 

 
2. The composition and qualification of the tow services selected by the agency shall be 

approved by the Sheriff or his designee. 
 

3. Tow services may be added or removed at the discretion of the Sheriff or his designee. 
 

4. List tow services shall be maintained on a rotating basis, the equal rotation thereof 
being administered by the Forsyth County 911 Center.   
 

5. List tow services have no vested rights to incur upon any motor vehicle operator to 
utilize their services unless instructed by a deputy in the performance of their duties, to 
remove a safety hazard or road obstruction or to impound a vehicle pursuant to the 
deputy’s lawful authority. 

 
 
III TOW COMPANY RESPONSIBILITIES  
 
O.C.G.A. § 40-11-2, relating to the impoundment of vehicles sets out a procedure for wrecker 
services to contact local law enforcement agencies within seventy-two (72) hours after an 
impound to seek the identity and address of the last known registered owner of the impounded 
vehicle. Impounds occur only when someone takes custody of a vehicle, without the 
owner's/driver's permission and said vehicle is taken to the impounding wrecker service's 
storage lot.  An impound is classified as either a law enforcement impound or a private 
impound.  A law enforcement impound occurs when a law enforcement deputy takes custody 
of a vehicle and causes it to be removed by one of the Sheriff’s Office listed wrecker services.  
Reasons for law enforcement impounds may be for abandoned vehicles, the arrest of the driver 
of a vehicle, or the vehicle is evidence in a criminal investigation.  Vehicles that are removed 
at the owner's/driver's request or are removed because they are not drivable due to an accident 
are not considered impounds even though they may be removed by one of the Sheriff’s Office 
listed wrecker services.  Private impounds occur whenever any wrecker service contracts with 
a private or public enterprise to remove vehicles from private property at the property owner's 
request.  There is no law enforcement involvement with private impounds unless there is the 
occurrence of criminal activity.  Examples of private impounds would be a wrecker service 
company impounding a vehicle from a shopping center or an apartment complex at the request 
of the owner of the parking area where the vehicle was impounded. 
 

1.   In order to comply with O.C.G.A. §40-11-2, the following policy is hereby established: 
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a.   Whenever a law enforcement impound occurs, the deputy in charge of the impound 
may release registration information concerning the impounded vehicle to the 
wrecker driver, if requested, and if the time and circumstances allow. 

 
b.  Whenever a private impound occurs, O.C.G.A. §40-11-2(b) requires the wrecker 

service removing the vehicle to contact the local law enforcement agency to 
determine the registered owner of the vehicle.  The wrecker service shall, within 72 
hours of impoundment, provide in writing the location of the vehicle, license 
number, model, year, and make to the Sheriff’s Office. 

 
Under O.C.G.A. §40-6-276, the wrecker driver is responsible for removal of all parts belonging 
to the vehicles being towed, or if the parts consist of small particles or broken glass, he shall 
clear the streets of the parts unless ordered not to do so by the deputy due to circumstances 
at the accident scene.  Failure to comply may result in misdemeanor charges being made 
against the driver by the deputy. 
 

 
IV PROCEDURES FOR IMPOUNDING/TOWING VEHICLES   
 
A.   ARRESTS 
 
Vehicles will be impounded on all misdemeanor and felony arrests when: 
 
      1. The operator is physically or mentally incapable of operating the vehicle; AND, 
 
      2. The operator refuses to release the vehicle to a person of his own choosing who is 

present and who is properly qualified and physically capable of operating the vehicle 
and the person has agreed to do so; or, 

 
3. The vehicle's condition would not permit it to be operated without being in violation of 

County ordinance or State law; or, 
 
      4. The driver or owner of a vehicle is arrested and has parked the vehicle on non-

commercial private property other than his own, is without permission to leave the 
vehicle, and no qualified person, as described in #2 above, is available; the arresting 
deputy has the authority to remove said vehicle for impoundment and safe keeping, or, 

 
5. Any vehicle is left on the roadway and presents a traffic hazard. 

 
6. Upon release from the detention center, a copy of the vehicle impound form will be 

provided to the arrestee. 
 
 
B.  ACCIDENT SCENES 

 
When a deputy arrives on the scene of an automobile accident requiring tow services, the 
deputy will: 
 
1. Render necessary first aid, 
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2. Determine immediately if the driver has a particular tow service request, drivers will be 
granted the ability to summon the tow service of their choice.    
 

3. If the vehicle location poses a safety hazard or traffic obstruction in which a delay of 
the tow service of the driver’s choice would cause additional danger or congestion, the 
deputy will request a list tow service and explain to the driver the reason for being 
unable to honor their request.  
 

4. If the driver does not have a specific tow service request, the deputy will briefly explain 
our list towing agreement and then request a list tow service via the 911 Center. Should 
the driver later request a specific tow service, the deputy will advise the 911 Center to 
cancel the list tow service and place them back into the rotation of tow services at their 
prior placement on the list. 
 

5. Deputies have no authority to require any motorist to utilize a specific tow service as 
long as the motor vehicle is not a safety hazard or causing a road obstruction.  If such 
conditions exist, the deputy will consider the time frame likely needed for a specific 
requested tow service to arrive and shall request a list tow service if needed to cause 
the hazard or traffic obstruction to be removed as soon as possible.   

 
6.  Deputies arriving at the scene of an automobile accident who find that an emergency 

situation exists and involves the need for a tow service to be expedited to the scene 
may request that the Forsyth County 911 Center call upon the closest list tow service 
to the accident scene.  This should be limited to the need for a tow service to be used 
in a rescue of injured parties or in those occurrences that a major traffic obstruction will 
likely occur if the roadway is not immediately cleared.  The Forsyth County 911 Center 
will call the closest list tow service to the actual motor vehicle accident and will ensure 
that a tow truck is available to immediately respond from the tow service operational 
address.  Should a tow truck not be immediately available from the tow service, the 
Forsyth County 911 Center will advise the on-duty sergeant or watch commander who 
will direct the needed tow service response.   

 
7.  If the person in charge of the vehicle prefers, he may leave the vehicle at the scene 

providing it can be parked off the roadway in a manner not creating a traffic hazard.  In 
the event such owner or operator is incapacitated, or not available to designate a 
wrecker, the contract wrecker service will be used.  Vehicles towed from the scene of 
an accident are to be stored on the premises of the contract wrecker firm unless 
otherwise designated by the operator, or deputy.   

 
8.   If a death has resulted, or a person has been injured to the extent that he may die, the 

involved vehicle should be stored in such a manner that it would not be disturbed until 
it is processed by the Traffic Unit. If the vehicle is deemed to have evidentiary value, 
the investigating deputy shall request a “hold” be placed on the vehicle. The wrecker 
firm will be instructed not to permit anyone other than the Sheriff’s Office to photograph, 
touch or remove any contents or parts, or touch or remove the vehicle while under their 
care, if a hold has been placed on the vehicle. If requested, the vehicle may be stored 
at the Sheriff’s Office Impound Lot.    
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Vehicles and other equipment seized and stored shall be released or disposed of as 
soon as practicable and pursuant to law.  In order to facilitate this, the following shall 
apply:  The deputy responsible for the investigation shall make every effort to promptly and 
efficiently complete or arrange for the completion or processing, testing, analysis or other 
investigative work specifically involving the vehicle seized as evidence.  Upon completion of 
the required work for processing, the deputy in charge of the investigation shall complete a 
Property Release form and forward this to the Property and Evidence Unit. 
 

 
C.  VEHICLE IMPOUND INVENTORY AND RECORD 
 
         Whenever a vehicle or other equipment is to be released to a towing company for 

storage, the seizing or impounding deputy shall provide pertinent data concerning the 
impounded item and complete the necessary paperwork (i.e., vehicle impound record 
form and evidence/property form).  After completing the necessary paperwork, the 
wrecker service shall take possession of the vehicle, keys, and a copy of the vehicle 
impound record. 

 
1. Items of Exceptional Value Located in Vehicles  

 
a. In cases where items of exceptional value are present at the scene of an 

arrest or impound (which are not contraband or of evidential value), the 
arresting deputy shall make every effort to turn those items over to a person 
of the arrestee’s choosing. This exchange shall be detailed in the incident 
report documenting the arrest.  It is the arresting deputy’s responsibility to 
minimize the Sheriff’s Office’s involvement in matters which have no bearing 
on a criminal proceeding. 

 
b. In cases where the vehicle is being impounded and no arrangement can be 

made to secure their property, the property will be documented in the 
inventory section of the vehicle impound/release record and secured in the 
arrestee’s vehicle prior to the wrecker company taking possession of the 
vehicle. 
 

c. In cases where there is no vehicle to leave an arrestee’s property in or no 
person to turn the property over to, the property will be documented on a 
Property Receipt Form and turned into the Property/Evidence section. 

 
      2. Release of Vehicles or Other Equipment 
 
            Vehicles and other equipment seized and stored shall be released or disposed of as 

soon as practicable and pursuant to law.  In order to facilitate this, the following shall 
apply: 

 
a. The deputy responsible for the investigation shall make every effort to promptly 

and efficiently complete or arrange for the completion or processing, testing, 
analysis or other investigative work specifically involving the vehicle seized as 
evidence. 
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b. Upon completion of the required work for processing, the deputy in charge of 
the investigation shall contact the Property and Evidence Unit and release the 
“hold”. The Property and Evidence Unit will document on the original Vehicle 
Impound/Release Record the date, time, and authorizing deputy. The deputy 
will then make contact with the vehicle’s owner informing them the vehicle hold 
has been removed.  
 

c. The wrecker service shall release the vehicle only after receiving the Vehicle 
Release Form from the owner. 

 
3. Private request wrecker service(s) do not require an impound slip be completed by the 

deputy.  
 
D.  GCIC REQUIREMENTS 
 
Procedures to initiate entry and removal of GCIC entries, when appropriate, include the 
following: 

 
1. In cases involving the recovery of a stolen vehicle originally reported to the agency, the 

recovering deputy shall contact the GCIC Unit and request the cancellation of any 
computer entry which reflects the vehicle at large. The deputy shall note the name of 
the GCIC Unit operator who enters and/or cancels the computer entry onto the incident 
report. 

 
2. The impounding deputy shall make a reasonable effort to notify the registered owner 

prior to towing. This notification shall be noted on the deputy’s report. 
 
 
 
 
 
 
 
. 
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ĵDiMKSDYN¡RS\DFNTGPFDNIIKLULDNSQDLKNIJMKL_DHaKIJHYRS\DIKLRLUNSJKDUHDLPJMDNIIKLULDNSQD
LKNIJMKLDHIDXIKaKSURS\DKLJNXKLDGIHYDJPLUHQ]DHIDRSaKLUR\NURaKDQKUKSURHSD

D
�KXPURKLDLMNFFDPLKDKYXU]DMNSQDUKJMSR¢PKLDNSQDN\KSJ]DNXXIHaKQDRSUKIYKQRNUKDTKNXHSLDTRUMD

TMRJMDUMK]DNIKDUINRSKQ_D¢PNFRGRKQ_DNSQDJKIURGRKQDO]DN\KSJ]DUINRSRS\DXIHJKQPIKL̂DEDQKXPU]DYN]DPLKD

XIKKYXURaKDXM]LRJNFDGHIJKDOKGHIKDNS]DHaKIUDYHaKLDNIKDYNQKDO]DNDLPÒKJUDRGDUMKDSHSaKIONFD
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TPWIR8XMLY8MOOMZIZL8RPẐIV8UT8NIVMUKN8JYQNMWPS8YPVO8UV8RIPLY8LU8LYI8UTTMWIV8UV8P8LYMVR8JPVLQ8
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@8RIJKLQ8MN8_KNLMTMIR8MZ8KNMẐ8TUVWI8XYMWY8MN8MZLIZRIR8UV8SM�ISQ8LU8WPKNI8RIPLY8UV8̂VIPL8JYQNMWPS8
YPVO8UZSQ8MT8YI8VIPNUZP[SQ8[ISMI\IN8LYPL8NKWY8TUVWI8MN8LU8JVI\IZL8RIPLY8UV8̂VIPL8JYQNMWPS8
MZ_KVQ8LU8YMONIST8UV8P8LYMVR8JIVNUZ8UV8LU8JVI\IZL8LYI8WUOOMNNMUZ8UT8P8TUVWM[SI8TISUZQ78�A7?7�7@78
��������8
8
FIJKLMIN8OPQ8KNI8RIPRSQ8TUVWI8LU8PJJVIYIZR8P8NKNJIWLIR8TISUZ8UZSQ8MT8UZI8UV8OUVI8UT8LYI8
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=e�Ĉ<;fC@_6a>BC?F=>?e@C6aFCF6=c6c=B̂C86
6
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=e�Ĉ<;fC@_6BC?F=>?e@C6a>:CB6<gC6̂;B̂aDF<?>̂CF866
6
9>_6CD̀ @=_CC6c?;@;>G6<=6̂=D̀ @_6�;<g6<gC6:;BĈ<;fC6qzo��vltolqo�wlnr�nwn�osm���o�nomn��o
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Z[\]̂_̀^̀abc[b]̀d̂_êb̂d̀f[]eĝĥd̀f[]êdì\̂ji]̂j̀ d̀̂]îk̀]k̀b]̂lĵ]m̀lk̂̀ nnik]̂]îcbon[ccê
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sĵZi\]̂̀ jpi[j]̀k\t̂]m̀ Ẑ̀ k̀ f̂k̀\̀jp̀ în̂b̂d̀f[]êbjd̂fkif̀k̂àk_bĉdlk̀p]liĵolcĉ_̀^
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zblĵpiZfclbjp̀ ]̂îcbon[ĉi_q̀p]là\t̂d̀v̀\pbcb]liĵ]̀pmjlx[̀\̂\mi[cd̂_̀ [̂]lclr̀d̂]îbaild̂b̂
[\̀ în̂nikp̀^̀jpi[j]̀kt̂ln̂\bǹcêfi\\l_c̀ĝwm̀k̀ b̂k̀ \̂l][b]lij\̂lĵomlpm̂d̀v̀\pbcb]liĵ
]̀pmjlx[̀\̂pbjji]̂_̀ [̂]lclr̀d̂\[pm̂b\̂_[]̂ji]̂clZl]̀d̂]îbĵlZZ̀ dlb]̀̂ fme\lpbĉ]mk̀b]̂]î
d̀f[]l̀\̂ik̂]mlkd̂fbk]l̀\ĝ
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_ĝ�lr̀t̂bz̀t̂bjd�ik̂ò lzm]̂in̂]m̀ \̂[_q̀p]7
pĝhffbk̀j]̂fme\lpbĉb_lcl]êin̂]m̀ \̂[_q̀p]̂
dĝ�[Z_̀k̂in̂\[_q̀p]\̂fk̀\̀j]̂omîbk̀l̂jaicàdt̂ik̂omîZbê_̀piZ̀ l̂jaicàd̂
g̀̂{ b̀fij\̂fi\\̀\\̀d̂_êik̂bablcb_c̀̂]î]m̀ \̂[_q̀p]̂
nĝ �SRTGUKVQCPDDPEGBKCQKPKGCFYCMB]i�lpb]liĵalb̂bcpimiĉik̂i]m̀k̂dk[z\̂
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_ĝ�me\lpbĉb_lcl]êbjd̂̀ Zf]êmbjd\̂\ylcĉc̀àĉin̂b̂d̀f[]ê
pĝ�[Z_̀k̂in̂d̀f[]l̀\̂fk̀\̀j]̂ik̂lZZ̀ dlb]̀cêbablcb_c̀̂
dĝwm̀ ĵ̀p̀\\l]ênik̂lZZ̀ dlb]̀̂k̀bp]liĵlĵ]m̀ p̂b\̀ în̂\[dd̀ĵb]]bpŷ
g̀̂{ b̀fij\̂ik̂k̀\]kblj]̂d̀alp̀\̂lZZ̀ dlb]̀cêbablcb_c̀̂]î]m̀ d̂̀f[]ê
nĝ �klik̂yjioc̀dz̀ în̂QSRTGUKVQCOMQKFEICFYCXMFc̀jp̀^
zĝ�k̀\̀jp̀ în̂ljjip̀j]̂ljdlald[bc\̂ik̂fi]̀j]lbĉalp]lZ\̂lĵ]m̀ b̂k̀b̂
mĝ{m̀]m̀k̂b̂\[_q̀p]̂pbĵ_̀ k̂̀pbf][k̀d̂b]̂b̂cb]̀k̂]lZ̀ ^
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aPHMJMKICFYCKOGCKOEGPKWCPCQSRTGUKVQCPRMHMKICKFCUPEkêFSKCKOGCKOEGPKCPBJCPCJGDSKIVQCF�BCDOIQMUPHC
PRMHMKICKFCLPBPNGCKOGCKOEGPK�CCAYCPCQSRTGUKVQCRFJICHPBNSPNGCJSEMBNCPCKOEGPKCMBJMUPKGQCKOGMEC
lj]̀j]liĵ]îljpk̀b\̀ ]̂m̀lk̂k̀\l\]bjp̀t̂b̂d̀f[]ê\mi[cd̂fk̀fbk̀ ]̂îk̀\fijd̂ol]m̂lj]̀kZ̀ dlb]̀̂
ò bfij\ĝ̂sn̂b̂\[_q̀p]̂mb\̂b̂ò bfiĵbjd�ik̂b̂piZ_ljb]liĵin̂i]m̀k̂\[_q̀p]�d̀f[]ênbp]ik\̂bk̀^
fk̀\̀j]̂]mb]̂]m̀ ]̂mk̀b]̂in̂d̀b]m̂ik̂zk̀b]̂fme\lpbĉmbkẐ �̀l\]\t̂b̂d̀f[]ê\mi[cd̂k̀\fijd̂ol]m̂
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HVLLKUOGENQREJNTJKTNOOXELN\GEJVERVELVYE\VOOV]KQWENQXEON]EGQ\VPTGSGQJENTJKVQEKQE]MKTMEKQ̂IPKGLE
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JPGNJSGQJEUXEGSGPWGQTXESGRKTNOEHGPLVQQGOEVQELTGQGYEUXESGRKTNOELJN\\ENJEJMGEcNKOEVPEUXE
MVLHKJNOEHGPLVQQGÒEE
E
dSGPWGQTXESGRKTNOENLLKLJNQTGESNXEUGEPGZIGLJGREUXERGHIJKGLE_KNEPNRKVEVPEHMVQGEQVJK\KTNJKVQE
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E
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KQTKRGQJE]MGQgE
E

h̀EiMGELILHGTJEMNLELI\\GPGREVU_KVILELGPKVILEKQ̂IPKGLE\PVSEJMGEeLGEV\EfVPTGEVPE]MGQE
LXSHJVSLEV\ELGPKVILEKQ̂IPXEUGTVSGENHHNPGQJjEVPE

E
k̀EFIGEJVEJMGE\VPTGEIJKOKlGRYEJMGPGEKLENEPGNLVQNUOGEPKL[EV\EKQJGPQNOEKQ̂IPKGLEJMNJESNXEQVJE
KQKJKNOOXESNQK\GLJEJMGSLGO_GLEKQENQXE_KLKUOGE\NLMKVQ̀E
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a\EJPNQLHVPJGREJVEJMGEMVLHKJNOYEJMGELIÛGTJELMNOOEUGEGmNSKQGRYEJPGNJGRENQRENRSKJJGREJVEJMGE
SGRKTNOE\NTKOKJXEVPEPGOGNLGREJVEJMGERGHIJXE]KJMENE]PKJJGQESGRKTNOEPGOGNLGE\PVSEJMGENJJGQRKQWE
HMXLKTKNQEHPKVPEJVEJMGELILHGTJEUGKQWEHPVTGLLGRENJEJMGEFGJGQJKVQEnGQJGP̀EEa\EJMGELILHGTJE
PG\ILGLESGRKTNOEJPGNJSGQJENJEJMGESGRKTNOE\NTKOKJXYEJMGERGHIJXELMNOOEPGZIGLJEJMNJEJMGENJJGQRKQWE
HMXLKTKNQEQVJGEJMGEPG\ILNOEKQEJMGESGRKTNOEPGTVPRLESNRGEUXEJMGEHMXLKTKNQENQREVUJNKQENE]PKJJGQE
SGRKTNOEPGOGNLG̀EEoRRKJKVQNOOXYEJMGERGHIJXELMNOOEQVJGEJMGESGRKTNOEJPGNJSGQJEVPERGTOKQNJKVQEV\E
SGRKTNOEJPGNJSGQJEKQEJMGKPEPGHVPJEV\EJMGEKQTKRGQJYENOVQWE]KJMEJMGEQNSGEV\EJMGENJJGQRKQWE
HMXLKTKNQ̀E
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E
K̀EFIPKQWEJPNKQKQWEVQEJMGE\KPKQWEPNQWGEKQETVQ̂IQTJKVQE]KJMEOGWKJKSNJGE
PGTPGNJKVQNOENTJK_KJKGLYEvwE
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ROTQXV8W]8[ÔVN8SR8TORWSQT8bS[WXZ8W]cQRZd8MNWT8PSXWYZ8TN̂XX8̂XTS8̂PPXZ8VS8W]YW[O]VT8
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[Ô[XZ8USRYOe8RÒ R̂[XOTT8SU8W]cQRZ8VS8VNO8W]VO][O[8PORTS]d8
8
8
8

;;<9 =;GEHGG;CF9
8
f]8VNO8PORUSR\̂ ]YO8SU8X̂a8O]USRYO\O]V8[QVWOT8gaSR]8hOPQVWOTe8S]8[QVZ8SR8SUU8[QVZ8
]̂[8̂YVW]̀8Q][OR8YSXSR8SU8X̂ae8̂RO8SUVO]8ROiQWRO[8VS8V̂jO8iQWYj8̂][8[OYWTW_O8̂YVWS]8
[QRW]̀8R̂PW[XZ8O_SX_W]̀8̂][8TVROTTUQX8YWRYQ\TV̂]YOTd88kV8VW\OTe8VNOTO8YWRYQ\TV̂]YOT8
\̂ Z8ROTQXV8W]8̂8[OPQVZ8[WTYN̂R̀W]̀8̂8UWRÔR\8VSâ R[8̂8PORTS]e8QTW]̀8USRYO8W]8̂8
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=IJKL<ILMNIOPKN<NLQRKPSTLM<\O]<RÔL<NRL<=?B:@BDC_<NJ<QJKNIP̀TNL<NJ<XJMPNPJKOU<
OMXR]aPO<OKW<\O]<ILMTUN<PK<MTWWLK<WLONR<JI<MLIPJTM<XR]MPQOU<PKbTI];<
<
cd<ATQR<NLQRKPSTLM<OIL<LMXLQPOUU]<WOK[LIJTM<ZRLK<ROKWUPK[<PKWP̂PWTOUM<ZRJe<
<
Od<ATYYLI<YIJ\<MTMXLQNLW<OQTNL<OUQJRJU<PKNJaPQONPJKf<
d̀<CIL<PK<O<MNONL<JY<LaQPNLW<WLUPIPT\<OKWgJI<̂PJULKNf<
Qd<CIL<MTMXLQNLW<NJ<̀L<TKWLI<NRL<PKYUTLKQL<JY<PUUL[OU<JI<XILMQIPXNPJK<WIT[Mf<<<<
?><

Qd<CIL<J̀LMLh<LMXLQPOUU]<ZPNR<UOI[L<ÒWJ\LKM<
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MBC;D?EFGHFI;NCOPQC;SFY;XC;VRCN;ZBCT;ABC;QPHQVSRAFTQCR;ICHQCPOCN;XY;ABC;NCIVAY;
PTNPQFAC;ABFA;RVQB;FIIEPQFAP?T;PR;HCFR?TFXEY;TCQCRRFHY;A?;Q?TAH?E;F;T?T̂Q?SIEPFTA;
ICHR?T;?H;ABC;RVX[CQA;BFR;NCS?TRAHFACN];XY;Z?HNR;?H;FQAP?T];FT;PTACTAP?T;A?;XC;
IBYRPQFEEY;HCRPRAFTA];FTN;IHCRCTAR;ABC;I?ACTAPFE;A?;BFHS;NCIVAPCR];ABCSRCEOCR];?H;
?ABCHR:;

J:;=_>9L\̀;J>_̀abc>dM;9ad=LJ>e\MLad=;

MBC;VRC;?@;ABC;D?EFGHFI;NCOPQC;?T;QCHAFPT;PTNPOPNVFER;fFR;PTNPQFACN;XCE?Zg;RB?VEN;
WCTCHFEEY;XC;FO?PNCN;VTECRR;ABC;A?AFEPAY;?@;ABC;QPHQVSRAFTQCR;PTNPQFACR;ABFA;?ABCH;
FOFPEFXEC;?IAP?TR;HCFR?TFXEY;FIICFH;PTC@@CQAPOC;?H;Z?VEN;IHCRCTA;F;WHCFACH;NFTWCH;A?;
ABC;NCIVAY];ABC;RVX[CQA];?H;?ABCHR;FTN;ABC;NCIVAY;HCFR?TFXEY;XCEPCOCR;ABFA;ABC;TCCN;
A?;Q?TAH?E;ABC;PTNPOPNVFE;?VAZCPWBR;ABC;HPRh;?@;VRPTW;ABC;NCOPQC:;MBPR;PTQEVNCRi;

j:;LTNPOPNVFER;ZB?;FHC;hT?ZT;A?;XC;IHCWTFTA:;
k:;>ENCHEY;PTNPOPNVFER:;
l:;aXOP?VR;[VOCTPECR:;
m:;LTNPOPNVFER;ZB?;FHC;BFTNQV@@CN;?H;?ABCHZPRC;HCRAHFPTCN:;
n:;LTNPOPNVFER;NCAFPTCN;PT;F;IFAH?E;OCBPQEC:;
o:;LTNPOPNVFER;PT;NFTWCH;?@;@FEEPTW;@H?S;FT;CECOFACN;I?RPAP?T;?H;ZB?;FHC;PT;FT;
VTRAFXEC;I?RPAP?T;fC:W:];AHCC];H??@];EFNNCH];ECNWC];@CTQC];XFEQ?TY];I?HQB];XHPNWC];?H;
RAFPHg];ZBPQB;Q?VEN;HCRVEA;PT;NCFAB;?H;RCHP?VR;X?NPEY;PT[VHY:;

p:;LTNPOPNVFER;TCFH;FTY;X?NY;?@;ZFACH;ABFA;SFY;IHCRCTA;F;NH?ZTPTW;HPRh:;
q:;LTNPOPNVFER;ZB?RC;I?RPAP?T;?H;FQAPOPAY;SFY;HCRVEA;PT;Q?EEFACHFE;PT[VHY;fP:C:];?ICHFAPTW;
OCBPQECRg:;
;

>:;K>eD\̀;FTN;KL=<\̀;G\edLdr=;

DCQFVRC;ABC;D?EF;GHFI;VRCR;F;IFHAPFE;:lqs;QBFHWC;A?;NCIE?Y;ABC;tCOEFH;Q?HN;F;E?VN;
FTN;QECFH;OCHXFE;ZFHTPTW;?@;ABC;PTACTNCN;VRC;?@;ABPR;NCOPQC;fuvwxyzvwxyzvwxy{g;
RB?VEN;IHCQCNC;PAR;FIIEPQFAP?T];VTECRR;PA;Z?VEN;?ABCHZPRC;CTNFTWCH;ABC;RF@CAY;?@;
NCIVAPCR;?H;ZBCT;PA;PR;T?A;IHFQAPQFXEC;NVC;A?;ABC;QPHQVSRAFTQCR:;;

MBC;IVHI?RC;?@;ABC;ZFHTPTW;PR;A?i;

j:;_H?OPNC;ABC;PTNPOPNVFE;ZPAB;F;HCFR?TFXEC;?II?HAVTPAY;A?;O?EVTAFHPEY;Q?SIEY:;
k:;_H?OPNC;?ABCH;NCIVAPCR;FTN;PTNPOPNVFER;ZPAB;F;ZFHTPTW;ABFA;ABC;D?EFGHFI;NCOPQC;
SFY;XC;NCIE?YCN:;
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I PURPOSE 

 

The purpose of this policy is to establish the Overdose Prevention Program and regulations 
governing utilization of Naloxone (Narcan) by deputies of the Forsyth County Sheriff’s Office.  
The objective of this policy is to establish guidelines and attempt to reduce the injury and/or 
fatality from subjects suspected of overdosing on opiates.  
 
It is the policy of the Forsyth County Sheriff’s Office that all deputies are required to be initially 
trained in the use of Naloxone by a qualified trainer approved by the training coordinator.  A 
Naloxone coordinator shall be appointed by the Sheriff or his designee. 
 
II TRAINING 

 

All participating deputies will receive initial training that will include, at a minimum, an overview 
of O.C.G.A. 31-11-55 that permits law enforcement use of Naloxone, patient assessment (i.e. 
signs/symptoms of opiate overdose), universal precautions, seeking medical attention, and the 
use of intra-nasal and/or intra-muscular Naloxone. 
 
Deputies participating in the Forsyth County Sheriff’s Office Overdose Prevention Program will 
receive annual training updates on the use of Naloxone. 
 
III DEPLOYMENT 

 

The Forsyth County Sheriff’s Office will deploy its Naloxone kits in the following primary 
locations: 
 

• Desk Sergeant/Booking Area 

• One in each marked car 

• Detective’s Vehicles 
 

IV NALOXONE USE 

 
When deploying the Naloxone kit deputies will:  
 

• Maintain universal precautions; 

• Perform patient assessment; 

• Determine unresponsiveness, absence of breathing and/or pulselessness; and 
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 Update the dispatcher that the patient is in potential overdose state. 
 

The dispatcher will then dispatch the Fire Department and EMS to arrange transport to the 
hospital.  Deputies shall follow the protocol as outlined in the Naloxone training. 
 
V MAINTENANCE/REPLACEMENT 
 

1. An inspection of the Naloxone kit shall be the responsibility of the employee assigned 
the equipment and will be done each shift. 

2. Missing or damaged Naloxone kits will be reported to the agency Naloxone Coordinator. 
3. When any damage is identified during the inspection of a Naloxone kit, the Naloxone kit 

shall be taken off line and be submitted for replacement to the agency Naloxone 
Coordinator. 

4. Used Naloxone kits will be returned to the agency Naloxone Coordinator for 
replacement. 
 

VI DOCUMENTATION  
 
Upon administration of a Naloxone kit, the deputy will complete an incident report detailing the 
nature of the incident, the care the patient received and the fact that the Naloxone was 
deployed.  A copy of the incident report will be forwarded to the agency Naloxone Coordinator. 
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A. PURPOSE:   
 
The purpose of this policy is to establish procedures for the operations of the Small 
Unmanned Aerial System (SUAS) and outline the qualifications for members who operate 
this type of equipment. 
 
B. SCOPE:   
 
The agency’s SUAS Team was established to respond to critical incidents throughout 
Forsyth County and other counties in Georgia when requested. The following procedures are 
intended to promote the safe, legal, and efficient operation of the SUAS; safety being the 
primary concern in each and every operation, regardless of the nature of the mission. 
 
C. PROCEDURE: 
 
1. General:   
 

a. Organization:  The SUAS shall be assigned to the SUAS team which is a sub 
 team of the CTOC Team. 

 
b. Supervision:  The deployment of the SUAS will be directly supervised by the 
 Incident, CTOC, or SWAT Commander depending on the situation the SUAS 
 will be utilized for. 

 
2. Use of Aircraft – Assignment of Aircraft 
 

A.  A SUAS assigned to a mission is the responsibility of the Incident 
 Commander, Traffic Specialist, CTOC or SWAT Commander.  

B.  The Pilot in Command will decide if conditions are favorable for safe flight. 
C.  The SUAS should be operated by a member of the SUAS Team who has 

 successfully completed Remote Pilot Ground School Training that is 
 recognized by FAA. (Pilot in Command or PIC) The PIC shall hold an FAA 
 Part 107 Certificate. 

D.  A deputy with the agency who possesses an FAA Part 107 Certificate that is 
 not a member of the SUAS Team, may pilot the SUAS in an emergency 
 situation. The deputy must have completed an approved FAA Ground School 
 and the Part 107 exam. Once a PIC is able to take control of the SUAS, all 
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 controls shall be relinquished. This is due to strict standards set forth by the 
 FAA under Part 107. 

E.  Due to the delicateness and cost of the FCSO SUAS program, no one shall 
 have the authority to fly an FCSO SUAS, manipulate an FCSO SUAS, use the 
 FCSO SUAS controller, and all other FCSO SUAS equipment except the 
 FCSO SUAS team without the approval of the SUAS team leader and/or a 
 member of the FCSO command staff.  

 
3) Decisions as to whether the SUAS is to be used to complete the mission shall be 

based on the following scenarios: 
 

a) Active investigations requiring a Photo/Video flight; I.e.: TSU Scene Photos, 
Crime Scene Aerial Photos; 

b) Traffic control operations; 
c) In progress calls where a short term aerial presence would be beneficial; 
d) Searches for fleeing criminal suspects; 
e) Search and rescue of innocent victims; I.e.: Missing Person Critical; 
f) SWAT support calls including but not limited to barricaded suspects; 
g) Active shooter scenarios; 
h) Support to other Public Safety Agencies when requested. 
i) Public Relations Events (Approval from PIC Only) 
j) Other operational needs authorized by command staff  

 
 
4) The SUAS shall adhere to the following code of conduct: 
 

a) Safety 
 

1. The SUAS shall not be operated in a manner that presents undue risk to 
persons or property on the surface or in the air; 

2. The SUAS will be piloted by individuals who are properly trained and 
competent to operate the vehicle or its systems; 

3. All FCSO pilots will complete an approved FAA ground school for remote 
aircraft. 

4. All FCSO pilots must pass the FAA part 107 knowledge exam and have a 
certificate in his or her possession.  

 
(3)   SUAS flights will be conducted only after a thorough assessment of risks associated 

with the activity. This risk assessment will include, but not be limited to: 
 

A. Weather conditions relative to the performance capability of the system; 
B. Identification of normally anticipated failure modes (lost link, power plant 

failures, loss of control, etc.) and consequences of the failures; 
C. Crew fitness for flight operations; 
D. Overlying airspace, compliance with aviation regulations as appropriate to 

the operation, and off-nominal procedures. All SUAS flights will be 
conducted within class G airspace unless a waiver from the FAA 
authorizes additional airspace. 

E. Communication, command, control, and payload frequency spectrum 
requirements; and 
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F. Reliability, performance, and airworthiness to established standards. 
 
(4)  SUAS flights at night will only be conducted with approval from the FAA (Daylight 

Waiver) Night flights must be conducted with a strobe light visible for 3 statute miles. 
All Night flights will require a visual observer to assist with spotting other aircraft and 
hazards in the air. 

 
(5)  Manned aircraft will always have the right away no matter what the circumstance is. A 

drone can cause catastrophic damage if it collides with a manned aircraft.  
 
(6)  SUAS will always be operated within FAA rules as described in part 107 other than in 

exigency or waived by certificate of operations.  
 
D. Professionalism 
 

All federal, state, and local laws, ordinances, covenants, and restrictions as they 
relate to SUAS operations shall be adhered to as outlined in The Forsyth County 
Sheriff’s Office FAA approved COA; 

 
1. The SUAS shall be operated as a responsible member of the remote aviation 

community; 
2. The SUAS program shall be responsive to the needs of the public; 
3. The SUAS program shall cooperate with all federal, state, and local authorities in 

response to emergency deployments, mishap investigations, and media relations; 
and 

4. Contingency plans shall be created for all anticipated off-nominal events and 
share them openly with all appropriate authorities. 

 
E. Privacy 
 
The rights of other users of the airspace shall be respected. Individual privacy shall be 
adhered to by both federal and state laws. The SUAS program shall respect the concerns of 
the public as they relate to unmanned aircraft operations. Improving public awareness and 
education on the operation of SUAS shall be of the utmost importance. 
 
F. Position Responsibilities and Duties 
 

1. Pilot-in-Command 
 

A.  The Pilot-in-Command is authorized to refuse any flight request based on 
 current meteorological conditions, physiological conditions, or for any other 
 reason that Pilot-in-Command believes will affect the safety of the flight. 
 Should the Pilot-in-Command refuse a flight for any reason, they shall inform 
 the Incident, Traffic Specialist, CTOC or SWAT Commander as soon as 
 possible of such refusal and the reason for refusal. 

B.  While the SUAS is in flight, the Pilot-in-Command is authorized and 
 responsible for making all decisions regarding use of the aircraft including, but 
 not limited to, direction of aircraft, duration of flight time, capabilities of the 
 aircraft, maximum load allowance, use of affixed certified equipment, 
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 allowance or advisability of affixing additional equipment, the determination of 
 allowance of personal or agency equipment, and configurations. 

C.  Pilot-in-Command/Observer:  Pilot and Observer duties shall include, but not 
 be limited to: 

D.  Performing assignments assigned by Pilot in Charge, Incident Commander, 
 Traffic Specialist CTOC or SWAT Commander; 

E.  Maintaining current awareness of all pertinent agency requirements, FAA 
 regulations, and other regulatory data bearing on the performance of their 
 duties; 

F.  There will only be one (1) Pilot-in-Command at any given time and they shall 
 exercise final responsibility and authority for the safety of the aircraft, 
 personnel, and equipment during flight operations; 

G.  Exercising responsibility for the safe conduct of all flights, including but not 
 limited to: 

 
2. Flight planning and preparation, including preflight inspections of aircraft and   

equipment; 
 
A.  Weather briefing; 
B.  Flight operations, including course, air speed, altitude, and duration; 
C.  Landing zone selection; 
D.  Go/no-go and landing judgments with regard to weather minimum or other 

 criteria; 
E.  All Very High Frequency (VHF) air-to-air, air-to-ground, Air Traffic Control 

 (ATC) communications, and any other radio communications; 
F.  Timely reporting of new or previously unknown hazards to safe flight 

 encountered; 
G.  Post-flight inspection, to include assuring batteries are recharged, to ensure 

 the duty aircraft is ready for the next mission; 
H.  Making appropriate entries in aircraft logbooks; 
I.  Maintaining required training hours 
J.  Maintaining a current Remote PIC license recognized by the FAA 

 
3. Flight Operations – Operational Control: 

 
 Pilot-in-Command Authority: 
 

A.  The Pilot-in-Command shall initiate the flight only when confident the flight can 
 be conducted safely; 

B.  The Pilot-in-Command shall ensure an FAA Notice to Airmen (NOTAM) is 
 released for every flight involving the SUAS in the national airspace; 

C.  The Pilot-in-Command shall ensure, once a Certificate of Authorization is 
 granted by the FAA, there is a copy of the Certificate of Authorization (COA) 
 from the FAA to conduct flights in the national airspace with each SUAS.  If an 
 emergency COA is required by the FAA for a particular flight, the Pilot-in-
 Command shall forward the requested documents to the FAA upon request; 
 and   

D.  If a search warrant is required to fly the SUAS during a deployment, the case 
 agent shall be responsible for writing and having the warrant signed by a 
 judge.   
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4. Observer Authority: 
 

A.  The Observer shall be responsible for see-and-avoid operations of the aircraft.  
 The Observer shall remain in voice contact with the Pilot-in-Command and 
 communicate any obstacles the aircraft might encounter; 

B.  When the flight becomes a hazard to ground personnel or other aircraft, the 
 Observer shall immediately notify the Pilot-in-Command;   

C.  During any phase of flight, if the Observer notices a malfunction with the 
 aircraft, the Pilot-in-Command should immediately terminate the flight; 

D.  The Observer shall be responsible for all radio communication with Air Traffic 
 Control (ATC) when necessary, and dispatch; 

E.  Observers are responsible for the law enforcement aspect of the deployment; 
 and 

F.  Observers shall operate any attachments to the SUAS, allowing the operator 
 to maintain complete focus on the operation of the UAS. 

 
5. Aircraft Inspections: 

 
A.  Before any flight, the Pilot-in-Command is responsible for pre-flight 

 inspections of the aircraft according to the pre-flight checklist; 
B.  Any anomalies found by the Pilot-in-Command shall be fixed before any flight 

 is conducted; and 
C.  After every flight, a post-flight inspection shall be conducted by the Pilot-in-

 Command according to the post-flight checklist.    
    

6. Aircraft Checklist: 
 

A.  There shall be a checklist generated for each phase of flight: Pre-flight, Run-
 up, Take-off, Emergency, Landing and Post-flight; 

B.  The Pilot-in-Command shall not deviate from a checklist unless otherwise 
 instructed to by a supervisor; and 

C.  The SUAS Supervisor is responsible for making sure all checklists are up-to-
 date and current for each aircraft make and model. 

 
7. Emergency Procedures: 

 
A.  All flight personnel shall be thoroughly familiar with all emergency procedures 

 and their specific duty assignments; 
B.  No member, regardless of involvement in an emergency situation, shall make 

 any statements to the general public or to news-gathering agencies without 
 the knowledge and approval of competent authority; 

C.  In the event of an emergency involving the safety of persons or property, the 
 Pilot-in-Command may deviate from the procedures of this directive relating to 
 aircraft, equipment, and weather minimums to the extent required to meet the 
 emergency.  
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D.  In the event of an emergency which requires reporting to the FAA, the Pilot-in-
 Command shall make sure all appropriate information is forwarded to the 
 Orlando Flight Standards Office (FSDO). 

E.  Per FAA part 107 guidelines; if a SUAS experiences a failure causing 
 overnight hospitalization to a victim, the FAA must be contacted immediately. 
 Minor injuries are not required to be reported to the FAA however; must be 
 reported with an incident report and notification of the on duty watch 
 commander.  

 
8. Training: 

 
Initial and recurrent training for all Pilots-in-Command and Observers are essential to 
safety and efficiency of the SUAS. 

 
1. Training and Standardization:  

 
A.  Flight Check Standardization: The SUAS Supervisor is responsible for 

 the standardization of flight crews and aircraft operations. The primary 
 means for accomplishing a standardization program shall be through 
 the use of initial and recurrent training and proficiency flight checks. 
 These flight checks are essential to ensure that a high level of 
 competency and uniformity exists in flight inspection operations. 

 
2. Training Requirements: 

 
A.  Proficiency and Annual Check Performance shall be evaluated in 

 accordance with the maneuvers and procedures listed in the FAA 
 Remote Pilot Training Standards (PTS) SUAS operations. 

B.  If required, an FAA designated flight examiner will conduct a 
 proficiency flight as often as the FAA deems necessary for safe flights 
 of the UAS. 

C.  Observers must have completed sufficient training to communicate to 
 the pilot any instructions required to remain clear of conflicting traffic.  
 This training, at a minimum, shall include a briefing from the Pilot in 
 Command. 

D.  All members within the SUAS Team shall maintain proficiency in their 
 Pilot-in-Command/Observer abilities. Members who do not have any 
 documented training or flight time within a span of 90 days will have to 
 show proficiency before being a Pilot-in-Command/Observer during a 
 deployment or exercise. 

E.  Recurrent training is not limited to actual Pilot-in-Command/Observer 
 skills but includes knowledge of all pertinent UAS/aviation matters. 

F.  All FCSO pilots must complete an approved Remote Pilot Ground 
 School Class along with an FAA Part 107 exam. 

G.  All flight hours will be logged in a personal log book.  
 
G. MOBILIZATION PROCEDURES:  
 

1. AUTHORIZATION: 
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A.  ON-GOING SITUATION: The order to mobilize the SUAS Team to 
 respond to a critical incident within Forsyth County can only be issued 
 by an individual in the grade of Lieutenant or above. Under such 
 circumstances, the individual issuing the mobilization order will 
 respond to the incident or scene and assume duties as the Incident 
 Commander, unless otherwise directed by the Sheriff or his designee. 

B.  STAND-BY SITUATION: The order to place the SUAS Team on stand-
 by when it is anticipated that a critical incident may develop may only 
 be issued by an individual in the grade of Lieutenant or above. Under 
 such circumstances, an Incident Commander in the grade of 
 Lieutenant or above will be designated by the senior commander who 
 issues the stand-by order. 
 

C. MUTUAL AID: 
a. Only Majors or above can issue a mobilization order in response to 

requests received from an agency inside or outside Forsyth County for 
SUAS Team support under the provisions of mutual aid. 

D.  Before mobilization of the SUAS Team is directed, the officer receiving 
 the request must first obtain information about the nature of the 
 incident from the requesting authority. Of particular importance is the 
 specific type incident; the name of the requesting officer; the location 
 of the assembly area where the SUAS Team should report to; and 
 radio/cellular phone communication procedures.  

 
H. NOTIFICATION: (Georgia 5.18 b)  
 

SUAS Team members will normally be mobilized by the agency’s email or phone 
system. When directed, the on-duty GCIC Operator will initiate a SUAS Team "group" 
email directing all members to report to a designated location. Following notification, 
each team member will telephonically contact the UAS Commander that the message 
has been received and inform the operator whether they will or will not be able to 
respond. Should any team member fail to telephonically contact the SUAS Team 
Commander within 15 minutes of the email, the operator will attempt to notify the 
member by telephone of the mobilization. 

 
 
I.   GLOSSARY: 
 

COA - (Certificate of Authorization) – Given by the Federal Aviation Administration 
(FAA) which grants permission to fly within specific boundaries and perimeters.   

 
SUAS – (Small Unmanned Aerial System) – An aircraft either fixed-wing or rotor-wing 
which flies in the national airspace and is controlled by pilots on the ground used in 
law enforcement missions that weighs from .5 lbs. to 55 lbs.   

 
FAA – (Federal Aviation Administration) – The FAA is a component of the U.S. 
Department of Transportation and is responsible for access of the national airspace.   
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VFR- (Visual Flight Rules)- The weather conditions permitting a ceiling greater than 
1000 feet and 3 miles, or 500 feet and 1 mile of visibility.  Winds are less than 21 
knots or 24 MPH.  

 
Part 107:  All rules and regulations as prescribed by the FAA regarding unmanned 
aerial vehicles.  
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�_(c'Z)j/-�ĝ��� �c/Z)**�.'"�d��Z//]$"�

�



�������������� � 	
������
���������������������

����� !��"�#$%%�&'()*)+$()'",�$"-�./,0'",/1 1 2134151

1

6%$"")"7�)"�(8),�9/7$9-�,8':%-�)"+%:-/;�9/%)/*�'*�'"�-:(<=�9/7:%$9�,/9>)+/�0/9,'""/%=�
9/%)/*�'*�'"�$"-�'**�-:(<�0/9,'""/%�)">'%>/-�)"�(8/�/?/97/"+<�$"-�$-@:,(?/"(,�)"�
,8)*(,�'9�'**�-$<,�('�+'?0/",$(/�*'9�$A,/"(�0/9,'""/%B�

�
C
DB� #.EFE&GH�E&IJKLE�GLEIJ�MEIEKE�&�
�
L8/�#9)?)"$%�E">/,()7$()'",�M)>),)'"�,8$%%�?$)"($)"�$"�'"�+$%%�9',(/9�*'9�9/,0'",/�'*�
0/9,'""/%�-:9)"7�'**�-:(<�8':9,B�N0-$(/-�'"�+$%%�9',(/9,�,8$%%�A/�09'>)-/-�('�(8/�O'9,<(8�
#':"(<�P  �#'??:")+$()'",�#/"(/9B��
�
N")*'9?�6$(9'%�M)>),)'"�QN6MR�0/9,'""/%�9/S:)9)"7�$,,),($"+/�*9'?�(8/�#9)?)"$%�E">/,()7$()'"�
M)>),)'"�Q#EMR�,8$%%�:()%)T/�(8/�*'%%'U)"7�09'+/-:9/;�
�
�
 B��"�-:(<�#9)?)"$%�E">/,()7$()'",�M)>),)'"�./,0'",/��

�
$B�G�N")*'9?�6$(9'%�,:0/9>),'9�,8$%%�?$V/�$�-/(/9?)"$()'"�$,�('�9/S:/,()"7�#9)?)"$%�
E">/,()7$()'",�$,,),($"+/B�
�

AB�L8/�N")*'9?�6$(9'%�M)>),)'"�K:0/9>),'9�,8$%%�+'"($+(�$�#9)?)"$%�E">/,()7$()'",�
K:0/9>),'9�U)(8�$�,:??$9<�'*�(8/�)"+)-/"(B�

�
+B�L8/�#9)?)"$%�E">/,()7$()'",�,:0/9>),'9�,8$%%�$,,)7"�$"�'"�-:(<�-/(/+()>/�$"-W'9�
,:00'9(�0/9,'""/%�Q)B/B�#9)?/�K+/"/�N")(R�('�9/,0'"-=�)*�$00%)+$A%/B�

�
�
XB��**�-:(<�#9)?)"$%�E">/,()7$()'",�M)>),)'"�./,0'",/�

�
$B�G�N")*'9?�6$(9'%�,:0/9>),'9�,8$%%�?$V/�$�-/(/9?)"$()'"�$,�('�9/S:/,()"7�'**�-:(<�
#9)?)"$%�E">/,()7$()'",�M)>),)'"�$,,),($"+/B�
�

AB�L8/�N")*'9?�6$(9'%�K:0/9>),'9�,8$%%�"'()*<�(8/�P  �#'??:")+$()'",�#/"(/9�('�
9/S:/,(�$"�'"�+$%%�#9)?)"$%�E">/,()7$()'",�M)>),)'"�K:0/9>),'9B�L8/�N")*'9?�6$(9'%�
,:0/9>),'9�,8$%%�09'>)-/�$�,:??$9<�'*�(8/�)"+)-/"(�('�(8/�#9)?)"$%�E">/,()7$()'",�
M)>),)'"�K:0/9>),'9B�

�

-B�L8/�#9)?)"$%�E">/,()7$()'",�,:0/9>),'9�,8$%%�$,,)7"�$"�'"�+$%%�-/(/+()>/�$"-�
,:00'9(�0/9,'""/%�Q)B/B�#9)?/�K+/"/�N")(R�('�9/,0'"-=�)*�$00%)+$A%/B�

�
L8/�9/,0'"-)"7�#9)?)"$%�E">/,()7$()'",�M/(/+()>/�'9�K:0/9>),'9�,8$%%�$,,:?/�+'"(9'%�
'*�(8/�)">/,()7$()'"B�

�
�B��"�+$%%�&$9+'()+,�M/(/+()>/�

�
G�,:0/9>),'9�,8$%%�8$>/�-),0$(+8�+'"($+(�(8/�'"�+$%%�&$9+'()+,�M/(/+()>/�-)9/+(B�

�
�
�
�



�������������� � 	
������
���������������������

����� !��"�#$%%�&'()*)+$()'",�$"-�./,0'",/1 1 2134151

1

#6� #7)8/�9+/"/�:")(�
�

;</�#7)8/�9+/"/�:")(�,<$%%�8$)"($)"�0/7,'""/%�'"�+$%%�=!�<'>7,�0/7�-$?�*'7�7/,0'",/�('�
+7)8/�,+/"/,6��#7)8/�9+/"/�:")(�7/,0'",/@�'"�'7�'**�->(?@�,<$%%�A/�$>(<'7)B/-�A?�$�#7)8)"$%�
C"D/,()E$()'",�F)D),)'"�9>0/7D),'76�

�
C"�(</�/D/"(�'*�$�8$G'7�+7)8/�,+/"/�7/H>)7)"E�/I0/7(,�'7�,0/+)$%)B/-�$,,),($"+/�)"�/D)-/"+/�
+'%%/+()'"@�(</�#7)8)"$%�C"D/,()E$()'",�F)D),)'"�#'88$"-/7�8$?�+'"($+(�(</��/'7E)$�J>7/$>�
C"D/,()E$()'"�K�JCL�('�7/,0'"-�*'7�$,,),($"+/6��

�
�

F6�� MC#;CN�OFM�#O;P�

;</�M)+()8�O-D'+$(/�,<$%%�A/�+'"($+(/-�A?�(</�Q  �#'88>")+$()'",�#/"(/7�R</"�)",(7>+(/-�
('�-'�,'�A?�$�+'88$"-�,($**�8/8A/7@�$�R$(+<�+'88$"-/7@�'7�$"�'"�,+/"/�-/(/+()D/6��"+/�
+'"($+(/-@�(</�M)+()8�O-D'+$(/�,<$%%�A/�$-D),/-�'*�(</�,)(>$()'"@�$"-�)(�,<$%%�(</"�A/�
-/(/78)"/-�)*�(</�M)+()8�O-D'+$(/�,<$%%�7/,0'"-�('�(</�,+/"/�'7�,<$%%�+'"->+(�*'%%'R�>0�
+'"($+(�$,�-//8/-�"/+/,,$7?6�
�
P6� S.�SP.;TUPMCFP&#P�:&C;�
���
C*�0/7),<$A%/�/D)-/"+/�8>,(�A/�(>7"/-�)"�->7)"E�"'"�->(?�<'>7,@�(</�'"�+$%%�/D)-/"+/�+>,('-)$"�

,<$%%�A/�"'()*)/-�A?�(</�R$(+<�+'88$"-/7�'7�-/,)E"//�('�'0/"�(</�/D)-/"+/U07'0/7(?�7''8�('�

)"($V/�(<),�/D)-/"+/6���

�
W6� S:JXC#�C&W�.NO;C�&��WWC#P.�KSC�L�
�
;</�$E/"+?�S>A%)+�C"*'78$()'"��**)+/7�),�$D$)%$A%/�*'7�7/,0'",/�('�"/R,�8/-)$�7/H>/,(,6��
#'"($+(�R)(<�(</�SC��8$?�A/�$>(<'7)B/-�A?�(</�R$(+<�+'88$"-/76�O"�'"�+$%%�%),(�),�07'D)-/-�
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j[ŜXR\]eZWâXQ\̂]PT̂SgSVSZWXŜXZPX]QPfSR\XOPf\QX_PQXZ[\XONTST\XZ\Ǹ c�
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��Q��_S�T���F���HF�G�����F����K��I��J
�������G����
��H���KM�HF��G��H��GH���N��
G���
I��J
����
���GG�����G��Q
HF�HF���I�G
L
G���L���GF�G��H��GHS�E���HN��H�N�M�K��
��N
�
�H������H�HF��̀�
�O��
G������I�
J�H��I��J
�����LL
G��O�HF�����MHF�U���HM�
a���HF�b�I��HN��HO��H�����G���F��I
H�������HF���R���
L
���������HF��
c�����G�H
���S�
�

�S�X�H�_��d��
G���WG����
�P�
�
X�N�H���K�
�P�K��_���
�H��HF��̀�
���F����K��N��
G���M��G�������KM�HF��G��H��GH���
N��
G���I��J
������G�N��H
�P���M��K���J�H
�����L�HF��
�N�H��L�����M��L�HF��
L����Q
�Pe�

�
f]����������II�����G������K�F�J
��g�
[]��H�H���L�G���G
�������g�
h]�������L�N�J�N��Hg�
\]�K���HF
�Pg�����
i]��_
��Z���
���O����F��O��G���O��������N��_�O��HGS]S�

�
EF��L����Q
�P�I��G��������F����K���GG�NI�
�F���
��HF���G����
�P�I��G���e�

�
fS�XL����
�N�H��F�������j
�H
�P�N��
G�����G����L��N���I��J
����
�G��G���H
��O�HF��
N��
G����H�LL�N�M���H�
�J��
H����������S�

[S�EF��
�N�H���F����K����R�
����H���
P�����T�HF��
c�H
���L���E���HN��H���GH
���
��G�H������HF��
�H�_���G����
�P�L��NO��������L�����L��NO�QF
GF�J���
��
�II��I�
�H�S�X��HF���J��H�HF�H�HF��
�N�H����L�����H���
P���
HF���L��NO�
H��F����K��
��G�N��H������HF��L��N�����Q
H�������KM�HF���H�LLS�T���
�N�H����F����K��
I��J
����H�K��G����
��Zkkb]�H��H
�P����
�P�HF���G����
�P�I��G���S�

hS�T���L
��
�P��L��N�HF��F���HF��G����
�P��F������G�����������N��
G����G����
�P�
L��N�L���
�F���KM�HF��F��HF�G����I��J
��������
�G�������H���N
�
N�N�HF��
L����Q
�Pe�
�
�S�U�����H�����I��H�
������O�F���HF�G���
H
���O�����I�G
���F���HF���R�
��N��H�g�
KS�G�����H�N��
G�H
��������J��
L
G�H
����L�N��
G�H
���
GS�I��H����
����
�L�GH
�����
�����g�



�������������� 	�
��������� ���������������������������� ��

!"#$%&#'()*+,#-,*.+/0*1,# # # $#23#45#

#

�6���7��8�7�99��
7�:���
��������;9<8�9�=�
�6�<��8����7�����8�9��8���
������>�
�7���
�?�@��<
8��
A�8
���=�
B6�C�7�9��8��:���D�8
�����B�8@��
�9�8��B����
?����B�:�@�D
���E@
7@�7�����

��
7�8������:D
�����
�F�8�����B�����8@���=�

?6�G�B���
�9�8���E@���������<�78����B�:�
�?�9��8���;�
���8��9��8���@���8@�
<��B���
�����=�

@6�@
�8��;��B����7�����8���
7
����
���8
��=�

6�H���8��IJ������KLM�L���������IL�������L������I����:�
�?�����8�8��B�78����
E@
7@�9�;���??��8�7�����8���
7
���
���8
��=�

N6�O����I����P�������L������������IL������LI�M��I�IQ�����LK��L������������
��
7
��������
7
����88�9<8�=�

F6�R�F����8���B�����S���8
���8@��
�9�8���:��8���;�D
�
:����7��������8@���
<@;�
7���9��
B��8�8
����8@�8�9�;�
��
7�8��<��D
������
7
����88�9<8�=�

�6����8���<��:��9�=�
96������?
��=�
�6���?�������
���?������?����=�
�6����?�E
8@���E����;9<8�9�=�
<6�7�����8������7��8�<��?���7;=�����
S6��8@���@���8@�<��:��9��������
?��8���:;�8@�����<���
:���<@;�
7
��>�
B�
�<<�
7�:��6�

�
T6�U���8@�H<<��
����
�
VD��;�
�9�8��
�7��7���8���
��8@�����;8@�T���8;�	�
���@������7�
D����@���8@�
�<<��
����E
8@
��B���8����WXYZ���;���B�:�
�?�:��F���
�8��8@��N�
�6�U�E�D��>����
�<<��
����9�;���8�:����S�
����
B�8@��
�9�8��@���@�����@���8@��<<��
����
�77�9<�
�@���:;�N�
��9��
7����8�BB�E
8@
��8@�����8��
��8;�W[\Z���;�>�����������8@���
�<<��
����
��E�����8��6��
�
]@��@���8@��<<��
�����@����:��<��B��9���:;�S���
B
���9��
7����8�BB������@����

�7����>�:�8�
����8��
9
8���8�̂�

�
X6�G�D
�E��B�<�
���R��
7���G�7����W
B��D�
��:��Z=�
_6�T����78
����B���8��8��7�9<��8��8@��9��
7��>����8��>�9��8���@���8@>�����

99��
A�8
���@
�8��
��=�
6̀�a�:���8��;����b����
�?���8
7�8��8��8����8�78�7�99��
7�:����
�������
�7���
�?�
D���������
������WcCGaZ>�
B��<<�
7�:��=�

Y6�G�7���
�?�@�
?@8>�E�
?@8>�<����>�:�����<�������>�����8�9<���8���=�
d6��8@���8��8�������e�9
��8
��������<<��<�
�8�=�
f6�R��
7����e�9
��8
��>�
�7���
�?���D
�E��B�9��8����������8����8�8��=�
g6�G�D
�E��B�8@�������8���B�8@��9��
7����e�9
��8
���>�8��8�>�����
���8
B
7�8
����B�
<��:��9��Q������J���� �L�����J���� �L�������
�8��8�Wh6H6Z��������8
�8=�

i6�j�
8
�8
����B�8@���<;>�E@����<<��<�
�8�=�����
[6�C�D���<9��8� ���� 
9<��9��8�8
��� �B� 8���89��8� <���>� 
�7���
�?�
��7�99����8
����7��7���
�?�@���
�?>�N�:����
?�9��8�>�����<��?��9�
<��8
7
<�8
��6�



�������������� 	�
��������� ���������������������������� ��

!"#$%&#'()*+,#-,*.+/0*1,# # # &#23#45#

#

�
67�6��8���9:����
�;������<=�>
��8
�����

�
?7�@��8
������8����:����
�;�A��=�>
��8
���A�8���8>��8�A������>��;��:B����8���
:�����C����D��E��F
����DB����
:���������8
�8�������:��8��:8�����;���>��8�G
8C�
8C�����B8C�H���8B�	�
�7��

I7�J�>�8���GC��G
�C�8��D�������DB�8C�����8
�8��C������D>
8����
�>�8��>��
:���
��K���8����8C��
�>�8��L
��L7�

M7�N������8������F
:���������DO�:8�8����>��
:���:�PE�B>��8�E���7�Q�G�F��A�

�>�8����C����D��E��F
����8C��R����G
�;����8������F
:����8����:��8S�
�
�7�6��8���8���8>��8A���8��
>
8���8���=8��:8
���A�GC���8C��C���8C��R�8C��
�>�8��
G�����D����F�����B��RR�:8���
R�8C��8���8>��8�G������8�E��F
���T�

D7�U���8>��8��R����8���E�
�A�����8
F��R
��
�;�A��=8��:8
�����R����P���8���D���
8��8CA�;�������D�
��>��8��R��B>E8�>�8
:������A�������E�
���R�E��8
��������
���8�����R���8C����
�>�8��T�

:7�6�F���E>��8��R����
��
F
����
V���8���8>��8�E����R�����:C�
�>�8����:�
F
�;�
���8���:���T�

�7�6�R
����:C��8
�;��B�8�>�8C�8�
���8
R
���8C�������C���8C�:���
8
�������
�E�:
R
���8C��E�
��
8
���R���8���8>��8�DB�:�8�;��BT�����

�7�H�����8�8
���������R������8�����8����E�:
��
�8�A�
�:���
�;���������;��BA�GC���
���>�����:�����B�DB�8C��:��8��:8���>��
:���E��F
���7�

�
<7�<>��;��:B�W��
:���U���8>��8�

X
?7�J��8C���F��8��R�����>��;��:BA�8C���
�:�F��
�;���E�8B��C������8
RB�>��
:����8�RR�
������K���8�
>>��
�8�����E�����R��>�8C��
�>�8��>��
:�����
87�W��
:�������
���
8
�����O�
���8�RR��C�������E����8��8C����:�8
���N9NY7�

I7�N�����
R��>�����E�8
����C����D��8��
����
��
��8�N
�A�HY@7�
M7�
��8�N
��Z
8������>�
�8�
����
��8C��D��L
�;�����A�R�������F
:�������A���B������
GC����
�>�8�������E��>
88��[��K�
����8��G��L�����
����:C�C���
�;�����7�N���

��8�N
��Z
8������
��E�:8�����
�B�������;;���
��	W97�

\7�UC�����B8C�H���8B�	�
��C����::����8��8C���F�
��D
�
8B��R��>D����:�����F
:��A�

R�������7�N��
8
�����BA�8C�����������K��8����E��8>��8���F�C
:�����F�
��D���R���
����
��8C���F��8�8C�8��>D����:��8����E��8�
����8�������7�

]7�N����>D����:�A�C��E
8��A������8C���>��
:���8����E��8���C����D��:����:8���
��
�::�����:��G
8C���8�D�
�C���
�>�8��8����E��8�E��
:BA�
��:�>E�
��:��G
8C�
��:��
8B���K�
��>��8�7�
7̂�UC�����B8C�H���8B�	�
��C����::����8������:���C��E
8���
��8C���F��8�8C�8�R��8C���
>��
:����=�>
��8
������[���8���8>��8�
����K�
����8C�8�
��D�B����8C��
:�E�D
�
8
����R�8C
��O_�̀��� ����_ ��a�b�a� _̀�c��d�a��e�

f7�UC��>��
:����8�RR��C����
�R��>�8C����P��8B�g�8:C�H�bb_�a������������b_�����
�����R���8����E��8A�8C�����8
��8
��A������8C���E��8
���8�
�R��>�8
��A����G�������
E��F
���8C��g�8:C�H�>>������G
8C�8C��8���8>��8���R������R��>7�UC��g�8:C�
H�>>������
�����E���
D���R��������;
�;�R�����:��
8B�:�F���;������
8����E��8�8
���
��8C�����F��8�7�



�������������� 	�
��������� ���������������������������� ��

!"#$%&#'()*+,#-,*.+/0*1,# # # 2#34#56#

#

�
�
7�8��
9���:;�<
��=
�������>���=<��=�����?
�@�ABC�
9���D����E���9��
�
����?
�@��������E�E��9��
�9
���=���F�
�
�@���D����E���9����G��=������E
����
�����
HIJK�LD����E���9��A��
9CMN�
�<�=����@�
��=�?B�<�GBC�
9���E��9��?����<G��C���
�B�����O��@
P�����<��
9����;�<
��=
���OC�=B��9��=��9=���<��
9���G��P
���7�
8��
9���=���=<��=N�
E�������N��B����O��G��P
����
����=
<��C�<�����7�>B��G��G����
�E�=B��<��
9����;�<
��=
���
��=�Q�
�
J7�R���=
EC��OP
����
�S��
�����F�
�
�@�=���=<��=T�
U7�V
�9�P�������=���=�����=�9=���
�S��
��T�
H7�V�9�<��=�=B���O���9���E�
�S��
��T�����
W7�A��P
���<��
9�����9�<��=�=
���=��G��=�9=�S�
��G���������E��<�E��������
�;�@@���=���9��
<���E�
�S��C7�

�
�

�7�X
9Y�Z����L<��
9��[���=��M�
�

J7�R�<�=���?B�����
���=��O�������OC�=B��9��=��9=���<��
9���G��P
�����B����
9�<G��=�����
�<�=��<��
9�����F���=��=�=B��
�<�=��Y
��Y7��

U7�\���
�<�=���?B����O<
=�����F���=�E���<��
9���9����������F�
����=������=B��
��9=������������?B���9�����7�\�C���E������E�<��
9���=���=<��=��B����O��<����
E�9��=��E�9��=��=B����9=�����������7�

H7�\��
9��������9=�������������B����9����9=�<��
9����������=����
9Y�9��������
<�Y���GG��G�
�=����9�<<����=
����
E���9�����C7�

W7�>B��<��
9����=�EE��B������9�<��=�����=��=
�@���9�<<����=
���N�<��
9���9���N�
=���=<��=�G���������<��
9�=
����G���9�
O���
��=B��
�]̂ �����<��
9�����9�����
�=�=B��=
<���E���C[����9��=�9=�?
=B�=B��
�<�=�7�

�
�
_7�A�
P�9C�V��
�@�_���=B�Z�����
�
_���=B�9����
�9���
�@�<��
9��N����=�������<��=���B���=B�
�=��P
�?�N��;�<
��=
���N�
����G��9��������B����O��9����9=���
������==
�@�=B�=����G�9=��=B��
�<�=����̀��â C7�
�<����
�<�=����B�����O��<��
=�����OC���E�<�����=�EE�<�<O���E�����9���=����
?
=B���<����B���=B�9����G��P
���7������9��
=C�G��G����N�����G�=C��B����<��
=�������
B���=B�9����
�=���9=
���?
=B�<��
9����=�EE7�

�
�
R7�8��
9���XG�9
��
�=��
�
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�
B4�������?��5���>�?4������?����84�8�����6���G���5�
F���;���7��9�?=�@����;��;�
8���?�
����;
��?�
?�5���8���8D
5�=�F��
;
���@G�����
�9�84��6���G�84���94���5�?4�5���8���
�����77��F���@G���?4
;8�?�7��F
?��������6�6@����;�84��;
���5����
8A�_���5�
78�?4����
@��7��F
���A�
�
B4��6���G�����5�7G��;�5���8�������?4����@��7��5���
�8������?
9��8�����F���7������
?������D
84�8�7�A�B4����F���7��5��8�
�
�9�84��6���G�����5���8�������?4����@��
7��5���
��84����5>�@�̀���5�8���
��K����?�A�
�
J�5��84��6���G�
?�7�
��
��;�����������aHabcaHa�
�E�
�G�
��
5�8�?����D�����8?�����
��8?8���
�9=�84��
�6�8��?4�����@�������?��A�

�

OdPI \OẐ eISUeÛ VUI
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XC�p�78;�q9��=�

D9�=
�@�N�F�7
�=�=;����<�Q��:�78;�79��=�:
7;
��7;�
���==
@����;9�=
�@���
7��7�
���=7�7:
8��F���;9���r:
7;
��Mst<
��7��
�8��<��7=u����
�@��
@;7=�9??W�����9�8��F���
;9������
�@��
@;7=�9�W�>�7��97�9����F���
87�>���=8;�����C�p�78;�79��=�=;����>��
89���87���9�����9�7
���>�7��97�9����F���
87�>���=8;�����C�
�
6����
7=�:;����:�78;�79���>�779�=�����F��=��7W���F�7
�=�=;�����7
�
v��7;
=�?��87
9�C�

q;�G�=;����89<F��7��7;��:�78;�79���>G�F��==
�@�����?9���>�779�=���@�����==�9?�


�<�7��;9�=
�@��98�7
9�=C�6?���:�78;�79���
=��97�89<F��7���9?�w?�
�=xW�7;��

8
�8�<=7��8�=�:
���>��F�9F���G��98�<��7���
��	YyC�

N��
�@�:�78;�79��=���F�7
�=�=;���A�

BC�z��
?G
�@�7;��F��=��8�������FF����7�:���t>�
�@�9?�
�<�7�=C�
JC�{99Q�?9���H
���8��9?�F��H
9�=�<
=89���87�r
C�CW�?
@;7
�@W���<�@��79�7;��|�
�W�
89�7��>���u}�����

LC����<
��?���9?�F97��7
���=�8��
7G�F�9>��<=�����7���79�
�<�7��89���87C�



�������������� 	�
��������� �������������������������������

� !"#$!%&'()*!+,-*./0102&! ! ! 3!24!3!

!

��

�5�6�7�8��9::;��8�<
�
8=�

9::;��8�<
�
8=�;>�����
�7�8�?��??
@����8;�8A����B�8
�?����?
@��8���A;�?
�@���
8�

?A����<��7�
�8�
����8A�;�@A;�8�8A����B�8
�?��?A
>85�6�7�8��7;C�7��8�
������;�8�

;>���A;�?
�@���
8�?A����
77��
�8��=�<����8�����
�8;�	DE�������:;�����
��8A��

A;�?
�@���
8�B;���;@5�

FGGHI JKLMGNOILNGPIMLQQRGSMITNUISVLGQWSNPXI

YA��A;�?
�@���B�8=�
?���?B;�?
<���>;��7�
�8�
�
�@�������Z��8���7;��8�;>�:����
�@�

?�BB�
�?��8�����8
7�?5��9���:����
�@�?�BB�
�?�?A����<��B�;B���=�?8;��������?�:�����

[A����;8�
���?�5��

\;�?
�@�]�B�8
�?�?A����?�<7
8�[�
88���7�
�8����:����Z��?8?��?�������5�6�7�8�?�

?A����<��B��:���
���;:̂�;[��[A
���7�
�8����:��[;�̂�
?�<�
�@�B��>;�7���
��8A��

A;�?
�@���
8?5��68�
?�8A����?B;�?
<
�
8=�;>���:A�7�
�8����:��[;�̂���8;�7�
�8�
��:;�8�;��

;>�����8;;�?5��_;�8;;�?�;��;8A���
8�7?�?A����<����>8���?�:����5�

9���7B���?�BB�=�;>�A=@
����
8�7?�?A����<��7�
�8�
����
����:A�A;�?
�@���
8�����

7�����C�
��<���8;�
�7�8�?5�6�7�8�?���Z��?8
�@�����?�BB�=�?A����B�;C
�������7B8=�

:;�8�
����;>�8A��B��C
;�?�
8�7�<�
�@���B���
?A��̀�
>��BB�
:�<��5����



�������������� 	�
��������� ������������������
��������
���

������������
��������������� � � �� !�"#�

�

$ $ $ $ $ $ $ $ $ $ $ $ $ $ $

$ $ $ $ $ $ $ $$ $ $

%&' ()*%+),)*'-)./*%,0'%1-().,%21-'

3�����������������	�
��
��4���������5������
���5���
����6
7�78�����
�9�:
�����;���:
��8�
4��<��������������������4��=����=��
��������<�����
5��������
�9�����>�
������8����7?7�
�
9�������4������:���
�9�4���������������
�����������8�:��4����4���
5
�
�����������
���������������
���
����<����7�

@������
���4��
<�����
��4���
����������>�
��������5�������������������������������
<��
4�����
��7��

3���A�������<<������
�����4���
5��������44�
��
�9�����4�������
��4���B�

@7�����
���:����8�:
���:�8������8�������8��
9��������������������������<�9�8�
��<4��
�98����������
��
���
�����������<4������5�����������
��7��4��
���
������
����������5��9
=����������������������
���������������������������C���

�7���������
��9���������>�
������4���������
���
�9����4��C
�9�
����������������:
���
���
�9�
�������4
�
����<�����D�

�7�����4�����
��������
���4��5��<����������������
9�8����������
��8����
<�
��������7�

@���
��4���
����������5������<������
������E��������������F��<�G�97�@���
���
�
���
���������5����4������=��5������������A�������<<��������������<������
��
��	�
��H��
�����F�4���7�3���A�������<<������������5�����4���
5�������
�
�
��
�9�
�������
=�����
����������
�
���
��������7�

%%&' -)./*)'I*)I'I..)--'
�
@�������������4�5�
�����������������������������	�
��5����������
;���4�������
��
���
�����JKLMNONPQRS�TUPMLKNVQR�WLK�XPM�YMQKN�����Z��N[Q�\]ĴLXQQ�_�̀ LaPKb[PLK�_�
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7;�H
�7
6�
��������7�
����9������7����
���
������������;�
�

3���66����������5��7�46������
������:�
�?��7����7�
����������d
��d�9
��
����?����e
�9��@JfC���������������7�
?
�:������
�7
6�
���������
�:���7
�
��;�E����66�����������
����5�7�4���������?������
�:8�5��������������66�����
�����������	�
��3�4
�
�������8����
���
:���8������?
�9������7�
��;�
�
E���	�
��3�4
�
�������8�������
:���8�����������
�48��4���������?�����������7
�
������
�����
�7
6�
�����7�44
�����9
��
���
?��@KC��������������66�����=7���
�:�9��d���������
���
����;�
�
E�����7
�
����������	�
��3�4
�
��������������
:����
���
��������4������5���66������5��
����
�4���;�
�
�



�������������� 	�
��������� ������������������
������������

�� !"#$ %&'()* +,-*.   #/ 01 #/ 

 

233345 67896:59;5<7=63>?5=>:@965:3A83BC3>=6D5
5
E���F������������
�F
G�
���������
�H�������I����������������
�F
G�
�������G��������
��F������
��	J�K�L�M�����
�F
G�
�������F������������F����
F������������
��	J�NOJ�K�
EFF���������F��M������������I���P�
��I������������
Q���I������	�
��E�M
�
�������K�5
5
R�����F�����������
�F����S5
5
�K�R�����F
�
�����������
�F
G�
�����F�MM
����T�5
IK�O�F�MM�������
�F
G�
������F�
��U�
�����T�5
FK�R�������������������F�
��T�EVW�5

�
E���F�M�������������
�F
G�
�����F�MM
���������G����������
�F����S��

�
�K�E��
������X
����������������MM����������
������
M���T��
IK�E����F�
G�
��������F��G
�F������P
���F���������T�EVW��
FK���G
������������F�M����U�
�F���
�H�L�F
�����O�G����K��

�
RX��YZ[�F�G
�����������
�F
G�
�������G����������I��M���������
���
I�������������X�S�
�
�K�����Y\[�F�G���������L�M����YX
����������F�M����[�
IK�����Y\[�F�G������F���
����	J������������
�M�����I��]
�H�G���
���

�
�

3̂45 :3A83BC3>=6D567896:A567_7>_39>5
�

L�M�����
�F
G�
�������F�����������I������
����
���FF�����F��X
�����������H
��
E�F�
P���̀�
P���
��������M��������H
�����������������H�����������������������
�
M
���
���������
�
�H���X��
��U�X�
F��P���
���������H���K�



�������������� 	�
��������� �������������������������������

� !"#$$!%&'()*!+(,-! ! ! $!./!0!

!

1 1 1 1 1 1 1 1 1 1 1 1 1

1 1 1 1 1 1 1 1 1 11 1 1

234 2567894672:4

;�<�=�>�>?����@��A��<
==���=B�>����������C�
D��A��>B����<�
��A��>���=�=B�=?��
EB��BF
�G�AB�
CH�
<A��<��=���=B�A�B=�C=�=?��>�E�=HI�>�C��
=H�����B=?�����G
=
<�=��

�=���>=>�BE�=?��J�
������=B�A�B=�C=�=?��C�����H��>=�@�
>?����
G?=>�BE�
�<�=�>�����=?B>��
F
=?�F?B<�=?�H�CB���>AB��K4

LMC�A=
B�>�=B�=?��
�<�=��<�
��AB�
CH�<�H�@��G���=���@H�=?��	�
��N�<
�
>=��=B�K�
O�P��>=�EB���MC�A=
B�>�Q�KGKI����=?�
��E�<
�HR�>?����@��>�@<
==���D
��=?��
�<�=��
S
B>SK4

N���
�CB<
�G�����B�=GB
�G�
�<�=��<�
��
>�>�@J�C=�=B�
�>A�C=
B��=B�
�=���
C=�=?��

�=�B��C=
B��BE�CB�=��@����=?�B�G?�=?��<�
������EB��=?���
>CBD��H�BE�A���>�=BT4

�K�U<�GG������G>I�F��AB�>I�B��B=?���CB�=��@����
�=B�=?��	�
�V�
@K�W�����>C�A�>�B��B=?���=?���=>�=B�J�
��>�C��
=HV�
CK�W�B�
E���=��B��B=?��F
>����G�G��
��G��G��C=
D
=HV�
�K�X�D
>��B��A����C�
<
�����C=
B�>V����YB��
�K�X
>CBD���B=?����C=
B�>�B��
�=��=
B�>�=B�D
B��=��J�
����G���=
B�>�

NK�Z�G���[�
��
�
;�CB<
�G�����B�=GB
�G�<�
��C�����H�<��S����>���G���<�
��E�B<�B��=B��==B���H>�
���YB��E�B<�B��=B�=?��CB��=>�>?����@��CB�>
������A�
D
��G���<�
�K��W�
D
��G���<�
��
\]��̂�����_����̀����������]̂]�̀�]��]�����\�a�̂�����b�����������\]�����_�������c�
Z�G���<�
��<�>=�@��C�����H�<��S����>�@�
�d����\�]��]����������������e�N��
��D��BA��>
<A�H���@�����fb�d]b�\]�bg��B�>��B=�CB�EB�<�=B���G���<�
��
���=
E
C�=
B��
��P�
��<��=>K�
�
;E�CB�=��@����
>�EB����
��A�
D
��G���<�
�I�=?���==�<A=�=B�D
B��=��J�
��>�C��
=H�>?B����
��>��=�
��J�
��BEE
C
��>�=�S
�G���<
�
>=��=
D���C=
B�����I�
E�=?��CB�=��@����
>���
D
B��=
B��BE���FI�=?��<�==���>?����@��CB�>
������EB��C�
<
����A�B>�C�=
B�K�
�
W�BA���H���@�������G���<�
��>?����@���CC�A=����������
D�����=B�
�<�=�>K��:hijk4
ljmk4mn4ohpmqho4jqo4kmlmrho4rs4rth4pskksumqiv�

�

� w w w

x959y7:4zy{9yv44���|}~~�;�<�=��[�
�� w w

� � � �

LEE�C=
D��X�=�T��N�G�>=���I����~� � �

�B<<
==���O�D
�F�}�X�=�T�	��H����~� � �

O���=���W�BC�����Q>RT� � � �

N�=?B�
����@HT��U?��
EE�OB���K�����<��� � �

�



�������������� 	�
��������� �������������������������������

� !"#$$!%&'()*!+(,-! ! ! .!/0!1!

!

23�4567895:;8<9=>������??���@A���?B�C
D
C�
�E�@�F�CA�@�
����
�������G��AB��
HI
CI�
?�C�����J����A@�K�L�������������MKK�����M��L���N����O�M��M����������
������P�M�K�Q������M������Q��K��RS�NMT�U������K����MTV��T�M�T��M�K�T�N�LT��
?@�EB���A��@I��D�A�@�AD�@I����G��AB�3��W�J���G��AB��HI
CI�I�?�����@����
�����??�HI
CIF�
��C�?��AD�X��?@
A��C���A@�Y��G��
D
��F�?I����Y����@������@A�
@I��?�����3�

Z3�[�CAE
�\�E�
�F������??���@A���?B�C
D
C�
�E�@�F�HI
CI�
?�CA�@�
����
�����
��G��AB��HI
CI�
?�C�����J�
���@
D
�Y����?�I�G
�\�Y����?��@�D�AE���J�]��
C
���
ADD
C�F�B�AY�@
A��ADD
C�F�B��A���ADD
C�F��@C3�
3̂�_�
G
��\���E�
��?I����Y���A\\��̀�AC�E��@���
����B�
G
��\���E�
���A\3�
a3�bA��7cd:795:;8<9=>;?@�EB?������BB�AB�
�@����G��AB�?�E�?@�Y��B��CI�?���
D�AE�@I��
�E�@��CAEE
??��J�DA����D��3�e�G��AB�?���MTT�L��fV�g�hV�L��������
��i�j�k�����OM�����M�������?I����Y������C@���@I���BB�AB�
�@���EA��@3�lI��

�E�@��?I����CAEB��@��CAEE
??��J���X��?@�G
��@I��
�E�@��m
A?m�DA��@I�?��

@�E?3�

n3�[�@��@
A�����?��AD���\���E�
���?�����G
C��@A��GA
��
�?B�C@
A������C��?A�?I
B�
?I����Y��CA�?
��������G
A��@
A��AD�
�E�@������?3��

!
�3�[�E�@��eE�
��@I�A�\I�	�
��Wlo�
�
[�E�@���E�
�?�@I�A�\I�	�
��Wlo�?I����Y��?�Y]�C@�@A�
�?B�C@
A���?�A�@�
����
��
p�C@
A�3�q���??�A@I��H
?����X��?@���YJ�@I��W@@A���J�AD�r�CA���@I�A�\I�
	�
�Wlo3CAE���X��?@
�\�������OO����M�����s�OM�T��L����K�KsTML�T�K�Rt��u�T�N�K�
��OO����M����VP�MTT��OM�T����������M�K����O�M���u��
�E�@�?�����?�Y]�C@�@A���G
�H3�
�

v3���������o�
��
�
[�E�@��E�
��?I����Y��B�AC�??���
���CCA����C��H
@I��?@�Y�
?I���BA�
CJ�DA��@I��
t���������������OM�������N��?�����@A�E�
�@�
��@I��?�D�@JF�A�����������\
@
E�@��
?�C��
@J�
�@���?@?�AD�@I��]�
�3�W���\�������E�
��?I����Y��
�?B�C@���YJ��??
\����	�
��
�B���@
A�?�?@�DD�E�EY��?�DA��CA�@��Y���F���������AE�J������@A��
?CAG���

�DA�E�@
A��@I�@�E�J�CA�?@
@�@����@I���@�@A�@I��?�D�@J�A��?�C��
@J�AD�@I��	�
�3�o�
��
?I����Y��
�?B�C@���
����?�C���������AD�@I��]�
�3�o�
����@��E
����@A�Y��
��G
A��@
A��
AD�[�E�@��o�
��BA�
C
�?�A��
��G
A��@
A��AD�?@�@����H�?I����Y����C�������?�
CA�@��Y���3�W���E�
����@��E
����@A�Y��CA�@��Y����?I����Y��?�C�����
��@I��
�E�@��
B�AB��@J��AAE�A��?�C������?��G
���C��DA��[�E�@��w
?C
B�
���J��C@
A��A��C�
E
����
B�A?�C�@
A�3�lI��	�
��W�E
�
?@��@A��?I����Y���A@
D
���
EE��
�@��J�AD�����
�DA�E�@
A��
�
?CAG�����D�AE�
�?B�C@
�\�A������
�\�
�E�@��E�
��HI
CI�HA����
��
C�@�����
��\��@������@A�@�m���C@
A��@A�\�����@I����\
@
E�@��B��A�A\
C���
�@���?@�AD�@I��]�
�3��
xI���
�DA�E�@
A��
?�AY@�
��������
�\������?A��Y�����B�@J�@A�Y��
�G�����
�E�@��

?��@@�EB@
�\�@A�CA���C@��C@
G
@
�?�G
��@I��
�E�@��E�
��B�AC�??�HI
CI�CA����
��\�@
G��J�
EB�C@�@I��\AA��A����F��
?C
B�
���A��?�C��
@J�AD�@I��]�
�F�����
�CAE
�\�
����A�@\A
�\�E�
��DA��@I��B��@
C�����?I����Y��
�?B�C@��������������@
��@I��
?�?B
C
A��
?�CA�D
�E���A���A��A�\����y
?@?3�lI��]�
��CAEE����?@�DD�?I����Y��
�A@
D
�����\���
�\�@I��
�DA�E�@
A��AY@�
����������J�DA��AH��B�
�DA�E�@
A��
\�@I����3�



�������������� 	�
��������� �������������������������������

� !"#$$!%&'()*!+(,-! ! ! .!/0!1!

!

�
23����435����6���5������45��6�������74�
��8�59�44
�:�
�;�<��;�
�=�>��
�;�<��
43����6���5<
?
���5?���7�4�
@����5?�;�
����5�:�A
<3�<3�����45��5?�4�93�4�
@���=�>�
�5<
9��5?�4�
@����43������45�6��4��<�<5�<3��4�����=�
�

B=�C�95;
�:�����5�<:5
�:�;�
��43����6���
;
<���<5�<3��?5��5A
�:D�
�
EF� G<�������854<9���H�5?�A3
93�<3��;
�
;�;�4
@��
4�I=J�K�L=MJH�����;�K
;�;�

4
@��
4�L=MJ�K�N=��
�F�O54<9���4�A
<3��88�58�
�<��854<�:�������P�
��6���?5��8��93�4��?�5;�<3��
Q�
��95;;
44��7=�

MF� O374
9���4<�;84������5<����5A��R�65<3�
�95;
�:�����5�<:5
�:�854<9���4�
;�4<�6���
<3���;�<�����;�
�H�5����4��3�P����8��S8�
�<���4<�;8=�

IF� O54<9���4�;�4<�6��A3
<��
��95�5�=�
�
TK9�8<
5�4�<5�<3��854<9���������;�7�6��:���<���67�<3��	�
��>�;
�
4<��<5��
?�<3��

�;�<��9�����;5�4<��<������:
<
;�<�������?5�����
;
<����K9�8<
5�=�U�V��4<4�?5��
�K9�8<
5��<5�<3�������43����6��95;8��<���P
��<3��
�;�<��W
54W=�
�
23��?5��5A
�:�;�
��XYZ[[\]̂_�6���99�8<��H�����43����̀��abc��d����������ec�����
8�58��<7�6�:�?5��4<5��:������44�
<�
4�4�9������4��P
���9��?5��
�;�<���
49
8�
���7�
�9<
5��5��?5��9�
;
����8�54�9�<
5�D�
�
EF� B�?�9���5����<�����;�
��
MF� f�
��A
<3�8��4<
94�5��5<3���<78�4�5?�A��88
�:�5��95P��
�:=�
IF� f�
��A
<3���7�<78��5?���6���5��4<
9W��=�
LF� f�
��A
<3�A�<��;��W4H�5��4<�
�4=�
JF� f�
��A
<3���7�6
53�@���4=�
NF� f�
����8
9<
�:D�

�=�����
<7H�
6=��A��85�4H�
9=��:��:���?����9�4�
�=�g5;54�K�����9<4�
�=�G��5Sf�4593
4<
9��9<4�
?=������4<
��
<7�
:=�G�K��9<4�
�P5�P
�:�93
������
3=�f�<��
��4�A3
93�Q�
��5??
9
��4����45��6�7�6��
�P��95������95���:��5��
��5�4��
�;�<�4�<5D�

=�T�:�:��
��95�4��4����4�K��9<4�A
<3�5<3���
�;�<�4�


=�G�K����7��44���<�5<3��4R�5��



=�T�:�:��
��4�K����3���44;��<�5?�4<�??�5��5<3���
�;�<�4=�

hF� f�
��A3
93�P
5��<�4�?������H�4<�<�H�5���59���5649��
<7���A4�5����95���:�4�5��

�4<��9<�
��<3��95;;
44
5��5?�9�
;
�����9<
P
<7=�

iF� f�
��A3
93�67�
<4���<����5��95�<��<�854����8��9�
P���<3���<�<5�<3��4�?�<7H�
:55��5�����5���
49
8�
���5?�<3��Q�
�=�

jF� f�
��A3
93�A5����<����<5���95���:��
�;�<�4�<5�56Q�9<
?7�5<3��4�



�������������� 	�
��������� �������������������������������

� !"#$$!%&'()*!+(,-! ! ! "!./!0!

!

123�4�
��56
76�8�9������8
���:���:8��:�;<=�7:
>�?�
113�4�
��56
76�8�9�7���:����6;?:
�����>
�;�8��:�@;��?:�@@�;��@;��;:6���
�8�:�?�
1A3�4�
��<��
�>���:;�7���:����:6���:�:;�:6��?�@�:9B�?�7��
:9B�C;;��;����B��
?7
D�
��B�

;��:6��:���:8��:�C;��?�;@�:6��=�
�E�
1F3�4�
��7;�:�
�
�C�����@@
G��B�D69?
7���?:�8DE�
1H3�I:�8D?B�D��J?:�8D�����>��;D�?B����K;��D;?:�C�JD�
����>��;D�?���7�
>���

@�;8�;�:?
���:6
?�	L�M����N����O���P�L�P���LMM�O�������P����������QL�����
D�;D��:9E��

1R3�4�
���;:�7;�:�
�
�C���>��
����:���������??E�
1S3�I:�8D?B�D��J?:�8D�����>��;D�?B����K;��D;?:�C�JD�
����>��;D�?���7�
>���

@�;8�;�:?
���:6
?�	�
�E��
1T3�U6
?��
?:�
?��;:�����
�7��?
>�E�V�=�7:���7;���?D;����7��?6�����;:��:6�����?;������

@;����@�?��E�
�

WE�X��
��V�:����Y����??�V�Z�
����
�
Y���
�7;8
�C�8�
��8�?:�6�>����XY[\]���:���������??B�;��
:�?6����<��7;�?
������
7;�:��<���E��
�
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@:;<=EK;UDEDFLDFBL;
;
VM=;BA>DPEBD=O;JAAO;L=PQFB=L;HPAQFO=P;LMEKK;CEF>DEF>;LDEDFLDFBL;P=WEPOF>W;JAAO;
L=PQFB=L;HP=HEPEDFA>;E>O;BALDL:;;GD;DM=;=>O;AJ;=EBM;CA>DM;DM=L=;LDEDFLDFBL;LMEKK;
N=;JAPXEPO=O;DA;DM=;YEFK;GOCF>FLDPEDAP:;;;
;
VM=;LDEDFLDFBL;LMEKK;F>BK?O=;N?D;>AD;N=;KFCFD=O;DA;DM=;JAKKAXF>WZ;;

;
[:;\?CN=P;AJ;C=EKL;L=PQ=O;OEFKI];;
:̂;\EC=L;AJ;F>CED=L;P=B=FQF>W;LH=BFEK;OF=DL];
S:;@ED=L;DM=;LH=BFEK;C=EKL;X=P=;HPAQFO=O];
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;
a
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a
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opqrstpuvruwxpuyz{swp|}u~ypw}uyzutpqswyvzuwvuwxpytus�w�squzpp~}�uua

;
G:;UH=BFEK;@F=DL;
;
UH=BFEK;OF=DL;LMEKK;>AD;N=;MA>AP=O;JAP;F>CED=L;XMA;Ly{�q�u}wswpuwxp�u��szzvwupsw�u
B=PDEF>;JAAO;FD=CL:;;�>CED=L;CEI;>AD;BMAAL=;XMED;DA;=ED;F>;HKEB=;AJ;DM=;JAAO;
FD=CL;N=F>W;L=PQ=O:;;;
;
VM=;BA>DPEBD=O;JAAO;L=PQFB=L;HPAQFO=P;LMEKK;CEF>DEF>;DM=;>EC=L;E>O;KABEDFA>L;AJ;
F>CED=L;EHHPAQ=O;JAP;E>O;P=B=FQF>W;LH=BFEK;OF=w}�u�qqu�}�p�ysqu~ypw}�u}xsKK;N=;
OAB?C=>D=O:;;;

;
�:;<=OFBEK;@F=D;
;
�>CED=L;CEI;P=�?FP=;E;LH=BFEK;OF=D;O?=;DA;M=EKDM�O=>DEK;P=ELA>L;AP;BA>B=P>L;NI;
DM=;C=OFBEK;LDEJJ:;;VM=;C=OFBEK;LDEJJ;C?LD;HPAQFO=;OF=DEPI;C=OFBEK;APO=PL;DA;JAAO;
L=PQFB=;LDEJJ;A>;E;HEH=P;LH=BFEK;OF=D;HPAJFK=:;;VMFL;LMEKK;F>BK?O=;DM=;K=>WDM;AJ;DFC=;
DM=;F>CED=;FL;P=�?FP=O;DA;P=CEF>;A>;DM=;LH=BFEK;OF=D:;;VM=;BA>DPEBD=O;JAAO;
L=PQFB=L;LDEJJ;LMEKK;?L=;EKK;EQEFKENK=;P=LA?PB=L;DA;HP=HEP=;E>O;L=PQ=;C=EKL;EL;
OFP=BD=O;NI;DM=;C=OFBEK;LDEJJ:;;9A>B=P>L;F>;DMFL;EP=E;LMEKK;N=;EOOP=LL=O;N=DX==>;
DM=;BA>DPEBD=O;C=OFBEK;HPAQFO=P;E>O;DM=;mAAO;U=PQFB=L;U?H=PQFLAP:;;;

;
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:
EFGHD<B:IJ@:K<LA<BD:BM<N>H=:O><DB:PHB<O:@F:K<=>?>@AB:P<=><QB:BJH==:BAPG>D:DJ<>K:
K<LA<BD:@F:DJ<:R>@BR:S>H:DJ<:BM<N>H=:O><D:K<LA<BD9:TU<<:VW:XYZX:EFGHD<:[@@O:
U<KS>N<B:Q@K:HMMK@SH=:MK@N<OAK<B\:

:
C9:]K<?FHFD:EFGHD<B:
:
Ĵ<:N@FDKHND<O:G<O>NH=:MK@S>O<K:GH_:@KO<K:H:BM<N>H=:O><D:Q@K:H:MK<?FHFD:Q<GH=<:
>FGHD<9:̂J<:@KO<K:BJH==:P<:O@NAG<FD<O:@F:BM<N>H=:O><D:MK@Q>=<:BJ<<D9:

:
`

abc̀ deef̀ghigjhjkbel̀
`
m==:Q@@O:MK<MHKHD>@F:BJH==:P<:N@GM=<D<O:P_:DJ<:N@FDKHND<O:Q@@O:B<KS>N<B:MK@S>O<K:
BDHQQ9̀n<H=B:BJH==:P<:HMMK@MK>HD<=_:MK<MHK<Oo:>FBM<ND<O:HFO:O<=>S<K<O9::UM<N>H=:
HDD<FD>@F:BJHppqrsqtuvswqxyqxzsq{yy|}~qxs��s��x��sq�w|q|yw<F<BB9::m==:J@D:Q@@O:
D<GM<KHDAK<B:BJH==:P<:O@NAG<FD<O:@F:DJ<:OH>=_:G<FA:Q@KG:MK<MHK<O:P_:DJ<:
N@FDKHND<O:Q@@O:B<KS>N<B:MK@S>O<K9:̀

:
m:G>F>GAG:@Q:DI@:T�\:G<H=Bo:MK<Q<KHP=_:DJK<<o:BJH==:P<:B<KS<O:<HNJ:DI<FD_YQ@AK:T�X\:
J@AKB�:@F<:TZ\:@Q:DJ<:G<H=B:GABD:P<:H:J@D:G<H=9:::

`
Ĵ<:Q@@O:B<KS>N<B:HK<H:BJ@A=O:MK@S>O<:HO<LAHD<:BMHN<:Q@K:MK@M<K:Q@@O:MK<MHKHD>@F:
HFO:O>BDK>PAD>@F:PHB<O:@F:DJ<:FAGP<K:@Q:>FGHD<B:N@FQ>F<O9:
:

m9:;<=>?>@AB:8@FB>O<KHD>@FB:

[@@O:B<KS>N<B:@QQ>N>H=B:BJ@A=O:F@D:N@GM<=:�<I>BJ:@K:nAB=>G:>FGHD<B:IJ@:@P�<ND:
D@:MHKD>N>MHD<:>F:DJ<:MK<MHKHD>@Fo:N@@R>F?o:@K:B<KS>F?:@Q:G<H=B:IJ>NJ:>FN=AO<:M@KR:
@K:M@KR:P_MK@OANDB9:]K@N<OAK<B:HK<:>F:M=HN<:Q@K:<FBAK>F?:DJHD:Q@@O:B<KS<O:D@:
>FGHD<B:IJ@:HK<:Q@KP>OO<F:D@:<HD:N<KDH>F:>D<GB:T<9?9o:M@KRo:BJ<==Q>BJo:G<HD\�:

Z9:C@<B:F@D:>FN=AO<:DJ@B<:Q@@OB:
�9:UJH==:F@D:P<:DH>FD<O:P_:AB>F?:DJ<:BHG<:AD<FB>=B:HFO:N@@R>F?:M@DB:>F:DJ<:
MK<MHKHD>@F:@Q:DJ<:BM<N>H=:O><DB:IJ>NJ:I<K<:P<>F?:AB<O:D@:MK<MHK<:
MK@J>P>D<O:Q@@O:>D<G9:

n<HBAK<B:BJ@A=O:P<:DHR<F:D@:K<HB@FHP=_:<FBAK<:DJHD:P_MK@OANDB:@Q:DJ<:Q@KP>OO<F:
Q@@O:>D<GB:O@:F@D:DH>FD:DJ<:K<=>?>@AB:G<H=9:

`
abbc̀ deef̀fi�baih�̀kèbl�jki�̀

`
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@
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@
fCC@EBBF@?>AM>F@?HBICF@Q>@;<G:=<G:>F@<=@=H>@<LLABLAG<=>@=>;L>A<=IA>@=HABIJHBI=@
=H>@?>AMG:J@LABO>??P@@XHG?@LABO>??@G:OCIF>?@:B=@<CCBRG:J@=H>@;><C?@=B@OBBC@RHGC>@
R<G=G:J@=B@Q>@?>AM>FP@@fCC@;><C?@?HBICF@Q>@?>AM>F@<?@?BB:@<?@LB??GQC>@<E=>A@
<AAGM<C@<=@=H>@HBI?G:J@I:G=?P@
@

hP@9:;<=>@iBI:=@
@
jAGBA@=B@><OH@;><CK@=H>@OB:=A<O=>F@EBBF@?>AMGO>?@LABMGF>A@?H<CC@A>O>GM>@<@OIAA>:=@
H><F@OBI:=P@@9:;<=>?@BI=@BE@=H>@k<GC@:B=@A>=IA:G:J@FIAG:J@=H>@;><CK@>YO>L=@CBO<C@
OBIA=K@?H<CC@Q>@>YOCIF>F@EAB;@=H>?>@:I;Q>A?P@@@
@

iP@lBBF@i<A=?@
@
XH>@OB:=A<O=>F@EBBF@?>AMGO>?@LABMGF>A@?H<CC@LC<O>@EBBF@=A<D?@B:@=H>@EBBF@O<A=?@
<OOBAFG:J@=B@HBI?G:J@mnb\̀o][p̀qamn\_̀rsatbp]pd̀uvr]qb[c̀wb]\_x̀_oamcp̀y]̀
;<Az>F@RG=H@\o]̀bnZ[\]̂_̀n[Z]̀aǹb\d̀̀{nq]̀\o]̀|aap̀q[s\_̀[s]̀|bcc]p̀}b\o@=H>@AGJH=@
:I;Q>A@BE@=A<D?K@=H>D@<A>@LI?H>F@=B@=H>@<LLABLAG<=>@?=<JG:J@<A><?P@
@

~P@iBI:=G:J@XA<D?@
@
�:O>@=H>@=A<D?@<AAGM>@<=@><OH@HBI?G:J@I:G=@<:F@LAGBA@=B@=H>@<O=I<C@E>>FG:J�e=H>@
HBI?G:J@I:G=@F>LI=D@?HBICF@OBI:=@=H>@=A<D?@EBA@<OOIA<ODP@@f:D@FG?OA>L<:OG>?@?H<CC@
G;;>FG<=>CD@Q>@QABIJH=@=B@=H>@<==>:=GB:@BE@=H>@OB:=A<O=>F@EBBF@?>AMGO>?@LABMGF>A@
EBA@A>O=GEGO<=GB:P@
@
@
@

�P@9:;<=>@iB:=ABC@<:F@9F>:=GEGO<=GB:@
@
9=@G?@=H>@�BI?G:J@�:G=@~]rm\�̂_̀s]_ran_bybcb\�̀\à]n_ms]̀\H<=@<CC@G:;<=>?@A>O>GM>@
B:>@STV@=A<DP@@XH>@EBCCBRG:J@LABO>FIA>?@?HBICF@Q>@EBCCBR>F@=B@OB:=ABC@<:F@GF>:=GED@
=H>@G:;<=>?�@

@
TP@XH>@G:;<=>?@;I?=@Q>@EICCD@OCB=H>F@G:@=H>GA@G:;<=>@I:GEBA;@G:@BAF>A@=B@
A>O>GM>@<@=A<DP@

�P@fCC@G:;<=>?@?H<CC@LA>?>:=@=H>GA@GF>:=GEGO<=GB:@O<AF?@=B@=H>@F>LI=DP@@@
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9:;<=>?;@A?=B@C@?AD;BE?;@=FGB?;HEGII;J?>?@K?;BE?@J;BJGL:;
M:;NII;@=FGB?H;FOHB;J?>?@K?;P=?;QRS;BJGL:;;TE?L;FGL;J?COH?;BE?;BJGLU;EPV?K?JD;
@B;FOHB;W?;PCC?J?A:;X=FGB?H;J?COH@=Y;BP;?GB;HEGII;W?;AP>OF?=B?A;@=;BE?;
EPOH@=Y;O=@B;IPY:;

Z:;XB;@H;=PB;[\]̂_]̀a[bcd̂e]d̀fgdhihjh[b̂[f̂k][̂[\]̂hglm[]d;POB;PC;W?A:;;X=FGB?H;
IGB?;CPJ;BE?;C??A@=Y;PC;BE?@J;EPOH@=Y;O=@B;HEGII;J?>?@K?;BE?@J;F?GI;GCB?J;GII;
PBE?J;@=FGB?H;GJ?;C?A:;;NWOH?;PC;BE@H;FGL;J?HOIB;@=;BE?;@=FGB?;W?@=Y;
A@H>@nI@=?A;CPJ;A@HPW?A@?=>?:;

o:;Npp;@=FGB?H;FOHB;nJ?H?=B;BE?FH?IK?H;CPJ;G;BJGL;GB;C??A@=Y;VE?BE?J;BE?L;
G>>?nB;BE?;BJGL;PJ;=PB:;qPJ;H?>OJ@BL;J?GHP=HD;BE?;PCC@>?J;FOHB;K?J@CL;BE?;
HGC?BL;G=A;V?IIrW?@=Y;PC;?G>E;@=FGB?;@=;BE?;EPOH@=Y;O=@B:;

s:;XC;G=;@=FGB?;@H;=PB;@=;BE?;EPOH@=Y;O=@B;GB;BE?;B@F?;BE?;BJGLH;GJ?;H?JK?AD;BE?@J;
BJGL;HEPOIA;W?;H?=B;WG>t;BP;BE?;t@B>E?=:;

u:;vE?=;BE?;@=FGB?;J?BOJ=HD;BE?;EPOH@=Y;O=@B;A?nOBL;HEGII;>P=BG>B;BE?;t@B>E?=;
CPJ;BE?;@=FG[]cd̂[emb̂mg_̂i]w]emk]x̂y\]̂hgFGB?;HEGII;nJ?H?=B;E@HzE?J;X{;
>GJA;CPJ;K?J@C@>GB@P=;G=A;BE?=;HEGII;J?>?@K?;E@HzE?J;BJGL:;

;
q:;|?YJ?YGB@P=;
;
|?JK@=Y;F?GIH;BP;BE?;H?YJ?YGB@P=;O=@B;BGt?H;Hn?>@GI;>P=H@A?JGB@P=H:;;TE?;
CPIIPV@=Y;nJP>?AOJ?H;HEPOIA;W?};

;
R:;X=FGB?H;@=;H?YJ?YGB@P=;FGL;W?;H?JK?A;BEJPOYE;BE?;BJGL;nPJBH;P=?;>?II;GB;G;
B@F?:;

~:;XA?=B@CL@=Y;G=A;>E?>t@=Y;BE?;@=FGB?;@H;BE?;HGF?;GH;BE?;Y?=?JGI;@=FGB?;
nPnOIGB@P=:;

�:;X=FGB?;VPJt?JH;FGL;nJPK@A?;GHH@HBG=>?;@=;J?>?@K@=Y;BE?;BJGLH;G=A;Y@K@=Y;BE?F;
BP;BE?;H?YJ?YGB@P=;@=FGB?H:;

9:;TE?;PCC@>?J;@=H@A?;BE?;H?YJ?YGB@P=;O=@B;HEPOIA;KGJL;BE?;H?JK@=Y;JPOB@=?;WL;=PB;
W?Y@==@=Y;BP;H?JK?;G=A;?=A;H?JK@=Y;V@BE;BE?;HGF?;>?IIH:;

M:;TE?;H?YJ?YGB@P=;@=FGB?H;HEPOIA;W?;Y@K?=;GA?�OGB?;B@F?D;G;F@=@FOF;PC;C@CB??=;
QRMS;F@=OB?H;BP;>P=HOF?;BE?@J;F?GIH:;

Z:;NII;CPPA;BJGLH;FOHB;W?;J?FPK?A;GCB?J;?G>E;F?GI:;;
;
;
�:;|?JK@=Y;�PHB@I?;z;�?HBJG@=B;�EG@J;X=FGB?H;
;
vE?=;BE?;@=FGB?;@H;J?I?GH?A;CJPF;J?HBJG@=BH;PJ;@H;=P;IP=Y?J;EPHB@I?;BPVGJA;HBGCC;
G=A;PBE?J;@=FGB?HD;BE?;EPOH@=Y;O=@B;A?nOBL;HEGII;>P=BG>B;BE?;t@B>E?=;CPJ;BE?;
hglm[]cd̂[emb̂mg_̂W?K?JGY?:;TE?;@=FGB?;HEGII;nJ?H?=B;E@HzE?J;X{;>GJA;CPJ;
K?J@C@>GB@P=;G=A;BE?=;HEGII;J?>?@K?;E@HzE?J;BJGL:;

�

;
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:
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EA=B<?D:MFD>:><:>LA:MFD>:<C:F>AHD:<?BA?AB:@=B:;LA;QF=N:>LADA:F>AHD:<CC:@D:>LAK:
@?A:>@QA=:<CC:>LA:EALF;MAO:
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S
:

WXYS Z[[\S]̂ [_̀ abS
S
9MM:C<<B:F>AHD:DL@MM:IA:D><?AB:F=:>LAF?:?ADGA;>FEA:GM@;AD:F=:>LA:C<<B:DA?EF;AD:@?A@O::
c><?@NA:@?A@D:DL@MM:IA:QAG>:D@=F>@?K:@=B:@>:>LA:@GG?<G?F@>A:>AHGA?@>J?ADO::9MM:C<<B:
F>AHD:DL@MM:IA:?<>@>AB:><:@DDJ?A:>L@>:=Ad:G?<BJ;>D:@?A:GM@;AB:F=:I@;Q:<C:G?AEF<JDMK:
<?BA?AB:F>AHDO::PLA:C<MM<dF=N:G?<;ABJ?AD:DL<JMB:IA:C<MM<dABRS

:
@O:V?<eA=:C<<B:F>AHD:DL@MM:?AH@F=:C?<eA=:J=>FM:=AABAB:C<?:G?AG@?@>F<=O:
IO:fA?FDL@IMA:C<<B:F>AHD:DL@MM:IA:D><?AB:F=:@:>AHGA?@>J?Ag;<=>?<MMAB:D><?@NA:
@?A@O:

;O:PAHGA?@>J?A:<C:D><?@NA:@?A@D:DL@MM:IA:;M<DAMK:H<=F><?AB:C<?:;<??A;>=ADDO:
S
XYS ]̀ hŴ`̂ W[hS

S
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@?A@D:DL@MM:IA:QAG>:;MA@=:@=B:D@=F>@?KO::P<:A=DJ?A:>LFD:FD:<;;J??F=NU:D;LABJMAB:@=B:
J=D;LABJMAB:F=DGA;>F<=D:DL@MM:IA:;<=BJ;>AB:IK:@DDFN=AB:D>@CC:GA?D<==AM:dF>L:?AG<?>D:
IAF=N:C<?d@?BAB:><:>LA:j@FM:9BHF=FD>?@><?OS

:
9O:c@=F>@>F<=:f?<;ABJ?AD::
:
P<:A=DJ?A:@:;MA@=:@=B:D@=F>@?K:C<<B:DA?EF;AD:@?A@:>LA:C<MM<dF=N:HF=FHJH:
G?<;ABJ?AD:DL@MM:IA:C<MM<dABR:

:
kO:9MM:C<<B:L@=BMA?DU:D>@CC:@=B:F=H@>AU:DL@MM:d@DL:>LAF?:L@=BD:IAC<?A:@=B:@C>A?:
L@=BMF=N:C<<BU:@=B:@C>A?:JDF=N:>LA:?AD>?<<HO:

lO:9MM:>?@KDU:;JGDU:@=B:;<<QF=N:J>A=DFMD:DL@MM:IA:d@DLAB:@=B:D@=F>FeAB:F=:
@;;<?B@=;A:dF>L:AD>@IMFDLAB:NJFBAMF=AD:@C>A?:A@;L:HA@MO:
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ADMINISTRATION 
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CDEFEGEHIJKLLMNOEPIMQIMLIELLEFQMROIQDRQIQDKLEIHELJKFLMNOEISKHITEGEOKJMFUIRFVIRFTIROOIWHMQQEFI

XYZ[\]Ŷ[_̀aZYbYcd]Ycb̀eZaf̀gY]hYc̀]h[̀iaZ_j]h̀kalc]j̀mh[ZYeen_̀oeeY\[̀\ac_lp]̀gY]h̀dcX̀_apY\Y]̀Ycql]̀

SHKrIQDEITMGMLMKFIRFTIsFMQItKrrRFTEHLIRSSEtQETINVIQDEITMHEtQMGEuIIvDEIJsHJKLEISKHIQDMLIMLIQKI

HEtEMGEIMFJsQISHKrIQDELEItKrJKFEFQLISKHIRLLsHRFtEIQDRQIQDEITMHEtQMGEIRTTHELLELIROOItKFtEHFLI

RFTIMFQEHELQLuIIwsHMFUIQDEIHEGMEWIRFTItKrrEFQIJHKtELLPITMGMLMKFIRFTIsFMQItKrrRFTEHLILDKsOTI

RTTMQMKFROOVILKOMtMQIMFJsQISHKrIHEJHELEFQRQMGELIKSIROOIErJOKVEEIUHKsJLITMHEtQOVIRSSEtQETINVIQDEI

JHKJKLETITMHEtQMGExLyuI

I

zuI C{|vv}~Iw|{}�v|�}�I

I

�h[̀iaZ_j]h̀kalc]j̀mh[ZYeen_̀oeeY\[�_̀gZY]][c̀XYZ[\]Ŷ[_̀gYpp̀�[̀Y__l[X̀Yc̀ac[̀aè]h[̀eappagYcb̀

SKHrRQL�I

;

�}~}{z�I�{w}{�I�IvDELEIRHEIJKOMtMELIQDRQIRSSEtQIROOIrErNEHLIKSIQDEIRUEFtVITELtHMNMFUI

JEHrRFEFQITMHEtQMGELItKFtEHFETIWMQDIJKOMtMELPIJHKtETsHELPIHsOELIRFTIHEUsORQMKFLuII�EFEHROI

�HTEHLIRHEItKFLMTEHETILsJEHMKHIQKIROOIKQDEHIWHMQQEFITMHEtQMGELuIICDEFEGEHIRItKFSOMtQIE�MLQLI

NEQWEEFIRIUEFEHROIKHTEHIRFTIRFVIKQDEHIWHMQQEFITMHEtQMGEPIQDEI�EFEHROI�HTEHIWMOOIQR�EI

JHEtETEFtEuI�EFEHROI�HTEHLIrRVIKFOVINEIMLLsETPIrKTMSMETIKHIRJJHKGETINVIQDEI�DEHMSSIKHINVI

QDEI�DMESIwEJsQVuI

I

mo�n_̀�IvDELEIRHEIJHKtETsHROIUsMTEOMFELIQDRQIRHEIUMGEFIQKIRUEFtVIErJOKVEELIQKItORHMSVIDKWI

]h[j̀dZ[̀[�q[\][X̀\afqpj̀gY]h̀db[c\j̀qapY\Y[_�̀̀mo�n_̀fdj̀acpj̀�[̀Y__l[XPIrKTMSMETIKHI

RJJHKGETINVIQDEI�DEHMSSIKHIQDEI�DMESIwEJsQVuI

I

����z~wIw|{}�v|�}I�IvDELEIRHEITMHEtQMGELILEFQIMFItKF�sFtQMKFIWMQDIRIFEWIKHItDRFUETI

�EFEHROI�HTEHIKHI���ItKFQRMFMFUIMFLQHstQMKFLISKHIQDEIMrJOErEFQRQMKFIKSIRFTITEQRMOMFUIQDEI

LMUFMSMtRFQItDRFUELIMFIQDEIFEWIJKOMtMELIRFTIJHKtETsHELuI
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Y
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I=>9IE?>9̂Bd=9\>GE>D9H\9\>GÊEHA9F>dH?>̂9A>d>̂ @̂\_;9
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aHCEdE>̂9̂=@CC9F>9>̂I@FCÊ=>]9B̂EAb9I=>9̂@?>9a\Hd>]B\>̂9̀H\9\>GE>Dx>A@dI?>AI9@̂9I=Ĥ>9B̂>]9
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I GOALS & OBJECTIVES  

 

A. UNIFORM PATROL SECTION OBJECTIVES 
 

The Uniform Patrol Section exists to: 
 

• provide twenty-four (24) hour per day, seven day per week, law enforcement 
protection and service to the citizens within and of the county limits of Forsyth County; 

• prevent the occurrence of crimes through visible preventative patrol; 

• respond rapidly to all requests for emergency law enforcement service; 

• improve the criminal apprehension rate by conducting thorough preliminary 
investigations and follow-up investigations where appropriate; 

• reduce traffic congestion and accident hazards through enforcement of traffic laws; 

• aid victims and assist citizens; and 

• improve relations between the community and the Sheriff’s Office. 
 

B. CRIMINAL INVESTIGATION SECTION GOALS AND OBJECTIVES 
 
The goals of the Criminal Investigation Section include, but are not limited to: 
 

• Providing positive measures against established criminal activities. 
 

• Providing the expeditious and prudent apprehension of suspected offenders. 
 

• Providing thorough and appropriate law enforcement related investigations. 
 

• Providing knowledgeable information to the victims / citizens in the prevention of 
crimes utilizing all available resources. 

 

• Providing effective coordination among agencies related to the criminal justice 
process. 

 

• Providing effective sectional coordination within the agency. 
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I UNUSUAL OCCURRENCES  

 

Unusual incidents require a tactical plan to minimize the possibility of injury to deputies and 
others; appropriate special equipment and trained personnel shall be requested as needed. 
 
In tactical situations, which develop from radio calls or spontaneous activities, the deputy 
present is in command.  Upon being informed by a ranking deputy, the ranking deputy shall 
take charge of the situation and will assume Incident Command. The deputy in charge will 
move toward an acceptable solution, either utilizing readily available manpower or by 
activating the Special Weapons and Tactics (SWAT) response team if necessary.  Available 
units include, but are not limited to: 
 

1. Environmental Protection Agency (EPA) Emergency Response Team (for hazardous 
materials incidents) 

 
2. Emergency Medical Team (life endangering situations) 
 
3. Fire Department (threat of fire, hazardous materials incident, or explosion exists or 

wash down is required) 
 
4. Any mutual aid support agreements in effect 
 
5. SWAT 
 
6.  GBI Bomb Disposal Unit 

 

A. MOBILIZATION 
 

The purpose of this section is to establish procedures relating to the Forsyth County Sheriff’s 
Office emergency operations and tactical unit (SWAT).  SWAT is a mobilization of agency 
personnel to efficiently handle duties and responsibilities related to unusual occurrences.  
SWAT is utilized for crime suppression and unusual occurrences.   The Unit may be deployed 
for but is not limited to: 
 

1. Stake-out / undercover surveillance situations; 
 

2. General support for major case investigations; 
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3. SWAT operations; 
 
4. Hostage negotiations; and 
 
5. Other tactical operations. 
 

B. OPERATION ORDER 
 
Prior to the deployment of the SWAT Team, the SWAT commander or his designee shall 
complete an operation order.  See SOP 1-6.101 for a sample. 
  
C. SPECIFIC SITUATIONS 
 
In most situations certain procedures can be followed.  Listed below are some problem areas 
that the deputy may encounter: 
 

1. When Hostages Are Involved 
 
      When hostages are taken by the perpetrator(s), the primary concern will be for the 

safety of all persons involved, including hostage(s), public safety personnel, and the 
perpetrator(s).  Every extreme situation and an appropriate procedure to alleviate the 
problem cannot be stated. Therefore, the deputy on scene must make decisions 
based on rational facts and not the emotional situation, time is on the deputy's side, 
so it is best to contain the situation until a supervisor arrives. 

 
2. House To House Searches 

 
Personnel used in this type of search must be kept to a minimum to ensure that 
adequate communications, proper leadership by the supervisor and the safety of the 
deputies involved in the search are maintained.  In cases of "open space" searches, 
the incident commander will coordinate the search operation.  All other deputies will 
cooperate and direct other law enforcement personnel from the suggestions of the 
incident commander. 

 
3. Snipers 

 
Sniper instances must be approached with caution. The SWAT commander should 
cover vantage points before deploying personnel.  

 

D. SPECIAL EVENTS 
 
The incident commander or designee will notify and coordinate with County Departments 
affected by the special event (Fire Department, Transportation Department, and Public 
Works Department) as well as those agencies in adjacent jurisdictions who could be affected 
by a special event held within jurisdiction of this agency. 
 
The incident commander or designee will also coordinate with the sponsor of the special 
event to assure understanding of their responsibilities in regards to a special event held in 
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Forsyth County.  The commander or designee will coordinate with the affected watch 
commander as to manpower needs and requirements or as the Sheriff or his designee may 
direct. The Incident Commander will also coordinate with any outside agency as 
circumstances dictate. 
 
The commander or designee will obtain all necessary material for the handling of a special 
event, to include but not be limited to, traffic and crowd control barricades, special signs and 
other equipment required to ensure a successful operation.  SWAT personnel may be 
responsible for security at special events, VIP protection and such duties as may be required 
by the special event or at the direction of the SWAT commander. 
 
E. AFTER-ACTION REPORTS 
 
At the conclusion of the unusual occurrence event, an after-action debriefing and critique will 
take place.  For SWAT deployments, the SWAT commander shall be responsible for the 
after-action report.  Depending on the type of incident, the incident commander at the time of 
the incident shall be responsible for completing a detailed narrative report of the operation; 
with copies of all logs, case reports, witness statements, and other documentation attached. 
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I AGENCY RESPONSE TO UNUSUAL OCCURRENCES  
 
The purpose of this directive is to develop plans and operational responses to civil 
disturbances, mass arrests, incidents of terrorisms/weapons of mass destruction, violence at 
educational facilities and natural or man-made disasters. 
 
During demonstrations and other large gatherings, the agency will attempt to preserve the 
peace while protecting the rights of citizens to assemble peacefully and exercise free 
speech.  When such a gathering becomes disorderly and there is a potential for mass 
violence, deputies will make reasonable efforts to use non-arrest methods of crowd 
management to restore order. Should such methods prove to be unsuccessful, deputies will 
arrest the offenders. 
 
All arrests will be based on probable cause and will be properly documented.  Deputies will 
use only the minimum necessary force to make and maintain arrests.  To the extent possible 
under the circumstances, arrests will be made in an organized manner at the direction of a 
supervisor.  Prisoners will be safeguarded and expeditiously turned over to the Forsyth 
County Detention Center, or released if appropriate. 
 
Each deputy, supervisor and commander is responsible for his actions.  It is vital that policies 
are communicated to all personnel, that plans are shared with all concerned and that minor 
problems are dealt with promptly to avoid their growing into major problems.  
 
A.  IMPARTIALITY OF AGENCY IN CIVIL DISORDERS 
 
Care must be exercised to refrain from taking, or giving an appearance of taking sides in any 
civil disturbance. 
 
B.  ENFORCEMENT OF LAWS AT CIVIL DISORDERS 
 
Deputies are required to arrest violators and to impose restrictions which are mandated. 
 
C.  DEPLOYMENT AT CIVIL DISORDERS 
 
The most appropriate course of action fitting the occasion to restore law and order will be 
pursued within agency guidelines.  Personnel will be oriented as to the existing situation, 
mission, course of action, and control measures to be employed prior to commitment. 

  

PROCEDURE:  SOP 1-6.101 AGENCY RESPONSE 

Rescinds/Amends:    SOP 1-6.101 

Effective Date: August 1, 2018 

Committee Review Date: July 2018 

Related Policy(s): GO 1-6 

Authorized by:  Sheriff Ron H. Freeman 

 



STANDARD OPERATING PROCEDURE                                                                  Forsyth County Sheriff’s Office 

SOP 1-6.101 Agency Response   2 of 14 

 

 
D.  LIAISON WITH DISSIDENT GROUPS AND CIVIC ORGANIZATIONS 
 
The agency maintains liaison with dissident group members, neighborhood and civic 
organizations and minority group leaders to obtain information and to explain the agency's 
policies and procedures in relation to civil disorder.  By soliciting the cooperation of these 
individuals and groups, tensions are reduced and the restoration of peace and order is 
facilitated. 
 
E. PLANNING THE LAW ENFORCEMENT ACTION 
 
The incident commander must set up and implement a plan which will restore order.  
Because there can be no delay in taking action in the field, a plan should be formed and 
ready for implementation at the time the first units are assembled and ready for assignment.  
Before a plan can be formulated, the incident commander should have current information 
on: 

 Area involved, 

 Reason(s) for the disturbance, 

 Estimated number of people involved, 

 Makeup of the crowd (whether residents of the area or not), 

 Whether teenagers or adults; whether men or women; whether members of an 
organization, 

 Whether there is more than one faction and how well organized and united each one 
is, 

 Actions such as looting, rock throwing, burning, particular targets of the crowd's 
action, 

 Weapons in evidence, such as firearms, bricks, Molotov cocktails, 

 Sniper activity, 

 Mobility of the crowd, speed and direction, 

 To properly use this data, the field commander should have access to maps and 
photos of the area, and 

 The plan must be flexible enough to account for the dynamics of the crowd and the 
tactics must be appropriate for the situation. 

 
The plan should consider the following strategic principles: 
 

1.   React quickly with enough strength to overwhelm the crowd.  It is better to involve too 
many deputies in the action than too few.  The decision to commit or hold back is not 
an easy one, but the field commander must consider the most likely consequences.  
An unsuccessful dispersal action can prove extremely costly in lost time and 
increased disorder. 

 
2. Establish and maintain control throughout the area of disorder. 

 
3. Arrest law violators without relaxing present legal requirements. 

 
4. Clearing the streets as soon as possible is essential to the early suspension of any 

serious disturbances.  If a curfew is to be imposed, it should be proclaimed as early 
as possible and rigorously enforced. 
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5. Remain in the area of disorder after order is restored. 

 
F. ORGANIZING THE LAW ENFORCEMENT ACTION 
 
The force of deputies which gathered for the emergency must be organized as a large 
mobile, well-coordinated group. It will be referred to as the "emergency force".  The incident 
commander will provide a command hierarchy, depending on the nature of the disorder and 
the number of deputies available.  The basic hierarchy will be: 
 

1. Squads of 4 to 8 deputies, plus a supervisor.  The squad members must act together, 
at the discretion of the supervisor. 

 
2. Units of 2 or more squads, plus a commanding deputy. 
 
3. Companies of 2 or more units, plus a commanding deputy.  The incident commander 

will provide for the organization of the force into squads, units and companies as the 
deputies arrive at the staging area, if possible or as soon thereafter as possible.  To 
the extent feasible, deputies and supervisors should be kept together in their regular 
reporting relationships.  Usually there will be a number of patrol deputies already 
engaged in crowd control prior to the organization of the emergency force.  These 
deputies must be withdrawn as soon as possible and replaced with elements of the 
emergency force.  The commander of each company, unit and squad must be given 
specific objectives to be carried out with the resources available to him.  Ideally, he 
should have an opportunity to discuss these objectives so that he knows where 
objectives fit in the overall mission and how best to plan his actions.  Each must 
report regularly on his progress so that deployment adjustments can be made in a 
timely and effective fashion.  The field commander's briefing should be concise and 
well organized. 

 
a. It should provide at least the following information: 

 Size and location of the crowd, 

 Mood and action of the crowd, 

 Speed and direction in which the crowd is moving, 

 Direction in which the crowd is to be dispersed, 

 Approach route, 

 Whether deputies are to be high or low profile in handling of baton, etc., 

 Other incidents in the area of disorder, 

 Prisoner staging area and any special procedures on arrests, and 

 Special instructions on closing streets, use of chemical agents, etc. 
 
Each squad supervisor must brief the other deputies in the squad as to the squad's objective, 
the field commander's briefing and assignments within the squad.  The squad supervisor 
must control the squad and should not become involved in the action. 
 
The squad supervisor should be positioned to enable control of the team and be visible to the 
other deputies.  If several squads are to be deployed on foot, a few squads should be 
deployed in vehicles as a strike force, to patrol the perimeter and respond to isolated 
problem areas. 
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G. CROWD CONTROL 
 
The control of a crowd, demonstration, or gathering will follow these guidelines: 
 

1. Where the threat of violence is not expected, a minimum number of deputies will be 
positioned for crowd control. 

 
2. Deputies involved in crowd control will be in uniform. 
 
3. They will be positioned, where possible, in such arrangements that physical contact 

with the crowd can be kept at a minimum. 
 
4. It will be their task to assess the mood of the crowd and to respond to changes in 

crowd behavior as directed by their supervisors. Deputies must be briefed in advance 
on what to expect from the participants and what types of alternative responses to 
anticipate.  Supervisors will determine and order the type of response deemed 
necessary, and deputies will act in unison, following the direction of the supervisor. 

 
5. Deputies will not engage in demonstration related discussions with participants and 

will maintain a neutral attitude. Deputies will be courteous and helpful, and will 
remember that expressions of friendliness are a valuable tool in maintaining peace. 

 
Communications is an essential tool in crowd management.  Among the deputies it assures 
unity of action. Between deputies and demonstration leaders, communication provides a 
better understanding of the needs and intentions of the two. 
 
It must be constant, clear, and immediate; frequently it can defuse threatening situations.  
Supervisors will insure that lines of communication to incident commander and to the 
deputies in their units remain open. 
 
Supervisors will constantly observe and speak with subordinates to ensure that they are 
complying with the orders of the field commander, that they are completely aware of 
probable responses to crowd attitude change and that deputies who are showing strain are 
provided temporary relief. 
 
Designated personnel will establish and maintain communications with demonstration 
leaders as soon as possible as a sign of cooperation, as a means of obtaining first-hand 
knowledge of the mood of the crowd and as a tool to facilitate negotiations and maintain the 
peace.  
 
H. RIOT CONTROL / CIVIL DISTURBANCE TACTICS AND PROCEDURES 
 
Riot control tactics fall into the following general categories and occur in approximately the 
same sequence.  Incident commander may have difficulty planning the sequence of the 
tactics and should be guided by the law enforcement resources available, the actions of the 
crowd and the size of the area involved. 
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1. Dispersing a Crowd 
 

In a coordinated manner, bring up as many squads as appear necessary to break the 
resistance of the crowd and disperse it. Upon arrival at the scene, the commanding 
deputy may send out reconnaissance details to update information on the crowd. 
 
Using as many supervisors as needed, announce to the crowd through public 
address systems, bullhorns and other means that the assembly is illegal and that the 
crowd must disperse.  Suggest avenues of departure.  If possible, write out the 
announcement so that it will be consistent.  Repeat the message as often as 
necessary and give the crowd time to disperse.  Audio and visual recording of this 
process is desirable.  The number of warnings given, the method used, time intervals 
between warnings and between the final warning and any subsequent law 
enforcement action will be recorded on the command post log. If the crowd does not 
disperse, the field commander must decide whether to begin arresting members of 
the crowd, or to have the deputies disperse the crowd.  If the decision is to move the 
deputies into the crowd, arrest squads, prisoner transportation and ambulances 
should be in close support. 
 
A riotous crowd should not be dispersed into a business district or other area 
containing attractive looting targets.  The crowd should be driven away from such 
targets and toward an area where the physical features tend to break it up into small 
parties, or into open spaces where little damage can be done. 
 
The incident commander must be alert to the possibility of rioters going into buildings 
and reforming to attack from the rear.  Moving against a disorderly crowd from two or 
more directions at once makes dispersal easier, but a crowd must not be bottled up 
completely.  They must be given an avenue of escape; otherwise, they may stand 
and fight. 

 
Two (2) possible methods of movement against a crowd are: 

 
a. "Pincher" Movement:   

 
Delivered from the front and both flanks.  This method tends to drive the 
crowd before the frontal movement. 

 
b. "Flanking" Movement:  

 
Delivered from the front and one (1) flank.  This approach tends to drive the 
crowd toward the open flank.  Movement from both front and rear may allow 
some rioters to escape to the rear advancing units.  Such an escape is highly 
undesirable.  When deciding between a "Pincher" or "Flanking" movement 
and the direction of movement, consider wind direction in case gas must be 
used. 
 

      2. Gaining High Ground 
 

Control of high ground, such as roof tops, bridges, water towers and the like, must be 
gained as quickly as possible in the initial stages of the action.  Until squads are 
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available for deployment to high ground, personnel will be assigned to secure these 
positions. 

 
These personnel can thus guard against sniper fire and, if it does occur, will be in an 
advantageous position to attack the sniper's position.  Deputies positioned properly 
on high ground will be to spot potential problems and provide information on the 
crowd's size and movement. 
 

      3. Sweeping the Area 
 

After a successful dispersal, the remnants of the crowd should be kept moving and 
prevented from reforming.  The area is best isolated by an extended line of road 
blocks surrounding it. 

 
Even before perimeter control is established, certain key intersections should be 
controlled in order to: 

 
a. Maintain access routes for emergency vehicles. 
 
b. Prevent outside assistance from joining the rioters. 
 
c. Prevent innocent people from wandering into the area. 
 
d.  Keep the traffic flow to a minimum within the affected area. 
 
e. Prevent unauthorized persons from entering and aggravating the disorder. 

 
      4.  Extended Road Blocks 
 

Station a squad or unit along a street at successive intersections.  An extended road 
block can be designed to provide a combined staging area, personnel relief and 
feeding area and a blockade along a major arterial highway. 
 
The establishment of a long line of stationary force has as its objective the isolation of 
the rioters from as yet, untouched looting targets.  This deployment might consist only 
of two (2) or three (3) deputies per intersection for a distance of several miles. 
 
Other such extended road blocks could be used throughout the riot-potential area, 
with a general objective of boxing in a disturbed area so that rioters cannot move 
freely to loot and burn. 
 
An extended road block has the advantage of decentralization of personnel along the 
line, even while they are taking breaks or eating.  However, it requires well-
coordinated logistical support and should not be attempted until the support problems 
are considered resolved. 
 
 
 
 
 



STANDARD OPERATING PROCEDURE                                                                  Forsyth County Sheriff’s Office 

SOP 1-6.101 Agency Response   7 of 14 

 

5. Sniper Control 
 

When sniper activity is reported, the responding deputy or squad should determine 
the validity of the report.  If the report is valid, or sniper fire is observed, the deputy or 
squad shall: 

 

 Call for SWAT assistance, 

 Isolate the area, 

 Determine the direction and source of the sniper fire, if possible, and 

 Do not return fire unless absolutely necessary to protect lives. 
 

6. Reports of Fire and Emergency Calls for Service 
 

The squads within the area of the disorder will verify reports of fire and will handle 
calls for service. 

 
7. Fire Task Force 

 
When a fire is confirmed within the area of disorder, the incident commander will 
assign a squad to accompany the fire task force consisting of firefighters and any 
needed utility workers.  The squad will remain with the fire task force to provide 
security until it leaves the area of disorder. 

 
8. Deployment Against Rock, Bottle and Missile Throwers 

 
Since rock throwers usually operate from the back of a crowd, or from cover, a detail 
detached to flank the crowd and to watch for and apprehend them should be 
deployed prior to dispersal action.  Spotters from the roof tops and high-ground 
security forces can also determine the identities of rock throwers and direct the 
ground forces in their apprehension. 

 
Another technique is the deployment of undercover deputies who would infiltrate the 
crowd in the vicinity of the rock throwing, and either direct uniformed or plainclothes 
deputies to the violators by signal, or wait for the opportunity and affect the arrest 
themselves. 

 
9. Chemical Agent Tactics 

 
A squad designated as a chemical agents squad will be provided with chemical 
agents and related equipment.  Squad members must be familiar with procedures for 
the safe use of protective gas masks, gas grenades, smoke grenades and other riot 
control agents. 
 
Tactics include the use of smoke grenades for cover operations, utilization of smoke 
and gas grenades against unruly groups and application of gas to discourage the 
looting of business establishments. 
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All deputies should be aware of decontamination methods to deal with accidental 
discharge and to assist citizens in their request for information regarding the 
decontamination of their premises. 

 
10. Chemical Agents 

 
Chemical agents can minimize the numerical superiority the mob has over the law 
enforcement force.  It is an effective and humane means of achieving temporary 
neutralization of a mob with a minimum of personal injury. 
 
Tear gas is a white powder than can be dispensed in several ways: 

 

 by prepared containers, such as grenades or small projectiles, 

 by a spray from a pressurized container, or 

 in bulk form with compressed air dispersion. 
 

It is immediately effective on contact with the eyes, the respiratory tract, and the skin, 
and will render the receiver incapable of concerted aggressiveness while he / she is 
in contact with it. 

 
Precautions in the Use of Tear Gas 

 
Those who employ tear gas must wear protective masks to avoid incapacitation, 
either inadvertently or in the case of a sudden wind shift.  If utilized in grenade form, 
inspect the area as soon as practicable to see that a fire is not started.  Special 
attention should be paid to the use of tear gas in the vicinity of hospitals and schools. 
 
Decontamination of persons who have tear gas in their skin is carried out by washing 
with cool water; the respiratory tract is cleared in 10 to 20 minutes by breathing fresh 
air.  Flush the eyes with cool water - this tends to relieve the sensation.  Clothing 
should be aired out for several hours.  Ordinarily, exposed foods should be 
destroyed.  Canned and bottled foods should be washed. 
 
Fans used to remove smoke from fire-damaged buildings also may be used to 
ventilate stores and other places of business where tear gas has been used.  
Members of a decontamination squad, if established, should be protected with masks 
and gloves.  Exposed skin area should be minimized.  Decontamination personnel 
should wash thoroughly after completing their duties. 
 

11. Communications   
 

Deputies shall use their portable radio on the tactical channel assigned by the 
Incident Commander as their primary communications.   
 
The 911 Center can group channels of assisting agencies together on the tactical 
channel for person-to-person communications.  The agencies that can be grouped 
together include: 
 
a. Forsyth County Fire Department 
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b. Forsyth County Public Works Department; 
c. Forsyth County Court Services Department; 
d. Forsyth County Traffic Engineering Department;  
e. Cumming Police Department; and,  
f. Georgia State Patrol;  
g. Forsyth County Emergency Management 
h.  Contracted Emergency Medical Service 
 
Whenever other law enforcement agencies such as the Georgia State Patrol or 
military agencies are involved, an attempt shall be made to have law enforcement 
communications equipment assigned to each unit.  The assignment of equipment will 
be made through the CTOC Team. 
 

12. Situation Maps 
 

The Forsyth County Geographical Information Systems Department (GIS) may 
provide maps to the agency.  These maps may list residential and commercial 
locations within the county.   These maps may be obtained during regular work hours, 
or in an emergency they may be obtained through the Forsyth County Administrator’s 
Office. 

 
13. Field Command Post 

 
The incident commander shall select a field command post site when needed with 
particular attention to the safety of personnel and the ability to protect that site.  The 
site may change if a situation escalates or the problem shifts to another location.  
Whenever possible, the command post will be designated in advance of the action 
plan. 

 
14.  Chain-of-Command 

 
To provide for unity of command during unusual occurrence operations, which may 
involve personnel from other agencies, an incident commander is necessary. Unified 
Incident Command can also be established with representatives of our responding 
agencies. Incident Command exercises command and control over all civil law 
enforcement resources committed to an operation within the county.  The on-scene 
watch commander will be in charge until relieved by an incident commander of equal 
or higher rank.  The incident commander shall be in charge of the over-all scene, and 
of all law enforcement resources at the scene of any civil disturbance until relieved. 
This will include all law enforcement and civilian resources from other law 
enforcement agencies.   
 
Whenever an SWAT call-out is necessary for additional specialized manpower, 
hostage, or high-risk situations, the incident commander will be in charge, unless the 
Sheriff or designee assumes overall command. 

 
15. Community Relations / Public Information (Media Briefings) 

 
The Sheriff or an agency PIO has the responsibility of public dissemination of 
information which may pertain to any man-made or natural disaster or civil 
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disturbance.  This dissemination will include response to any rumors which have the 
potential to add to the scope of the disaster or which give erroneous information.  
Information designed to control rumors will be promptly disseminated to the news 
media, as well as responses to inquiries by the news media. 

 
Casualty information shall be released through the PIO, incident commander or 
designee. 

 
16.  Legal Considerations 

 
In dealing with emergency situations, all deputies should be aware of state laws 
which give additional powers to law enforcement officials for dealing with these 
circumstances: 

 
a. Official Code of Georgia Annotated OCGA 36-69-1 authorizes governmental 

public safety officials (law enforcement, fire and emergency management 
services) to assist and provide mutual aid during local emergencies. 

 
b. Under OCGA 36-69-2., a local emergency is defined as the existence of 

conditions of extreme peril to the safety of persons and property within the 
territorial limits of a political subdivision of the state caused by natural disasters, 
riots, civil disturbances, or other situations presenting major law enforcement and 
other public safety problems, which conditions are or are likely to be beyond the 
control of the services, personnel, equipment, and facilities of that political 
subdivision of the state and which require the combined forces of another political 
subdivision of the state to combat. 

 
c. Under OCGA 36-69-4., whenever personnel from outside the agency's jurisdiction 

are assisting, such employees shall have the same powers, duties, rights, 
privileges, and immunities as if they were performing their duties in their own 
jurisdiction. 

 
d. The request for Federal Military assistance shall be made by the Sheriff or 

incident commander to the FCEMA Director who shall in turn notify the Georgia 
Emergency Management Agency (GEMA). The request for National Guard 
assistance shall be forwarded to the FCEMA Director who shall in turn notify the 
Georgia Emergency Management Agency (GEMA). 

 
17. Other Law Enforcement Agency Support 

 
Mutual aid assistance shall be requested through proper channels as outlined in 
OCGA Title 36 Chapter 69 and the guidelines of this plan.  Formal requests for 
mutual aid may be made telephonically or by teletype on the GCIC computer system 
when time allows. 

 
18. Liaison with Non-Law Enforcement Agencies 

 
The agency will maintain a liaison with all of the Forsyth County Departments and 
various legislative court and prosecutorial authorities to keep them aware of any 
needed resources.  The agency shall use social agencies, church and community 
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leaders, and any other group which will offer positive assistance to quell or reduce 
civil disturbances.  In particular, minority leaders shall be consulted whenever the civil 
disturbance involves a racial problem. 

 
19. Transportation 

 
The incident commander or designee will immediately assess the transportation 
needs of the situation and take what action is necessary to secure the required 
transportation.  Forsyth County Sheriff’s Office or Forsyth County owned vehicles will 
be used as the primary source of transportation.  However, when mutual aid is 
requested, all personnel responding from other agencies will be requested to provide 
marked law enforcement vehicles to assist with transportation needs.  When required, 
the Detention Center prisoner transport vehicles and other specialized vehicles (such 
as Forsyth County Board of Education buses) may be requested. 

 
20. Public Facility Security 

 
Any public facility becomes a primary target during civil disturbances/natural 
disasters/unusual occurrences.  As soon as possible, security of the Forsyth County 
Government Buildings will be instituted.  Normally, personnel requested on mutual aid 
from other agencies will be used to provide security for these facilities. 

 
21. Traffic Control 

 
It shall be the responsibility of the agency to take charge of traffic control.  The 
perimeter of the disturbance area must be secured and traffic may need to be routed 
around the scene.  The decision about traffic control should be made by the incident 
commander or his designee. 

 
a. Uniformed deputies should be used on all traffic posts.  If additional deputies are 

needed at the disturbance scene, Mutual Aid should be requested from adjacent 
agencies to man these traffic posts. 

  
b. It shall be a responsibility of the traffic posts to ensure that only authorized and 

necessary persons are permitted to respond to the scene.  Unnecessary 
personnel at the scene only contribute to confusion and are usually counter-
productive. 

 
c. At first opportunity, the routes prohibited to traffic shall be blocked with moveable 

barricades, flashing lights and other visible barriers until traffic permitted access 
again. 

 
22. Equipment Requirements 

 
Deputies shall report in uniform with gun belt, radio and personal equipment from 
their own when called in for mutual aid or emergency mobilization.  The incident 
commander or designee will immediately assess the equipment needs of the situation 
and see that any equipment in addition to that issued to every deputy is distributed, 
such as riot shields, helmets, tear gas or gas masks, if applicable.  If specialized 
firearm or other hostage rescue equipment is necessary (i.e., chemical agent masks 
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and automatic weapons) the SWAT Team will be activated. Specialized equipment 
designated for use during unusual occurrences is inspected for its operational 
readiness through quarterly inspections by the SWAT Team. 
 

23. De-Escalation Procedures 
 

At the time when the Sheriff and other authorities conclude that the civil 
disturbances/natural disaster/unusual occurrence operation has concluded, they will 
advise all personnel of the return to normal operations and will institute all post-
disturbance procedures.  A GCIC teletype will be made to all involved agencies. 
 

    24. Post Occurrence Duties / After-Action Reports 
 

All primary, back-up, and supporting agencies will meet to critique the operation as 
soon as possible after the conclusion of any civil disturbance.  A thorough inspection 
of the county will be conducted to ascertain if any damage has been done attributable 
to the civil disturbance. 
 
After-action reports will be submitted by all command personnel involved.  These 
reports will be reviewed at the after-action critique, and will contain as attachments: 
 
1. All logs, assignment sheets, and summaries of significant events during the 

operation; 
 
2. All use of force, deputy statements, citizen complaints, and internal investigative 

reports; 
3. All damage reports to law enforcement equipment and a list of all expended 

supplies that need to be replaced; 
 
4. Lists of all damages incurred to civilian property as a result of the civil 

disturbance; and, 
 
5. A copy of all arrest / booking reports and case summaries, for review for 

completeness in preparation for court presentation. 
 

I. MASS ARREST / PROCESSING / CONFINEMENT PROCEDURES  
 

Although alternatives to mass arrests should be sought, contingency plans are made 
in the event such action becomes necessary to facilitate the restoration of order. 

 
 1.   Adult Offenders 
 

a. Persons arrested will be removed as soon as possible from the scene to a 
nearby holding area for initial processing and to await transportation to the 
Detention Center or a temporary holding area. 

 
b. Upon arrival at the holding area, persons arrested will be identified, if possible, 

and photographed.  The following information will be noted on each 
photograph: 
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 Date and time; 

 Defendant's name, date of birth and social security number; 

 Location of arrest; 

 Charge(s); and 

 Arresting deputy's name. 
 
c. Photos will be sent along with the prisoners when they are transported for 

booking at the jail or a temporary detention area. 
 

2. Juvenile Offenders 
 

Whenever possible, juvenile offenders will be processed through and released to 
their parents or other responsible adults, rather than incarcerated.  Only in 
exceptional circumstances, or for serious violations will juveniles be taken to the 
Regional youth detention Center (RYDC).  In instances where parents of young 
children are arrested, an attempt will be made to locate a responsible adult that 
can assume custody with parental permission.  When all else fails, the Forsyth 
Department of Family and Children Services will be contacted to intervene and 
make temporary custody arrangements. 

 
3. Transportation of Detainees 

 
Transportation requirements that exceed the capacity of the agency will be 
addressed by the utilization of Detention Center transportation vehicles, Forsyth 
County Board of Education buses or by utilization of the Georgia Mutual Aid Act.  
 
Two detention deputies will be assigned to transport prisoners from the holding 
area to the Detention Center, or to a designated medical facility for treatment of 
any injured prisoners. 

 
4. Temporary Detention Facilities 

 
Arrangements will be made for the use of a relatively large and conveniently 
located facility should the Detention Center become filled to capacity, or the need 
arise for a temporary detention area.   
 
A detention deputy will be assigned as the booking deputy at the jail or the 
temporary detention area to complete the required paperwork for the arrest 
procedure based upon information on the photo labels as well as other 
information relayed by the transporting deputies.  Upon completion of the booking 
process, the prisoners may be released on bond, taken for court appearance if 
during hours of court operation, confined in a jail cell, or transported to the 
Detention Center or other nearby facility for confinement. 

 
5. Detention Facility Security 

 
Should the nature and size of the incident require assistance from other law 
enforcement agencies, those deputies will be assigned first to provide security at 
the holding area, the temporary detention area, and the designated medical 
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facility when any prisoner is taken there for treatment.  This will permit agency 
deputies to resume prisoner transport duties in a timely manner. 
 
Deputies from other agencies will be assigned additional duties as needed. 
Consideration should be given to using them primarily where detailed knowledge 
of the county geography and agency policies and procedures are not essential. 

 
6. Evidence Collection 

 
The Forsyth County Sheriff’s Office shall maintain the responsibility for evidence 
collection, preservation, and storage during a civil disturbance where arrests are 
made and / or crimes committed.  Evidence collection shall be in accordance with 
normal procedures outlined in SOP 3-5.100 of this Manual. 
 

7. Identification of Offenders 
 

During the operation at the incident scene, a crime scene technician will be 
assigned to provide evidence collection work, in addition to other duties as 
determined by the on-scene commander. Consideration may be given to having 
the scene and participants photographed for possible future use in identifying 
participants as well as for evidence in subsequent court proceedings. 

 
 

8.  Special Consideration 
    

Should the need for the use of a temporary detention facility arise, additional 
issues which are normally addressed at the Detention Center will have to be dealt 
with at the temporary facility.  This may include: 
 
a.  Defense counsel access.  When the incarceration of an individual at the 

temporary facility   exceeds what would normally be necessary to accomplish 
the booking process, it may become necessary to provide access to legal 
counsel.  This will be done only when requested by counsel and with the 
approval of the site supervisor.  The site supervisor will make certain that all 
security concerns are addressed before allowing the visit. 

 
b.  Food, water and sanitation.  When the use of a temporary facility is necessary, 

arrangements will be made via the Detention Center to assure that food, 
water, and sanitation requirements are fulfilled. 

 
c.  Medical treatment.  Any necessary medical treatment at the temporary facility 

will be arranged by the site supervisor.  In most circumstances, this will be 
accomplished through the response of EMS.  In exceptional cases, it may be 
necessary to transport the arrestee to the emergency room.   
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I EMERGENCY MOBILIZATION PLAN 

 

In the event of an unusual occurrence, the planned response of agency personnel is 
imperative. Call-in of off-duty personnel will be conducted by the 911 Center and the Office of 
the Sheriff.  Stages of alert, or "Phases", are based upon the established system of 
progressive readiness conditions declared by the Forsyth County Emergency Management 
Agency (FCEMA). 
 
A.  INITIATION OF AN ALERT 
 
To initiate an alert, the highest shift commander on the scene shall furnish the 911 Center 
with the following information: 
 

1. The fact that an emergency mutual aid request is being made; 
 
2. The number of personnel requested; 
 
3. The OPCON phase designation of the emergency; 
 
4. The primary and alternate (if needed) assembly areas; 

 
5. Equipment requests; 

 
6. Activation of SWAT or any other specialized task force; 

 
7. Key personnel designations;  
 
8. Vehicle and transportation requirements; and 

 
9. Management control measures. 

 
B.      COMMUNICATIONS 
 
The 911 Center, upon the initiation of an emergency mobilization shall send a GCIC teletype 
message to all law enforcement agencies in the area, making notification of the emergency 
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and of the mutual aid request.  The incident commander will assign a tactical channel for all 
personnel involved in the emergency operations to communicate on. 
 
 C. RESPONSIBILITIES OF AGENCY PERSONNEL IN AN ALERT SITUATION  
 
The incident commander, as outlined in the chain-of-command, will, within a reasonable 
period of time issue orders placing personnel on standby alert in cases of pending need or 
shall activate all members as the situation requires. 
 

1. Upon notification of an "ALERT" condition, employees will place themselves in 
readiness and maintain this condition until otherwise notified. They will immediately 
provide for or ascertain that transportation is available in case of recall, and at no time 
place themselves in a position where they are not able to be contacted by telephone 
or other means as conditions dictate and respond immediately. 

 
2. Employees will at all times maintain a complete uniform and associated equipment in 

readiness to report for duty properly equipped without delay. 
 
3. In cases of immediate recall, the dispatchers will immediately contact as many 

members as ordered by the shift commander by the most expedient means available 
and order them to report for duty.  This will include an all-call alpha-numeric page on 
the department’s pagers, radio broadcast and contact by telephone. 

 
D.       STAGES OF ALERT / OPERATION CONDITIONS (OPCONS) 
 
OPCONS are designated by the phases shown below: 

 
     OPCON  LEVEL OF READINESS 
 
     1  Day-to-day operations (normal) 
 
          2  First stages of a possible emergency condition. (Employees 

   placed in “ALERT” condition.) 
 
          3  Emergency situation imminent/ or coming out of emergency 

   situation.  (May activate/deactivate EOC as warranted) 
 
     4  Emergency situation confirmed and ongoing (Activation of EOC if 

   warranted) 
   
OPCONS will not necessarily progress in sequence from 1 through 4.  The OPCON can be 
placed in effect at any given time and will be the appropriate one for the state of emergency 
existing at the time of its initiation.  Deputies upon call-in will report to the field location or 
command post nearest the emergency situation location.  If this is not feasible, alternate 
assembly areas will be selected.  During OPCON 3 and 4 the Watch Commander or Incident 
Commander, as outlined in the chain-of-command, may hold any units from ending their tour 
of duty or call in additional manpower as needed to handle the situation. 
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E.  EQUIPMENT DISTRIBUTION 
 
Equipment distribution shall be the responsibility of the incident commander or his designee.  
Additional equipment and supplies will be provided by the Supply Unit.  If specialized 
equipment is necessary, such as tear gas or automatic weapons, the SWAT Team will be 
activated.   
 
F.  KEY PERSONNEL DESIGNATIONS  
 
Notification of emergency conditions shall follow in the chain-of-command to key personnel in 
descending order: 

 
1. Sheriff; 
2. Chief Deputy 
3. Division Directors; 
4.   Division and Section Commanders; and, 
6. Supervisory personnel. 

 
G.  MANAGEMENT CONTROL MEASURES 
 
Depending on the nature of the mobilization and duration of manpower commitment, all 
deputies may be temporarily reassigned to different shifts, sectors, off-days and duties. 
 

1. The watch commander may restrict the type of calls that will be responded to by the 
agency in an emergency situation. An example of this would be holding non-priority 
calls for a period of time while a tactical emergency or county wide emergency (i.e., 
weather related) is handled, or asking an adjacent agency to cover a call for service 
under mutual aid assistance. 

 
2. The 911 Center is responsible to keep the watch commander aware of calls for 

service load status.  The shift commander is responsible to decide when calls will be 
held and when normal operations will resume. 

 
3. Commanders will attempt to permit adequate and timely relief to personnel assigned 

to the mobilization without endangering the public. 
 
H.  REHEARSALS   
 
Periodic rehearsals, including practical exercises in the field, and "tabletop" exercises shall 
be conducted in conjunction with other agencies, county departments and representatives of 
emergency management. 
 
At least once each year, the agency shall conduct a "test recall" to verify employee's phone 
numbers and to check the numbers of personnel available for a real call-out situation.  The 
test recall shall initiate and terminate within one hour.  The division commanders shall 
evaluate the results of the test recall and make recommendations as to improving the 
efficiency of the emergency call-out system. 
 
The Office of the Sheriff shall maintain liaison with representatives of Emergency 
Management in order to coordinate the agency's plans with the Emergency Operations Plan.  
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This liaison will provide a mutual review and updating of the contents of these plans. 
Equipment shall be inspected at least once each month for operational readiness, to ensure 
the readiness of any equipment to be used in support of emergency operations. 
 
The Forsyth County Emergency Management Agency (FCEMA) shall maintain a database of 
equipment, location and contact persons for available equipment in Forsyth County. 
 
Command and control over the Community Emergency Response Team/Disaster Response 
Team committed to unusual occurrence operations within Forsyth County will follow the 
guidelines detailed in C.E.R.T. / D.R.U. policy. 
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I AIRCRAFT CRASHES 

  
Federal law requires that the scene of the disaster must be protected and preserved for 
federal investigation. 
 
A.  DUTIES OF FORSYTH COUNTY SHERIFF’S OFFICE DEPUTIES 
 
Upon being notified of the possibility of an aircraft crash, deputies will respond to the scene 
and take the following actions: 
 

1. Rescue victims and provide first-aid until the arrival of the Forsyth County Fire 
Department. Upon arrival of the Fire Department, emergency first-aid and fire control 
will be their responsibility. 

 
2. Establish an outer perimeter and clear and secure the area from spectators, souvenir 

hunters, looters and other on-lookers, who shall be kept as far from the accident 
scene as possible. 

 
3. Allow nobody inside the accident scene unless necessary for the protection of life, 

fire-fighting, or similar type duties that must be performed immediately. 
 
B.  SECURING EVIDENCE AT THE SCENE 
 
Under no circumstances, except for the protection of life, will any aircraft or portion thereof or 
any of its contents be moved until the National Transportation Safety Board investigators 
give permission to do so. 
 
C.  SECURING DOCUMENTS 
 
If possible, secure the pilot's license, medical certificates, and any other aviation documents. 
 
D.  ASSISTING FEDERAL INVESTIGATORS 
 
The agency will assist the General Aviation Inspectors by providing any needed resources 
and manpower to complete their investigation. 
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E.  PHOTOGRAPHS 
 
The agency shall take sufficient photographs to portray the scene accurately.  If possible, the 
scene will be videotaped as directed by the General Aviation Inspectors. 
 
F.  SPECIAL CONSIDERATIONS FOR MILITARY AIRCRAFT 
 
Special considerations need to be taken with military aircraft for the following reasons: 
 

 The cargo may include atomic or automatic weapons and ammunition; 

 Ejection seats may be triggered, causing explosions; and 

 Rockets, bombs or other explosives may be accidentally detonated. 
 
G.  REPORTING 
 
Official reports will be completed by the federal authorities.  If possible, the on-duty 
supervisor shall attempt to obtain copies of their reports.  In addition to the reports from the 
federal authorities, a report will be made by the on-duty watch commander containing the 
following information: 

 Names and addresses of all victims, witnesses and property owners; 

 The location, time and date of the incident; 

 The identification number, type, class and the owner of the aircraft and type of 
cargo;  

 The name of the pilot; 

  Weather conditions; and 

  Circumstances of the accident and all damage. 
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I HAZARDOUS MATERIALS INCIDENTS 

 
A. PROCEDURES 
 

1. Upon receiving a report of a hazardous material incident, the 911 Center dispatcher 
shall immediately dispatch the closest available deputy along with the shift supervisor 
to investigate and notify: 
 

• the Environmental Protection Agency Division (EPA) at (800) 241-4113 or  

• the Department of Natural Resources at (404) 656-4300. 
 

2. Try to determine the type and form (solid, liquid, gas) of material involved from driver, 
chem-card in cab of truck, bill of lading, or from placards and labels on the truck and 
containers. 

 
3. After the type of chemical being transported has been identified, the watch 

commander shall check the latest Emergency Response Guidebook to determine the 
type of emergency action to be taken. 

 
4. Upon arrival at the site, provide emergency first-aid as needed and request additional 

assistance as needed.  (Forsyth County Fire Department, Emergency Management 
Agency and EPA's Emergency Response Team). 

 
5. Advise the local medical facilities and ambulance personnel that all injured individuals 

are assumed to be contaminated by hazardous material and should be handled 
accordingly.  Obtain the name of ambulance service, driver and hospital where 
patients will be taken. 

 
6. If there exist any obvious dangers to nearby residents, begin an evacuation of 

residents to a safe location. 
   

7.  Re-route traffic and restrict access to emergency personnel only.  When radioactive 
materials are involved, the State Emergency Response Team will advise how large 
an area should be cordoned off. 
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8. Upon arrival of properly identified State Emergency Response Team, remain at the 
scene, maintain crowd control and assist the team as directed. 

 
B.  RADIOACTIVE AND HAZARDOUS MATERIALS 
 
A hazardous material is defined as follows:  Any element, compound, or combination thereof 
which is flammable, corrosive, explosive, toxic, radioactive, an oxidizer, or is highly reactive 
and which, because of handling, storing, processing, and packaging may have detrimental 
effects upon operating and emergency personnel, the public, equipment, and / or the 
environment.  Radioactive materials are in current use in hospitals, research laboratories, 
and numerous industrial and military applications, and are transported throughout the state 
by truck, rail, air and water borne vessels.  In addition, numerous hazardous materials are 
transported throughout the state every day.  While many of these are in common use, 
accidents or spills present a serious threat to the health and safety of the general public, 
especially the deputy who happens to be first on the scene.  Many accidents and other 
emergencies involve more than one agency and require a cooperative emergency response.  
It is of extreme importance for all deputies to be aware of what actions they should take 
during hazardous material emergencies. 
 
Upon receipt of a hazardous material call to a building or vehicle location, or upon 
determination by the deputy that hazardous materials or gases are involved, the deputy's 
primary responsibility is the immediate notification to the 911 Communications   Center that 
hazardous materials are suspected.  The 911 Communications   Center is responsible for 
notification of the Forsyth County Fire Department and the Forsyth County Emergency 
Management Agency authorities of the suspected hazardous incident.   
 
After notification to the 911 Communications Center, the deputy's primary responsibility will 
be security of the scene or building to limit anyone other than Fire or Emergency 
Management personnel from entering the premises.   
 
After security of the scene is established, the deputy will interview any witness(es) to assist 
in determining what is involved in the form of chemical or gases.  Under no circumstances is 
the agency equipped to perform a rescue mission where hazardous materials of unknown 
origin are involved. 
 
     1. Steps in handling radioactive material.  Complete information concerning the incident 

will be forwarded to the 911 Communications Center by the quickest means 
available.  This information will include: 

 
            a.   basic description (explosion, fire, etc.); 
            b.   exact location; 
            c. if possible, all information contained on the Interstate Commerce Commission 

(ICC) label or labels. 
 

Upon being notified of any incident, the 911 Communications Center will notify the 
Forsyth County Fire Department, which in turn will advise notification of one or more 
of the following: 

             
            a.   Forsyth County EMA; 
            b.   Emergency Medical Team; 



STANDARD OPERATING PROCEDURE                                                                  Forsyth County Sheriff’s Office 

SOP 1-6.104 HAZMAT   3 

 

            c.   State Emergency Response Team; or 
            d.   EPA Emergency Response Team. 
    

2. Atomic Weapons 
 
            When it is believed that an accident or incident has occurred involving an atomic 

weapon (or weapon component) or radioactive material that can be identified with a 
military service, the 911 Communications   Center will, in addition to the notifications 
specified in section B1 of this SOP, request assistance from appropriate military 
headquarters. 

 
     3. Hazardous Material 
 

First, and most important, is the identification of shipments considered hazardous.  
This is usually accomplished directly or indirectly by descriptive data in shipping 
documents, on containers, package labels, and vehicle placards.  If this information is 
not readily obtainable due to an incapacitated driver, destruction of a bill of lading or 
other shipping papers, the 911 Communications Center will immediately contact the 
Chemical Transportation Emergency Center (CHEMTREC) 1-800-425-7300.  
CHEMTREC provides technical expertise in handling hazardous material 
emergencies.  They can also provide additional phone numbers for emergencies, 
such as accidental poisoning.  When in doubt, the 911 Communications   Center 
should immediately contact CHEMTREC.   

 
           Basic information needed: 
 

  a.  name of caller and call-back number; 
  b.  location of problem; 
  c.  shipper or manufacturer; 
  d.  container type; 
  e.  truck number; 
  f.   carrier name; 
  g.  consignee;  
  h.  local atmospheric conditions; and 
  i.  vehicle placard description. 

    
     4. Isolation and Evacuation 
 

In the case of hazardous material incidents, deputies will isolate the hazard area, 
evacuate non-essential personnel, and make a preliminary hazard identification (spill, 
leak, fire).  The Forsyth County Fire Department will be notified to aid in any such 
matter. 
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I BOMB THREAT PROCEDURES 

 
IF A SUSPECTED EXPLOSIVE DEVICE IS FOUND IN AN OCCUPIED BUILDING, 
EVACUATE THE BUILDING! 

 

When any suspected explosive or incendiary device is located, it will be left untouched and 
the area will be evacuated. 
 
Upon location of a suspected device, the first deputy on the scene or watch commander will 
notify the person responsible for the site and provide assistance with the evacuation, if 
necessary.  The watch commander will establish a security perimeter at a safe distance from 
the device (minimum of 1000 feet) and restrict access to all personnel except bomb disposal 
personnel.   
 
The locating of an actual device shall serve as a warning for the potential existence of 
additional explosive devices.  Additional devices are sometimes employed to cause 
injury/death to emergency personnel who have responded to the initial threat.  As soon as 
the security perimeter is established around the known device, the watch commander shall 
coordinate a continued search for additional devices outside the security perimeter as 
necessary based on the circumstances. 
 
A. HANDLING OF BOMB THREATS   
 

1. Required Information 
 

When a bomb threat is received by the 911 Center or by other agency personnel, the 
information shall be obtained following the Dept. of the Treasury’s Bureau of Alcohol, 
Tobacco and Firearms Bomb Threat Checklist If the information is obtained or 
sufficient information to dispatch a unit is obtained, a unit will be dispatched at this 
time.  Prior to completion of the call, all information will be gathered for inclusion in 
the incident report.  Have caller remain on-line so as to have a means of 
communication with responding unit(s) once on-site. 

 
In the event of a bomb threat, the watch commander will be notified and a command 
page shall be sent.  The FCFD shall be dispatched to a location to be determined by 
the incident commander.   
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2. Responsibility at the Scene 
 

Upon arrival, patrol or other units responding shall turn off all radio and digital 
equipment, including CB radios, cellular phone, and MDT modems within 300 feet of 
the scene, since it might trigger the explosive device.  Next, the deputy shall contact 
the owner / person in authority to determine if he / she wants the building evacuated.  
If the building is a public facility (e.g., County Administration, City Hall, school, civic 
center), then the individual in charge of the facility should be contacted to determine 
the procedures which will be followed.  

 
Unless a suspected explosive device is actually discovered, the deputy can never 
order the property owner or manager to vacate the area  -  the deputy can only advise 
him / her to make that decision. 

 
If the building is to be evacuated, the watch commander will call for additional 
assistance if needed, (by land-line telephone if at all possible) and will request the 
owner or person in authority to attempt to solicit company employees to assist in 
searching the building (maintenance and building engineers are preferred). 

 
If the building is not evacuated, permission will be obtained from the owner or person 
in authority, to conduct a discrete search of the premises, especially restrooms and 
areas that are accessible to the general public.  The aid of maintenance and building 
engineer personnel will be solicited to assist in the search. 

 
The deputy will advise all people involved not to answer phones, turn light switches 
on or off or anything which might activate an explosive device. 

 
3. Searching for the Bomb 

 
Establish an initial command post at a location in proximity to the suspected device.  
This location should be close enough to the device to maintain effective 
communication but it must be a distance from the device that provides for the safety 
of involved personnel.  Any decision concerning the re-location of the command post 
shall be at the discretion of the incident commander. 
 
It should be remembered that the best people to search are employees familiar with 
the area.  They are most aware of items that are out of place or alien to the location.  
If on-site personnel are available and willing to assist in the search, the ideal team 
composition will be one (1) deputy and one (1) on-site person. If enough on-site 
personnel are not available, the incident commander will formulate a plan to 
accomplish the mission with the manpower available. Personnel involved in the 
search will be instructed to leave any suspect item untouched until such time as an 
evaluation of the item can be made by the Bomb Disposal Team. 

 
When searching a building, always start from the outside and work inside.  Public 
areas shall be searched first (lobbies, restrooms, elevators, stair wells).  The search 
shall proceed from the lowest public access area to the highest in multi-story 
locations.   
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4. Building Searches 
 

The search of the building should be broken into three (3) steps: 
 

a. Exterior   The exterior search begins at the ground level.  Close attention should 
be given to piles of leaves and refuse, shrubbery, trash cans and parked vehicles.  
(Outside accessibility is unlimited) 

 
b. Public Area Extended outward from the building to some natural divider 

(curb or wall, usually 25 to 50 feet). 
 
c. Interior Room Special attention should be given to utility rooms or areas 

where access is unlimited. Begin at the lowest level and work upward, making a 
complete search before changing floors. 

 Floor to waist: check chairs, desks, trash cans, anything in this level that could 
conceal a bomb. 

 Waist to eye level / top of head:  behind pictures, cabinets, miscellaneous on 
walls. 

 Eye level to the ceiling: light fixtures, any item suspended from the ceiling, 
e.g., heater ducts, ceiling fans. 

 
When first entering a room, remain completely calm and immobile.  Listen for any 
unusual sounds.  Many times such actions will pick up sounds indicating a device. 

 
5. Vehicle Searches 

 
With a vehicle, you are looking for a device that is designed to kill rather than harass. 
Whereas a bombing in a building is normally set to detonate at a specific time, an 
auto bomb usually has a triggering device. 
 
The initial action in a vehicle involved incident is to evaluate and secure as much 
information as possible from the driver / owner.  (Any threats, evidence of tampering, 
suspicious noises, unfamiliar objects).  Find out when the vehicle was last operated, 
was it locked, who is to be the next person in the vehicle.  (Who is the intended 
target, driver or passenger?) 
 
Check the area around the vehicle for signs of tampering.  (Marks on the ground, bits 
of tape, wire insulation, etc.) 
 
NOTE: A vehicle bomb can be installed in 15-30 seconds.  A detailed search 
emphasizing safety may take several hours depending on the situation.  Only 
members of the GBI’s Bomb Disposal Unit will conduct vehicle searches. 

 
6. Search Procedure Delay if too Close to Detonation Time 

 
If the search cannot be completed within 15 minutes prior to the time the threat maker 
indicated the device was to detonate, all law enforcement personnel will be 
evacuated to a safe distance and will remain until at least one (1) hour past the time 
the device was to detonate before resuming the search, if it is necessary to continue. 
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7. Communications During Searches 
 

During periods of radio silence, necessary to conducting a search for, or disarming a 
suspected device, communications will be made by telephone if possible.  Search 
teams will communicate with the watch commander by sending a runner.  The watch 
commander may use a public address or megaphone for issuing commands or giving 
directions or for any other purpose where its use would be beneficial. 

 
B.  ACTION TO BE TAKEN UPON LOCATING A SUSPECTED BOMB   
 
If a suspected bomb is located, it will be left untouched.  At no time will any deputy attempt to 
move or render safe any suspected explosive device.  The actual “handling” of any 
suspected explosive device shall be the responsibility of the bomb disposal unit. 
 
The Forsyth County Fire Department will be staged at a location to be determined by the 
incident commander.  The incident commander will assign responsibility to the Fire 
Department for dealing with any hazards resulting from the actual detonation of an explosive 
device. 
 
The supervisor will make sure that the appropriate reports have been completed and all units 
are back in service. 
 
C.  BOMB DISPOSAL  
 
This agency relies upon personnel and equipment of the Georgia Bureau of Investigations 
Bomb Disposal Unit to assist in the disposal of bombs or explosives.   
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I EXECUTIVE PROTECTION  

 
A. In the event of a "Very Important Person" (VIP) defined as a dignitary, famous 

personality, notorious person, or any other person in need of special security, visits or 
stays overnight in the County, the following provisions and considerations will be 
addressed, prior to their arrival:  

 
1. The incident commander shall be designated and will be the supervisor and 

coordinator of any given security detail, unless otherwise designated by the Sheriff. 
 
2. Consult local, state and federal intelligence agencies for known or suspected 
 personalities residing in the county area who might pose a threat to the VIP. 

 
3. Coordinate VIP itinerary with other adjacent law enforcement agencies that might be 

affected. 
 

4. Arrange for primary and alternate motor routes within Forsyth County. 
 

5. Inspect building and concealment sites along motor routes and at destinations prior to 
VIP arrival. 

 
6. Alert Forsyth County Fire Department and Northside Forsyth of impending VIP visit 

for emergency medical response. 
 
7. If necessary, SWAT personnel shall be placed at strategic vantage points (buildings, 

etc.) and equipped with rifles.  SWAT personnel assigned to close security will wear 
concealed firearms, if in civilian clothes, or agency issued firearms if in uniform. 

 
8. All agency personnel assigned to VIP escort duty will be equipped with portable 

radios and body armor. Body armor shall also be available to the VIP, if necessary.  
 

9. The Incident Commander will coordinate methods of identification of escort deputies 
not in uniform with other participating agencies. 

 
10. Armored or other special vehicle requirements will be coordinated with the VIP escort 

agency in sufficient time prior to VIP arrival, if a need exists. 
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B. AFTER-ACTION ACTIVITIES 
 

At the conclusion of the security detail, an after-action debriefing and critique will take place.  

The incident commander shall be responsible for completing a detailed narrative report of the 

operation, with copies of all logs, case reports, witness statements, and other documentation 

attached. 
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I HOSTAGE NEGOTIATIONS / BARRICADED PERSON 

 
Actions by law enforcement in barricaded person situations will vary depending upon the 
aggressiveness, mental condition, emotional state, or criminal background of the barricaded 
person.  Deputies who come into contact with hostile, barricaded persons, or persons with 
hostages should attempt to avoid confrontation in favor of controlling and containing the 
situation until the arrival of trained tactical and / or hostage negotiation personnel. Unless 
emergency conditions exist, a search warrant shall be obtained prior to entry or assault on 
the hostage taker or barricaded subject.  
 
A.  INITIAL RESPONDING DEPUTY'S RESPONSIBILITY 
 
When a deputy is confronted with a situation in which a potentially armed suspect has seized 
control of a dwelling, structure or place, immediate steps must be taken to ensure the safety 
of bystanders and responding deputies. 
 

1. The primary responsibility of the first deputy on the scene is to establish a perimeter 
at a safe distance to prevent innocent parties from entering the area. 

 
2. Additional responding deputies should be directed to assume positions on the 

perimeter to deny unauthorized entry and to block escape. 
 

3. As soon as possible, an attempt must be made to evacuate any injured persons and 
bystanders in the line of fire.  Evacuation routes should not expose evacuees to any 
offensive action by law enforcement or the barricaded person. 

 
4. If possible, the responding deputy should identify and isolate witnesses or any other 

persons with knowledge of the identity of the barricaded person or the situation in 
order to obtain additional tactical information. 

 
5. Indiscriminate firing into the position of a barricaded suspect is forbidden.  Although 

unnecessary aggression is forbidden, a deputy may need to take action to save a life 
or contain the situation in accordance with use of force guidelines. 

 
6. The watch commander on duty will be notified as soon as possible and will assume 

responsibility for the scene upon arrival. 
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B.  CONTROL OF SCENE 
 
The watch commander will establish a central command post in a safe area and shall 
establish both an inner perimeter (to contain the suspect), and an outer perimeter (to prohibit 
unauthorized access to the area).  When it appears that the situation cannot be resolved 
promptly and there is the possibility of danger or injury to the deputies or general public, a 
request for SWAT shall be made.  
 

1. When such a situation develops, the on-duty watch commander will make the 
decision to activate SWAT.  

 
2. The rest of the SWAT team and hostage negotiators will be notified by paging an all-

call and advising them of the situation and the staging or assembly area to respond to 
by alpha-numeric message on the pager. Additionally, the 911 Center shall 
immediately send a command page. 

  
3. The watch commander will remain in command and act as the Incident Commander 

until relieved by a trained Incident Commander.  A trained Incident Commander shall 
be defined as someone who:    

 Holds the rank of lieutenant or higher; and 

 Has completed the NIMS modules as required by FEMA; and 

 Has completed the 16 hour FCSO Incident Commander course. 
             

C.  EMERGENCY MEDICAL TREATMENT AND FIRE APPARATUS CARE 
 
The Forsyth County Fire Department and EMS should be notified so they are on stand-by 
and ready to respond if needed. In the event injuries have already been sustained, 
arrangements should be made to transport the injured to a safe area where treatment or 
transport arrangements can be made. 
 
D.  SURVEILLANCE EQUIPMENT 
 
If specialized surveillance equipment is required, it will be provided by the CIS Narcotics Unit 
for SWAT personnel. 
 
E.  SWAT RESPONSIBILITY AND COMMAND 
 
The tactical members are responsible for the security of the inner perimeter.  The team 
leader, as designated by SWAT Commander is responsible for directing and establishing a 
line of communication with the suspect.  Attempt to limit the suspect’s means of 
communication with other persons to avoid jeopardizing the operation or providing a forum 
for the offender. 
 
If a telephone number is needed, contact the telephone company.  If unable to communicate 
via telephone, resort to a bullhorn or a public address system.  Make certain the perpetrator 
knows with whom he is communicating and negotiating.  Keep the perpetrator talking as long 
as possible, since the longer the conversation, the greater the opportunity for a successful 
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negotiation.  If possible, have a wire tap installed on the perpetrator's telephone or have a 
listening device directed toward his area of control. 
 
The crisis negotiators will be specially trained and have excellent verbal skills and problem 
solving abilities. The crisis negotiator's primary responsibility is to affect the release of 
hostages unharmed through a negotiating process utilizing guideline set out elsewhere in this 
chapter.  Carrying out the primary responsibility, the crisis negotiator will keep the SWAT 
Commander fully informed as to the progress or lack of progress of the negotiating process.  
The crisis negotiator will provide an evaluation of the mental state of the hostage taker(s) to 
the SWAT Commander. 
 
The crisis negotiator will immediately inform the SWAT commander if harm has come to a 
hostage or if a hostage has been killed so that action may be taken to save the lives of any 
remaining hostages because once a hostage taker kills one, he is likely to kill again.  
 
There will be no contact by uninvolved, outside persons during the negotiating process with 
the SWAT Commander, his designee or the Incident Commander. 
 
F.    SUGGESTED NEGOTIATING PROCEDURES 
 

1. Attempt to describe to the perpetrator the futility of his actions. 
 

2. Make every effort to persuade the suspect to surrender voluntarily, before force is 
used. 

 
3.  Only agree to trade the release of a hostage in return for the suspect's safety. 

 
4.  Avoid accepting explicit deadlines a suspect may seek to establish. 

 
5. Consider obtaining anything within reason demanded by the suspect, except firearms 

and ammunition, alcoholic beverages, or drugs. 
 

6. If food is demanded, develop a plan for distribution which is mutually acceptable to 
the agency and the perpetrator, and attempt to trade food for hostages. 

 
7. Generally, drugs will not be introduced into the perpetrator's food or beverages.  

Suspect will not be provided with alcoholic beverages or drugs. 
 
8. Never permit a person to enter the suspect's area of control, except a physician who 

may volunteer his services, and is approved by the SWAT Commander. 
 
9. Ask to see hostages, to assess their well-being, but avoid creating the impression of 

over-concern. 
 

10. If hostages are law enforcement personnel, anticipate possible independent action. 
 

11. Persist in attempts to negotiate the suspect's demands while trying to convince him 
that yielding the hostage is a guarantee of his safety. 
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12. Never consent to release a person in agency custody in exchange for the release of a 
hostage. 

 
13. If firmly convinced that a suspect will harm a hostage consider yielding to a demand 

for an escape vehicle.  Every attempt should be made to resolve the situation without 
allowing it to go mobile. 

 
G.    NEGOTIABLE / NON-NEGOTIABLE ITEMS 
 
If during negotiations, the hostage-taker makes demands, these items will be considered 
negotiable, when approved by the Incident Commander: 
 

 Hostages; 

 Cigarettes; 

 Food and / or water; 

 Time; 

 Utilities; and 

 Prescribed drugs. 
 
If during negotiations, the hostage-taker makes demands, these items will not be 
considered negotiable: 
 

 Deputy exchange for hostage; 

 Weapon(s) and ammunition; 

 Non-prescribed / illegal drugs / alcohol; and 

 Other persons as exchange for hostage, i.e., family, friends, etc. 
 
H.  JURISDICTIONAL RESPONSIBILITIES 
 
As defined in subsequent sections of this Chapter, the SWAT Commander or the ranking 
deputy taking command of a hostage, barricaded person, sniper, or other unusual 
occurrence will retain such command until some other jurisdictional responsibility arise. 
 
I.  ASSAULT ON A SECURED AREA AND USE OF FIREPOWER 
 
Continued negotiating, a lessening of demands and the uneventful passage of deadlines 
imposed by the perpetrator may indicate he is beginning to weaken.  The negotiations will 
continue to consume time. 
 
If convinced that the suspect has become destructive and irrational, the SWAT Commander, 
or his designee, should prepare for an assault action.  The authority to commence an 
assault, deploy chemical agents, and / or to employ firepower will only be given by the SWAT 
Commander in conjunction with the Incident Commander. 
 
 
J.  PUBLIC INFORMATION AND MEDIA CONTROL 
 
The release of information will be according to the procedures established in section 1-7.100 
of this Manual.   
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Agency members involved in barricaded suspect situations will not release information to the 
media or general public without approval of the Incident Commander who will confer with the 
SWAT Commander. 
 
Representatives of the media will be permitted to enter only the outer perimeter area and 
assemble at the media staging area which is determined by the Incident Commander.  They 
will not be permitted to enter or approach the inner perimeter area without approval of the 
Incident Commander, in which case they must be accompanied by a deputy. 
 
K.  CRIMINAL INVESTIGATION SECTION RESPONSIBILITIES 
 
The scene commander has the authority to call out the number of investigators that are 
necessary to assist with the on-site and supportive investigative duties.  Investigators will 
have responsibilities to gather intelligence, interview witnesses, process crime scenes, and 
handle charge preparations for anyone arrested as a result of the incident.  CIS personnel 
called to the scene, under this situation, will be under the direct supervision of the overall 
Incident Commander. 
 
L.  SUPPLEMENTAL PERSONNEL AND EQUIPMENT 
 
Additional equipment available for hostage situations includes: 
 

1. Canines:  The Sheriff’s Office K-9 Team  
 

 Possible uses include: 
  

a. To dislodge and remove persons prior to directing firepower or other aggressive 
action against a building; and 

 
b.  To effect apprehension if the suspect attempts flight from a structure. 

 
2. Helicopters:   

 
Metro-Atlanta law enforcement agencies have helicopters that may be available to the 
agency for air support. The SWAT Commander or designee will determine if they are to be 
called upon to assist. 
 
M.  AFTER-ACTION REPORTS 

Immediately after a barricaded person or hostage situation, an after-action debriefing and 

critique will take place. The SWAT Commander of the incident shall be responsible for 

completing a detailed narrative report of the operation, with copies of all logs, case reports, 

witness statements, and other documentation attached. 

 
N.  COOPERATION AND COORDINATION BETWEEN OPERATIONAL UNITS 
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The Division/Section Commanders shall meet on a periodic basis to discuss special 
operations and the role of the SWAT teams, field patrol operational, and criminal 
investigation components.  Procedures shall be reviewed and updated to address the 
following concerns: 
 

 In order to alleviate potential misunderstandings among all components; 

 In order to provide for the safety of deputies and ensure the success of the 
mission; and 

 In order to design training for agency personnel to understand their role in 
barricaded person and hostage situations. 
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I EMERGENCY MANAGEMENT  

Emergency Management is a term used since 1978 to describe the initiatives taken by 
governments to organize and prepare for the actions necessary to save lives, limit damages 
and speed recovery in the event of a major emergency or disaster.  In the past years, a 
myriad of other titles have been applied for Emergency Management. 

Some of the substituted titles have included "Civil Defense", "Civil Preparedness", 
"Emergency Planning and Operations," etc.  The Federal Government presently uses the 
term "Emergency Management". Within Forsyth County and other jurisdictions in Georgia,  
"Emergency Management" is the correct title because our legal authority stems from the 
State Emergency Management Act of 1981. 

Emergency Management is not an isolated function, separate from the normal 
responsibilities of government, but involves the existing agencies of government performing 
emergency actions related to those they perform under normal conditions. 

The Forsyth County Emergency Management Agency (FCEMA) functions as a planning and 
coordination organization (not as an operating agency) for emergency actions. 

It is important to realize that emergency operations occur whenever a local government 
responds to any extraordinary emergency, such as a tornado, earthquake, flooding or other 
natural disaster; a major explosion or accident; the release of radioactive or toxic chemicals; 
or civil disorder.  Emergency Management operations would also be required as a result of 
acts of war against the United States. 
 
A. NEED FOR EMERGENCY MANAGEMENT SERVICES  

The ever present danger of an actual emergency or disaster beyond routine day-to-day 
accidents and incidents establishes a need for effective prior planning and coordination to 
warn the public, save lives, protect property and to obtain assistance when the magnitude of 
damage exceeds the response capability of the local jurisdiction. A viable emergency 
management organization fulfills this need and enables local governments to plan for and 
cope with natural and man-made disasters, terrorist threats, major accidents, and acts of 
war. 
 
B. AUTHORITY FOR EMERGENCY MANAGEMENT SERVICES 
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FEDERAL GOVERNMENT 

Authority for emergency management is provided by the Federal Civil Defense Act of 1950 
(PL 81-920) as amended, the Disaster Relief Act of 1970 (PL 91-606) as amended, and the 
Disaster Relief Act of 1974 (PL 93-288).  The actions mandated by these and related federal 
statutes are administered by the Federal Emergency Management Agency (FEMA). 

FEMA, established by executive order of the President of the United States of America in 
1978, replaced five previous agencies and has consolidated a dozen different federal 
emergency-related activities.  FEMA provides a single point of contact for state and local 
governments on emergency matters.  It enhances multiple uses of resources in 
preparedness for, response to, and recovery from emergencies and it supplies an improved 
basis for measuring costs and benefits in emergency operations. 

STATE GOVERNMENT 

In every state there is an official charged with the general responsibility for emergency 
management operations within the state.  These responsibilities include advising the 
Governor and other state officials on emergency or disaster preparedness and assisting 
political subdivisions in establishing and maintaining a local emergency management 
organization. 

The State of Georgia's authority for emergency management is the Georgia Emergency 
Management Act of 1981.  This Act establishes an Emergency Management Division within 
the State Department of Defense; designates the State Adjutant General as Director of 
Emergency Management; directs that each political subdivision having a population in 
excess of one thousand (1,000) will establish and maintain a local organization for 
emergency management; and provides political subdivisions the power and authority for 
establishing and maintaining local organizations for emergency management services. 
 
LOCAL GOVERNMENT 
 
The Forsyth County Emergency Management Agency (FCEMA) is responsible for 
emergency management for Forsyth County and the City of Cumming. 

The FCEMA provides a comprehensive emergency plan to ensure mitigation / preparedness, 
appropriate response and timely recovery from natural or man-made hazards affecting 
Forsyth County. 
 
C. EMERGENCY MANAGEMENT PLAN 
 
The Forsyth County Emergency Mitigation Plan is organized based on the organizational 
structure of Forsyth County governments and several private sector agencies and is keyed to 
the functions that must be performed during emergencies. Special procedures for the 
accomplishment of functional assignments that are outlined in this plan will be prepared by 
each agency having primary responsibility. 

D. PURPOSE AND GOALS OF THE EMERGENCY MANAGEMENT PLAN 
 
The purpose of the plan is to provide the basis for a comprehensive emergency management 
program that will enable the Forsyth County to respond quickly and effectively to an 
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emergency or disaster.  The goal of the plan is to minimize the loss of life and property in the 
community and to return the community to normal conditions as soon as possible. 
 
E. BENEFITS FROM EMERGENCY MANAGEMENT PROGRAMS  
 
“Emergency Management means the preparation for the carrying out of all emergency 
functions other than functions for which military forces are primarily responsible to prevent, 
minimize and repair injury and damage resulting from emergencies, energy emergencies, 
disasters or the imminent threat thereof, of manmade or natural origin”.  These functions 
include, without limitation, fire-fighting services; law enforcement services; emergency 
medical services; rescue; engineering; warning services; communications; defense from 
radiological, chemical, biological, and other special weapons to include weapons of mass 
destruction; evacuation of persons from stricken areas; emergency welfare services; 
consequence management functions to include victim services; emergency transportation; 
plant protection; temporary restoration of public utility services; and other functions related to 
civilian protection, together with all other activities necessary or incidental to the preparation 
for and carrying out of the foregoing functions” (O.C.G.A. 38-3-3).   
 

1. Local organization for Emergency Management 
 
Forsyth County has an organization for emergency management; such organization shall 
include participation by the City of Cumming for emergency management, with the approval 
of the Georgia  
Emergency Management Agency director.  The executive officers of the governing bodies of 
the political subdivisions are authorized to nominate a local director whose nomination must 
be endorsed by the State Emergency Management Director. Upon appointment, the local 
emergency management director shall have direct responsibility for the organization, 
administration and operations of the local organizations for emergency management, during 
emergencies and/or disasters, subject to the direction and control of the executive officers or 
governing bodies and shall serve at the pleasure of such executive officers.  
 

2.   Duties of Emergency Management Agency (EMA) Director 
 

The local EMA Director shall: 
 

a.  maintain an emergency management office in a building owned or leased by the 
political subdivision and the director or designee shall be available or on call at all 
times beyond working hours; 

 
b. develop, in conjunction with public and private agencies/organizations that have 

responsibility for designated emergency support functions, plans for responding to 
and recovering from disasters [and/or emergencies]; 

 
 

c. respond to emergency response of public and private agencies and organizations; 
 

d. attend training and meetings convened by the appointing authority or the (state 
emergency management) director;  
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e. develop or cause to be developed, in collaboration with other public and private 
agencies within the state, mutual aid arrangements, consistent with state plans 
and programs, for reciprocal emergency management aid and assistance in case 
of emergency or disaster too great to be dealt with unassisted; and, 

 
f. enter into mutual aid agreements, subject to approval of the Governor, with 

emergency management agencies or organizations in other states for reciprocal 
emergency management aid and assistance in case of emergency or disaster too 
great to be dealt with unassisted (O.C.G.A. 38-3-27:29) 
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I NATIONAL INCIDENT MANAGEMENT SYSTEM 

The Sheriff or his designee will maintain a liaison with the County Emergency Management 
Agency director that will be responsible for planning, and in the actual event of natural or 
man-made disasters, will work directly with the director and command the role of law 
enforcement as prescribed in the Local Emergency Operations Plan of the Forsyth County 
Government.  The Emergency Management Agency director has the responsibility of 
coordinating the efforts of all County Emergency Support Functions, to include law 
enforcement, in such emergency situations.  The unified command has primary responsibility 
for response in emergency situations and will commit all available resources. 
 
As appropriate, State and Federal governments, plus adjacent jurisdictions will assist the 
County when disaster response and recovery become necessary.  The Sheriff will exercise 
command and control over all civil law enforcement resources operating within Forsyth 
County’s jurisdiction. 
 
Emergency Management is responsible for the maintenance and annual review of the 
Emergency Operations Procedures.  Copies of the Local Emergency Operations Plan will be 
maintained by the NIMS coordinator and disseminated to all division directors. 
 
A. UNIFIED COMMAND 
 
The Unified Command organization consists of the incident commanders from the various 
jurisdictions or agencies operating together to form a single command structure.  As a team 
effort, Unified Command overcomes much of the inefficiency and duplication of effort that 
can occur when agencies from different functional and geographic jurisdictions, or agencies 
at different levels of government, operate without a common system or organizational 
framework.  The Forsyth County Sheriff’s Office will always participate in a Unified Command 
structure with other responding agencies. 
 
B. TERMINOLOGY IN THE EOC 
 
The ability to communicate effectively within the EOC is critical.  Positions within the EOC 
are staffed with personnel from many different disciplines who use a wide range of 
terminology on a daily basis.  This can lead to misunderstandings and delays in response 
actions.  It is essential that everyone working in the EOC and all agencies and departments 
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communication with the EOC use common terminology and clear text.  Radio codes should 
not be used in the EOC or Joint Information Center. 
 
C. INCIDENT ACTION PLAN 
 
The Incident Action Plan (IAP) is an oral or written plan containing general objectives 
reflecting the overall strategy for managing an incident.  Incidents that require an IAP must 
contain current information that accurately describes the incident, predictions of the probable 
course of events, realistic goals and objectives for the operational period, and resources 
required for goals and objectives.  The IAP must also designate incident command staff 
positions, manage span of control, display a clear chain of command, and discuss the use of 
plain language. 
 
D. INCIDENT COMMANDER 
 
The highest ranking official who assumes command shall be the incident commander.  The 
incident commander may be relieved and replaced at any time by a deputy of equal or higher 
rank, unless the situation is being scaled down.  In such instances, an incident commander 
may be of lower rank.  For the purpose of assuming command, the highest ranking official 
shall announce the command change via radio and all dispatch logs and official transcripts 
shall note the official change in command. 
 

Responsibilities of the incident commander: 
 

 Ensuring clear authority and knowledge of agency policy. 

 Ensuring incident safety. 

 Establishing an Incident Command Post. 

 Obtaining a briefing from the prior incident commander and/or assessing the 
situation. 

 Establishing immediate priorities. 

 Determining incident objectives and strategies to be followed. 

 Establishing the level of organization needed, and continuously monitoring the 
operation and effectiveness of that organization. 

 Managing planning meeting as required. 

 Approving and implementing the Incident Action Plan. 

 Coordinating the activities of the Command and General Staff. 

 Approving requests for additional resources or for the release of resources. 

 Approving the use of students, volunteers, and auxiliary personnel. 

 Authorizing the release of information to the news media. 

 Ordering demobilization of the incident when appropriate. 

 Ensuring incident after-action reports are complete. 
 
E. PREDESIGNATED FACILITIES AND AREAS 
 
Several kinds and types of facilities may be established in and around the incident area.  The 
requirements of the incident and the desires of the incident commander will determine the 
specific kinds of facilities used and their locations and may consist of the following 
designated facilities. 
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1.   Incident Command Post 
 
      If appropriate, an Incident Command Post will be established by the on scene 

incident commander.  The incident commander will assume on-scene direction and 
control of law enforcement services. An Incident Command Post utilizing National 
Incident Management System (NIMS) principles will be established near the scene of 
the incident.  Situation maps depicting the affected area(s) will be located and 
maintained at this post. If the Emergency Operations Center is not activated, the 
Incident Command Post may perform local EOC-like functions, they should include 
operations, planning, logistics and finance/administrative functions.  NIMS principles 
will be expanded or reduced as necessary, realizing that smaller incidents may allow 
some roles to be consolidated within assigned personnel as long as there is no loss 
of effectiveness or operational capability.   

 
a. The Operations function will:   

● Establish a perimeter 
● Conduct evacuations 
● Maintain security at the scene 
● Maintain security at the command post 
● Provide detainee transportation, processing and confinement 
● Direct and control traffic 
● Conduct post-incident investigation 

 
b. The Planning function will: 

● Prepare a documented incident action plan 
● Gather and disseminate intelligence and pertinent information 
● Plan post-incident demobilization 

 
c. The Logistics function will: 

● Maintain the communications system 
● Assure that transportation needs are met 
● Coordinate medical support at the scene 
● Assure that food, supplies and other materiel needs are met 
● Assure that specialized team and equipment needs are met 

 
d. The Finance/Administration function will: 

●  Record personnel work time, including volunteers, if applicable 
●  Procure additional resources, when required 
●  Record expenditures of all funds 
●  Document any injuries and note any liability issues. 

 Prepare appropriate reimbursement documents, if applicable 
 

 
2.   Incident Base 

 
An Incident Base is the location at which primary support activities are conducted.  A 
single incident base is established to house all equipment and personnel support 
operations.  The Logistics Section, which orders all resources and supplies, is also 



STANDARD OPERATING PROCEDURE                                                                  Forsyth County Sheriff’s Office 

SOP 1-6.601 NIMS   4 of 5 

 

located at this base.  The Incident Base should be designated to be able to support 
operations at multiple incident sites. 
 

 
3.   Camps 

 
Camps are separate from the Incident Base and are located in satellite fashion from 
the Incident Base where they can best support incident operations.  Camps provide 
certain essential auxiliary forms of support, such as food, sleeping areas, and 
sanitation.  Camps may also provide minor maintenance and servicing of equipment.  
Camps may be relocated to meet changing operational requirements. 

 
4.   Mobilization and Staging Areas 

 
Staging areas are established for temporary location of available resources.  Staging 
areas will be established by the Operations Section to enable positioning of and 
accounting for resources not immediately assigned.  A staging area can be any 
location in which personnel, supplies, and equipment can be temporarily housed or 
parked while awaiting operational assignment.  The Operations Section will assign 
managers for each staging area.  Depending on the size of the incident, personnel 
will check in with the Resources Unit at the staging area, while supplies and 
equipment are checked in with the Supply Unit.  If the incident is not large enough to 
warrant either of these functions, both personnel and supplies report to the staging 
area manager for direction. 

 
F. NIMS INCIDENT COMMAND SYSTEM TRAINING 
 
The following matrix outlines agency training requirements by position/rank: 
 
ICS Training Class Level      100     200     300    400    700     702     703     800 

Sheriff & Chief Deputy 
     
X 

 
X 

 
X 

  
X 

 
X 

  
 
X 

 
X 

Majors/Captains 
 
X 

 
X 

 
X 

  
X 

 
X  

  
  
X 

 
X 

Lieutenants 
 
X 

 
X 

 
X 

   
 
X 

  X 
 
X 

Sergeants 
 
X 

 
X 

  
 
X 

   

CPL’s/DFC’s/DSII’s/DSI’s 
 
X 

   
 
X 

   

Admin (PIO)      X    

 
 
The National Incident Management System mandates training for all personnel within the 
agency.  The Training Section shall coordinate the agency’s annual training curriculum for 
ICS with the Forsyth County Emergency Management Agency.  The training shall include all 
applicable divisions, sections, and units to participate in the agency’s critical incident 
readiness training.  In addition, the Training Section shall be responsible for designing critical 
incident training for agency employees, based in part on Corrective Action Reports. 
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G. RESOURCE INVENTORY 
 
The NIMS coordinator shall maintain a complete inventory of resources.  Said inventory will 
consist of Local Emergency Team and Task Force Resources and Equipment Resources by 
type.  Definitions and typing will be defined by the State of Georgia Office of Homeland 
Security.  The inventory will be kept in electronic format on the state’s resource database.  
The NIMS coordinator will ensure all divisions/sections within the Sheriff’s Office compile 
information for the inventory for submission every October.  Division commanders shall be 
responsible for providing the needed information to the NIMS coordinator upon request. 
 
H. CORRECTIVE ACTION PROGRAM 
 
All Operations Orders, Incident Action Plans, After Action Reports, and/or Lessons Learned 
Reports, once approved by the division director, will be forwarded to the NIMS coordinator.  
The NIMS coordinator will make copies to provide to the Training Unit and Policy/Certification 
Unit.   
 
The NIMS coordinator will review all reports for NIMS compliance, request information from 
the Training Unit regarding training issues, and the Policy/Certification Unit regarding policy 
issues, and provide the Senior Command Staff with a Corrective Action Report to be 
reviewed.  The Corrective Action Report can indicate changes needed in policy and/or 
agency training practices. 
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3. Bagged Salt  
 

a. Bagged salt will be available for deputies to utilize. The purpose of bagged salt is 
not to treat a roadway. It is intended to give vehicles stuck on the roadway 
traction so the motorist can continue down the roadway and prevent a roadway 
obstruction. Additional extra weight in the patrol vehicles trunk will provide extra 
traction for rear wheel drive vehicles.   
 

b. Two pallets (50-80 lb. bags) of bagged salt will be maintained in stock during the 
winter months. The ordering of bagged salt will fall upon the Forsyth County 
Sheriff’s Office Supply Unit.  
 

B.  RESPONSE ACTIVITIES 
 
Forsyth County Sheriff’s Office will incorporate the following activities into their daily operations.   
 

1. Emergency Operations Center 
 

a. The purpose of the Emergency Operations Center (EOC) is to provide a 
centralized location where public safety and emergency services personnel can 
work together in preparation for and in response to a potential or actual disaster, 
or a potential or actual major emergency. This facility is the primary local 
resource for managing and controlling emergency operations before, during and 
after an event. The EOC is located at the Forsyth County Public Safety Complex. 
When the EOC is activated, only essential personnel shall be allowed access. 
Personnel must be able to show proper identification and a legitimate reason for 
entry. Persons entering the EOC must wear appropriate ID badges or passes. 
The Forsyth County Sheriff’s Office is charged with the security and protection of 
an activated EOC. 
 

b. The Sheriff’s Office representative for the EOC will serve as the Incident 
Commander over the Sheriff’s Office assets during the winter weather event. 
Additionally, a team from the Sheriff’s Office will be present at the EOC to 
support the Incident Commander.  
 

c. The Incident Commander will serve as a centralized point of 
information/requests. The Sheriff’s Office Incident Commander will work with 
other county resources, and state and federal agencies to facilitate the needs of 
the Sheriff’s Office and citizens of Forsyth County.   
 

2. Uniform 
 
It is permissible to wear a Class A, Class B or TDU (5.11) uniform during winter weather 
operational periods. Body armor must be worn at all times by all personnel in uniform. It 
is strongly encouraged that deputies wear/bring appropriate cold weather 
clothing/accessories. An all-black in color knit form fitting hat will be acceptable. 
Supervisors will monitor headgear for professionalism.  
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3. “Tagging” Vehicles  
 

a. When a vehicle has been checked and/or left unoccupied off of the roadway, 
deputies are to tie a visible amount of crime scene tape onto the highest part of 
the vehicle.  
 

b. 911 call takers will ask callers if they see yellow tape to help cut down on repeat 
dispatches. 
 

4. Radio Traffic 
 

a. The Watch Commander for UPS is encouraged to monitor radio traffic. If radio 
traffic becomes too busy that deputies are not permitted to get on the radio or 
dispatch is not able to transmit calls, the Watch Commander is encouraged to 
split radio traffic for the county. Due to the number of extra deputies working UPS 
calls, the radio traffic can be more easily managed by dispatch if Patrol 1 handles 
calls north of Hwy 20 and Patrol 2 handles calls south of Hwy 20.  
 

b. Deputies are encouraged to “10-25” additional responding deputies to a scene 
once the situation is under control.   
 

c. To minimize unneeded radio traffic, deputies are encourage to cancel welfare 
checks once the situation is under control. If the deputy on scene believes 
welfare checks are required, then the deputy should not cancel the checks. 
   

d. With additional manpower and hazardous road conditions, it is more efficient to 
utilize 2 person units. With the use of 2 person units, a back-up unit will typically 
not need to be assigned to calls. Any car that is a 2 person unit will use the suffix 
of “b, bravo” at the end of their radio number (i.e. “3170 bravo”). 

 
5. High Call Volume Periods 

 
During high call volume periods and calls for service that are pending, the watch 
commander will assign a supervisor to the 911 center to screen calls and prevent the 
911 center from dispatching calls that do not need a law enforcement response.  

 
6. Degradation Or Failure Of The Radio System  

 
a. Uniform Patrol 

 
If the primary channels (Patrol 1 or Patrol 2) degrades, the following plan should 
be utilized:  

 

 Patrol 1 BU 1 and Patrol 2 BU 1;  

 Patrol 1 BU 2 and Patrol 2 BU 2;  

 Patrol 1 DIR and Patrol 2 DIR 
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b. Detention Center 
 
If the primary channel degrades, the following plan should be utilized:  

 

 Jail BU1 

 Jail BU2 
 

c. Court House 
 
If the primary channel degrades, the following plan should be utilized:  

 

 Court BU 1 

 Court BU 2 
 

7. Public Information 
 

a. As winter weather arrives and the Forsyth County EOC is activated, a member of 
the Public Information Unit will be stationed at the EOC. The PIO will utilize social 
media, such as Facebook and Nixle, to keep the public informed of the event. 
 

b. Deputies are encouraged to send the PIO photos or video to assist in keeping 
the public informed. 

 
8. Wreckers & Towing Vehicles 

 
When calling for wreckers, deputies must provide the dispatcher with a tag number and 
vehicle description. If a vehicle is left abandoned in the roadway and poses a hazard to 
other motorists or would prevent an accurate response of public safety vehicles (i.e. fire 
truck or med unit), deputies should have the vehicle towed if there are no other options. 
When towing an abandoned vehicle, deputies must inform dispatch that the tow is an 
abandoned vehicle. The 911 center will send a tow truck from the Abandoned List to the 
call. Deputies must take a picture or activate their in-car video camera to document such 
roadway obstruction for later complaints. 

 
9. Coordinate With Forsyth County Roads And Bridges And Georgia Department Of 

Transportation 
 

a. As hazardous conditions present, the Forsyth County Sheriff’s Office Incident 
Commander will communicate with agencies responsible for clearing roadways 
of hazards and evaluate the need for detour operations or other strategic 
operations.  
 

b. At times, law enforcement will escort removal crews to major hazards to alleviate 
major traffic congestion.    
  

10.  Provide Security And Support For Other Response Operations  
 

a. Other responding operations include but are not limited to Sawnee EMC, GA 
Power, Forsyth County Water Department, etc. 
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b. The mission of the Forsyth County Sheriff’s Office will include providing security 

to other responding operations within Forsyth County. 
  

c. As the need arises, requests will be disseminated through the EOC and to the 
representative of the Sheriff’s Office for security details.    
 

11.  Provide Spot Reports On Road Conditions 
 
As the weather event unfolds, the Incident Commander will make contact with the UPS 
watch commander for assessment of road conditions.  

 
12.  Assisting Senior Center 

 
If contact cannot be established with homebound seniors, the Senior Center will call on 
the Sheriff’s Office to conduct welfare checks. These requests will come from the 
Incident Commander.  

 
13. Transportation Requests 

 
The Sheriff’s Office must be prepared to transport essential county employees and other 
essential emergency personnel to work to include: 

 

 Dispatchers 

 Fleet Employees 

 Medical Doctors to Hospitals 
 

14.  Salt For Pickup Truck Beds 
 
If needed, Sheriff’s Office pickup trucks can receive a bucket load of salt/sand from 
Roads and Bridges to:  

  

 Provide extra traction for pickup trucks.  

 Assist with spot treatments of the roadway to give motorist traction similar 
  to bagged salt.   

 
15.  SR-13 Forms 

 
If calls for service are backed up, an SR-13 can be used in the following situations: 
 

 A single vehicle crash 

 No property damage is present other than the vehicle involved in the 
   crash.    

 
16.  Chainsaws 

 
a. Individuals from the Operations Division who have received county chainsaw 

operating training will be issued a chainsaw.  
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b. If Road Department has an extensive ETA, chainsaws will be utilized for downed 
trees that are blocking the roadway. 
 

c. A deputy with a chainsaws should assigned to each the North and South portions 
of the county.   

 
C.  RECOVERY   

 
1. Resupplying snow tire chains and bagged salt will be a function of Forsyth County 

Sheriff’s Office Supply Unit. 
 

2. As the event comes to a conclusion and road conditions no longer require snow chains, 
deputies can travel to Fleet to remove the snow chains. Spare vehicle chains can be 
removed the following day(s) as Fleet has an opportunity to recover from the event. 

 
3. The Operations Division will verify that all chainsaws are in working order and oil stocks 

are replaced.  
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I   COMMAND AND TACTICAL OPERATIONS CENTER TEAM (CTOC) 
         
The purpose of this directive is to establish the procedures, guidelines and composition of 
the Command and Tactical Operations Center Team, hereinafter referred to as the CTOC 
Team. 
 
A. FUNCTION 
 
The role of the CTOC Team, functioning as part of the Enforcement Division, is to support 
the SWAT Team and the incident commander of any critical incident with accurate and timely 
documentation of the events during high-risk operations, critical incidents and mass casualty 
incidents.  Inherent in this responsibility will be the processing and posting of tactical and 
operational information, including communication procedures to support the command and 
control protocol for conducting operations at critical incidents. 

 

1. CTOC Team personnel will be equipped and trained in the skills and knowledge 
necessary to:  
 

a. understand/decipher tactical communication traffic; 
b. receive, verify and disseminate information/intelligence relative to the 

operation; 
c. direct and/or brief critical information to specific commanders based on 

their duties and responsibilities; 
d. understand the Standard Operating Procedures and Policies regarding 

agency protocol for tactical operations; and 
e. understand field deployment procedures and policies of all resources 

utilized in a tactical environment including, but not limited to, the SWAT 
Team, the CNT Team, the Public Information Officer and Command Post 
staff. 
 

2. The CTOC Team will be responsible for maintaining a monthly vehicle inspection 
checklist to ensure proper upkeep on tactical and command vehicles is performed.  
All CTOC Team members will be trained on the proper operation and handling of 
these vehicles.  
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B. ORGANIZATION  
 
The CTOC Team shall consist of the team leader and not less than four team members.   
 
1. CTOC Commander 

 

 Responsible for overall supervision of the CTOC Team Members. 

 May serve as incident commander during critical incidents.  
 

2. CTOC Team Leader    
 

 Responsible for training and direct supervision of the CTOC Team members. 
 

3. CTOC Team Members     
 

 Members report to CTOC Team leader and incident commander. 

 Provide logistical and communications support to the SWAT and CNT Teams 
during critical incidents. 
 

4. Team Assignments 
 

 One member may be assigned to the SWAT Team commander. 

 Two members will be assigned to the Mobile Command Post.  One will 
monitor and log all radio traffic for SWAT operations.  The other member will 
monitor and log all radio traffic for the incident commander. 
 

C. DUTIES AND RESPONSIBILITIES OF THE CTOC TEAM   
 
When responding to an incident involving the SWAT and/or CNT Teams, the team members 
will report directly to the command post to receive a briefing from the SWAT Team 
commander and/or the incident commander. The CTOC Team members will be provided 
with a listing of personnel assignments including, but not limited to: entry team, sniper team 
positions, containment team, etc.   
 

1. Upon receipt of the briefing information, the CTOC Team will commence their 
operations which shall include handling radio traffic, posting, and updating the 
following information: 
 

 Criminal activities; 

 Suspect information; 

 Threat conditions (weapons, hostages, threats) and/or demands; 

 Incident site information (maps, diagrams and sniper plots); 

 Tactical/operational deployment charts (to include communication nets/cell phone 
numbers and any other pertinent information); 

 Incident log; 

 Positions of officers/teams on scene. 
 

2. The CTOC Team shall also be responsible for the notification of the following 
resources as deemed necessary: 
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 Fire Department; 

 EMS units; 

 Utilities; 

 Hospitals; 

 Detention facilities; 

 Victim services; (Red Cross) and/or 

 Miscellaneous resources as requested by the SWAT Commander or Incident 
Commander. 
 

3.  At no time shall the CTOC Team interject opinions or unwanted comments regarding 
the decisions/actions of the Incident Command staff.  Also, at no time shall the 
CTOC Team violate the confidentiality of the SWAT Team/CNT operations. 

 
4. The CTOC Team shall always be prepared to provide concise, positive accurate 

evaluations of the area of their involvement and/or expertise. 
 
5. At the conclusion of the incident, the CTOC Team shall secure all documents 

pertaining to the incident being careful not to leave anything at the command post 
location.  All documentation shall be delivered to the SWAT Team commander and 
shall be considered (if necessary) historical and/or court documents.   

 
6. The CTOC Commander or Team Leader shall attend the debriefing at the conclusion 

of operations. 
 

D.  SELECTION  
 

1. Candidates must meet the following qualifications: 
 

 POST Certified Peace Officer; 

 Full-time employee; 

 Completion of probationary status; 

 Satisfactory performance evaluation on last rating period; 

 Availability to respond 24 hours a day; and 

 Availability to respond for training. 
 

Desirable characteristics such as a positive attitude, the ability to be a team player, and 
reliability will also be taken into consideration during the selection process. 
 
CTOC Team members will be selected by the CTOC Team.  
 
E. TRAINING 

 
New candidates must attend a tactical dispatch class as soon as practical. 
 
1. In-service training will include but is not limited to: 

 

 Mock call-outs with the SWAT and CNT Teams; 

 Table top exercises; 

 Advanced skills training; 
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 Review of basic skills training; and 

 Review and improvement of existing procedures. 
 

2. Additional training may include: 
 

 Attending any available advanced tactical dispatcher training; 
o Review and updates of contemporary procedures, 
o Case studies of high risk incidents. 

 Obtain a working knowledge of mutual aid agencies; 

 Maintain current certification on all equipment. 
 

Removal from appointment during the specified period is at the discretion of the CTOC Team 
Commander. 
 
The CTOC Team roster designating the name, address, home telephone number and regular 
duty assignment for each member will be maintained by the CTOC Team leader.  A copy of 
this roster shall be kept in the 911 Center. 
 
F. SCHEDULE/EQUIPMENT 
 
Personnel assigned to the CTOC Team will work their normal tour of duty, except when the 
CTOC Team is activated for a tactical situation, critical incident or a regular training session. 
 
All CTOC Team members will be assigned an agency “take home” vehicle and a County 
issued cellular telephone. 
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I PUBLIC INFORMATION UNIT 
 
A. FUNCTION 
 
The Public Information Unit of the Forsyth County Sheriff’s Office is assigned to the Office of 
the Chief Deputy.  The Public Information Officer will be responsible for all matters of public 
information with the Forsyth County Sheriff’s Office.  In the absence of the Public Information 
Officer, public information relating to law enforcement matters will be handled as set forth in 
this procedure. 
 
The Public Information Officer shall inform all local news media of policy or procedure 
changes concerning the release of information or media access and shall encourage local 
news agencies to participate in the formulation of information policy.  He / she will provide 
local news agencies with updated news release policies and procedures. 
 
B. Duties of Public Information Officer (PIO) 
 
Duties of the Public Information Officer as they relate to law enforcement matters will include, 
but not be limited to, the following: 
 

1.  Assists news media personnel at the scene of law enforcement incidents and in the 
coverage of newsworthy items; 

2. Being available for on-call responses to the news media; 
3. Preparing and distributing agency news releases; 
4. Arranging and assisting with news conferences; 
5. Coordinating and authorizing the release of information about victims, witnesses and 

suspects when appropriate; 
6. Assisting in crisis situations within the agency; 
7. Coordinates and assists news media photographers in preparing photo sessions; 
8. Participates in the preparation of open houses, dedications and other agency special 

events and meetings; 
9. Coordinates with the appropriate agency personnel for the release of any information 

concerning confidential agency investigations and operations; 
10. Periodically solicits input from and involves news media personnel for the 

development of changes in agency policy and procedures relating to news media 
matters;  
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11. Establishes and maintains a close and effective working relationship with the Sheriff, 
Chief Deputy, Bureau Commanders, Division Commanders, agency employees, other 
County officials and employees, other agencies, civic leaders, employees of the press 
and the general public; and 

12. Acts as Coordinator between the Forsyth County Emergency Management Agency 
and the Forsyth County Sheriff’s Office regarding public information and media 
releases during emergency situations as well as general releases regarding 
emergency management functions. 

 
C.  NEWS RELEASES, FEATURES AND ANNOUNCEMENTS 
 
Responsibility for planning, developing, writing and distributing informational releases and 
articles about the programs and activities of the Forsyth County Sheriff’s Office and its 
employees rest with the Public Information Officer (PIO).  Press releases shall be prepared 
as needed by the PIO and disseminated to local media recipients on an equal access basis.  
When time permits, information concerning promotions, projects, programs or other activities, 
should be forwarded to the PIO in writing in advance of effective dates, or by telephone when 
time does not permit or there is an urgent need to release the information by the PIO.  
Subject matter in press releases shall conform with guidelines described in this procedure. 
 

1. Notification Requirements 
 

Certain particularly newsworthy incidents require immediate notification by the watch 
commander or deputy in charge of an incident to the appropriate Division 
Commander(s), Bureau Commander(s), Chief Deputy and the Sheriff through the 911 
Communications Center: 

 
a. Any death investigation; 
b. Natural or manmade disasters; 
c. Aircraft accidents; 
d. Deaths of persons in custody; 
e. School bus accidents involving any injuries; 
f. Manhunts when extensive search is involved; 
g. Strikes, riots, or disorders; 
h. Shootings involving law enforcement officers; 
i. Bomb threats when a device is found; 
j. Hostage, barricade situations where life is threatened or endangered; 
k. Drownings; 
l. Serious accidents involving injuries, hazardous materials or activation of the 

Traffic Specialist Unit; and 
m. Robberies or rapes. 

 
2. Telephone List 

  
News media may contact the 911 Communications Center at (770) 781-2222 when 
necessary to verify an occurrence, time and location.  However, the news media will 
be encouraged to contact the Public Information Officer. 
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D. Training 
 
Due to the highly visible, public nature of the function, personnel assigned to the duties of 
Public Information Officer shall receive all necessary training for the position as determined 
by the Sheriff or designee. 
 
 
II INCIDENT REPORTS; RECORDS MANAGEMENT SYSTEM (RMS)  
 
The Forsyth County Sheriff’s Office has an automated indexing system for reports generated 
by the various components within.  This system consists of computerized indexes to provide 
a means to locate law enforcement reports by the name of any person related to the incident, 
the incident location by street address or beat / grid numbers or by the case number 
assigned by the computer to the incident. 
 
It is the responsibility of the Records Unit, to ensure that all necessary information pertaining 
to reports generated by any component of this agency be entered into the computerized in-
house computer system (RMS). 
 
Any agency employee seeking information regarding reports maintained by the Records Unit 
will, if at all possible, make use of the indexes provided through RMS for such research.  This 
capability is available through inquiry on any network computer maintained throughout the 
agency.  The information contained in RMS should be treated with the same privacy 
considerations and/or restrictions as the actual reports filed in Records. 
 
A. AVAILABILITY AND COST OF PUBLIC RECORDS 
 
This section applies to public records obtained directly from the Forsyth County Sheriff’s 
Office. Costs for records obtained from private vendors, such as “Buy Crash” are set by the 
vendor. 
 

1. Private individuals (Non-Forsyth County Residents) and all public and private 
companies will pay the following for copies of reports from the Records Unit that are a 
matter of public record.   
 
a. Incident Reports - $2.00 
b. Crash Reports - $5.00 

 
2. The following are exempt from the required fee for copies of law enforcement incident 

and crash reports: 
 
A. Forsyth County Residents 
B. Local, State and Federal government employees and/or agencies  

 
B. RELEASE OF AGENCY RECORDS TO THE PUBLIC 
 

1.   Incident Reports (With or without an arrest) 
 

These reports are a matter of public record and are available to the public at the 
Records Unit for the fees listed in this policy.   
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EXCEPTIONS:  Reports and records of the Sheriff’s Office that are exempt from 
public disclosure as described mainly in O.C.G.A. 50-18-72, the Open Records Act 
and other relevant sections of O.C.G.A. will not be released to the public. 

 
2. Traffic Accident Reports  

  
Georgia Uniform Motor Vehicle Accident Reports are only subject to public disclosure 
under the Open Records Act upon the receipt of a “written statement of need” by a 
person(s) or entity entitled to the report.  The “statement of need” form is provided by 
the Records Unit. 

 
3.   Supplemental Reports/Case Files 

 
a. Without an Arrest:  A law enforcement supplemental or follow-up report, where no 

arrest has been made and the case has been closed, is a matter of public record 
and should be available to the public upon request.  Any investigative case that is 
still open, pending an arrest or final determination, is exempt from release to the 
public under the Open Records Act and is to remain within the Detective’s case 
files and / or the Records Unit.  Exceptions to this are the same as those listed 
under Incident Reports. 

 
Whenever a Detective has an open case, pending an arrest or the development of 
a suspect and an official open records request is made for records from the file 
pursuant to the "Georgia Open Records Act" or the file is requested pursuant to a 
court subpoena, the investigator in charge of the investigation will consult with the 
Internal Affairs Unit, who shall determine if the records are releasable to the public 
or the courts.  

 
b.   With an Arrest:  A law enforcement investigative report, where an arrest has been 

made and the case is pending prosecution, is not a matter of public record and is 
exempt from release to the public under the Open Records Act. 

 
 

4.   Criminal History and Driver’s History Files 
 

These files are not generally a matter of public record and State and Federal Laws 
governing the security and privacy of criminal justice information systems require that 
access and dissemination of Criminal History and Driver's History information be 
restricted to authorized persons.   

 
Georgia Crime Information Center (GCIC) or other state, federal, or international 
criminal history compilations must be withheld, except for any portion of a history 
containing Georgia felony convictions, which must be disclosed.  But, when a criminal 
history record is in a closed investigatory case file, it is subject to the Open Record’s 
Act’s disclosure requirements.   
 
Criminal History and Driver's History information may be viewed by authorized 
personnel at any terminal that is capable of displaying such information, however, the 
inquiry must be logged.  Notes may be made from this display, but again, these notes 
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should be safeguarded against possible misuse by unauthorized persons and will not 
be released to any third party.  It should be noted that GCIC also keeps a log of 
inquiries and compares it to the Forsyth County Sheriff’s Office logs. 
 
Criminal History and Driver's History information may only be obtained by those 
individuals authorized by GCIC regulations showing an actual "need to know, based 
on a criminal justice interest". 
 
It should be noted that O.C.G.A. 35-3-38 provides that anyone who "knowingly" or 
"negligently" releases or allows information to pass to unauthorized persons is guilty 
of a felony.  Violations of this policy could result in severe disciplinary action, up to 
and including termination, and may result in criminal prosecution. 
 

5.   Personal, Vehicle and Property Wanted Checks and Registration 
 

These files are not a matter of public record and are prohibited from being 
disseminated by State and Federal laws.  This information is restricted to authorized 
personnel. 

 
6.   Employee Personnel Files  

 
Personnel records of law enforcement personnel are generally subject to public 
disclosure with redactions as specified in O.C.G.A. 50-18-72 and other applicable 
laws.  

 
7.   Employee Internal Affairs Files  
 

Investigative records of a government agency relating to the suspension, firing, or 
investigation of complaints against a public employee are subject to the Open 
Records Act’s disclosure requirements ten (10) days after the investigative record is 
submitted to the agency for action or the investigation is otherwise concluded or 
terminated. 

 
8.   Agency Photographs and Videos 

 
Photographs taken by agency personnel concerning any law enforcement related 
incident, i.e., crime scenes, fires, traffic accidents, etc., in “closed cases” may be 
disclosed under the Open Records Act’s disclosure requirements.    

 
9.   Command Directives, General Orders, Personnel Orders, Special Orders Agency 

Communication 
 
 
10. Text Message Communication (MMS or SMS) 
 

  All messages on county-issued cell phones or devices, including photographs sent via 
 SMS or MMS, are county records and must be retained in accordance with the State of 
 Georgia Records Retention Schedule. Additionally, messages on personal phones or 
 devices that relate to county / Sheriff’s Office business, including photographs sent via 
 SMS or MMS, are likewise county records and must be retained in accordance with the 
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 State of Georgia Records Retention Schedule. Employees of the Forsyth County 
 Sheriff’s Office utilizing personal or county-issued cell phones or other electronic devices 
 are required to convert any county records to a PDF or email format such as HTML and 
 forward these records to their county email address before deleting any county record 
 from any device. 
 
These records, including emails and electronic versions of all agency records, are a matter of 
public record. 
 
All agency records prior to release to the public will be redacted and/or excluded from public 
disclosure as described in O.C.G.A. 50-18-70, the Open Records Act, and other relevant 
sections of O.C.G.A. as instructed by the Records Unit Supervisor. 
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I 911 COMMUNICATIONS CENTER  
 
A. 911 COMMUNICATIONS CENTER DIRECTOR 
 
The 911 Communications Center shall be headed by a director who shall report directly to 
the Deputy County Manager.  The 911 Communications Center will handle the following 
functions:   
 

Emergency 911 Dispatch, False Alarms, Radio System, Computer Aided Dispatch, 
Computer and Radio Maintenance, Telecommunications and Training of 911 
Communications Center Personnel.   

 
The 911 Communications Center director will be responsible for the overall day-to-day 
operations of the Center and will develop and implement policies and procedures, which 
ensure conformance to established operational standards.  The major responsibilities of the 
911 Communications Center are logically divided into several categories: 
 

• Field and emergency communications for the Sheriff’s Office, fire, rescue and 
emergency services of Forsyth County; 

• Investigative communications; 

• Administrative communications; 

• Internal communications; 

• Inter-system point-to-point communications; and 

• Emergency preparedness. 
 
B.  911 COMMUNICATIONS CENTER ASSISTANT DIRECTOR 
 
The 911 Communications Center Assistant Director will report directly to the 911 
Communications Center Director and is responsible for the direct supervision of E911 
Dispatch personnel.  
 
C.  911 COMMUNICATIONS CENTER PERSONNEL 
 
The authority and responsibilities of personnel assigned to the 911 Communications Center 
are based upon written job descriptions.  The written job descriptions are specific in nature 
and provide for: 
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 Standardization of services rendered; 

 Error reduction; 

 An aid to the training effort; and 

 Reduction of confusion during emergency situations. 
 
These written job descriptions are maintained on file at the Forsyth County 911 
Communications Center. 
 
D. TRAINING 
 
In-service training and on-the-job training will be coordinated through the 911 
Communications Center Training Officer.  Any personnel receiving on-the-job training will be 
supervised by an operator qualified to monitor and instruct in the techniques and skills 
required to perform the job duties.   
 
Each employee assigned to the 911 Communications Center will be assigned a 
Communications Operations Manual which will include, but not be limited to, established 
procedures and policies for performing radio, telephone, teletype and automated data 
communications functions. 
 
E. RESPONSIBILITIES 
 
The 911 Communications Center will be responsible for the planning, programming, 
installing, transferring and operation of the E-911 telephone system. All other telephones 
within the Sheriff’s Office will be conducted by the Forsyth County Information Technology 
Department.  The 911 Communications Center will also coordinate with the telephone 
company concerning telephone usage within the E911 Communications Center.   The 
required reports to Bell South of the E-911 system will also be a responsibility of this Center. 
 
A database of all false alarms reported will be maintained and all dealings with the public 
concerning false alarms will be a responsibility of the Alarms/Permits/Alcohol Unit within the 
Operations Division.   
 
The 911 Communications Center is considered a restricted area and access will be limited to 
911 Communications Center personnel or personnel having official business within the 
center.  Entrance to the secured 911 Communications Center will be controlled by a keyless 
entry security system.   Transmission lines and power sources are protected and secured in 
locked rooms within the 911 Communications Center.  Antennas are located in remote 
locations secured by a fence. 
 
Anyone desiring a tour of the 911 Communications Center will be accompanied by a 
supervisor or designated agency employee.  Visitors will not be unescorted in the 911 
Communications Center.  
 
F. TELEPHONE PROCEDURES 
 
911 Communications Center personnel shall have immediate access to at least the following 
resources: 
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 Watch Commander; 

 Duty roster of all on-duty personnel; and 

 A telephone roster for all Sheriff’s Office employees. 
 
All employees shall keep their immediate supervisor advised of his current telephone number 
and address. It shall be the immediate supervisor’s responsibility to forward this information 
to the Personnel Unit immediately upon receipt. The Personnel Unit shall then forward the 
employee’s telephone number to the 911 Communications Center. This information must be 
provided in the event a major situation occurs that may require personnel to be called in to 
work. 
 
All in-coming and out-going telephone calls within the 911 Communications Center are 
recorded with the exception of the 911 Communications Center director and assistant 
director’s lines.  Often times these recordings have to be used in a court of law as evidence 
in a case.  Therefore, personal phone calls should be limited.   
 
Anyone desiring telephone contact with any 911 Communications Center personnel during 
business hours will use the 770-781-2222 telephone line.  Any agency employee desiring to 
report a non-emergency incident or any employee needing information from the 911 
Communications Center will use 770-781-2222. 
 
In order to provide prompt assistance in situations, especially in emergencies, pre-
programmed emergency telephone numbers are available at the dispatch consoles in the 
speed dialer.  These numbers provide services that are external to the agency such as: 
 

 Fire Equipment; 

 Ambulances; 

 Environmental Services; 

 Wreckers; 

 Utility Companies; 

 Department of Transportation; 

 Aviation Support; and, 

 Other Agencies 

  
II REQUIRED CALL INFORMATION 

It is very important for an operator to get as much information as possible from a caller 

requesting law enforcement services.  The amount of information required will depend on the 

type of call, seriousness of the call, urgency of the call, risk potential to responding deputies, 

etc.  At times, persons will call in and not provide certain required information.  The operator 

should make all attempts to extract as much information as possible.  

Each call will be assigned an event or case number by the computer system to serve as the 

basis for filing and retrieving subsequent reports of the incident.   The CAD system assigns an 

event number to each call for service that serves as a control number.  Each call for service 

should have the following information recorded on the computer system, at a minimum: 

 date and time of request; 
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 name, address and callback phone number of complainant (if possible); 

 Type of incident reported; 

 Location of incident reported; 

 Identification of deputy(s) assigned as primary and backup; 

 Time of dispatch, deputy arrival and return to service; 

 Disposition/status of reported incident. 
 

Since each 911 call is different in nature, the call taker must be able to adjust accordingly, in 
order to obtain the information needed to promptly handle the call.  The call taker must judge 
the characteristics of the call to determine whether an emergency or non-emergency 
response is required.  Anytime a citizen requests law enforcement service, a knowledgeable 
and favorable impression must be made.  The call taker should attempt to establish a more 
personal contact whenever possible by addressing the caller by their name (i.e., Mr. or Mrs. 
Smith). 
 
Whenever applicable, if the victim or witness is requesting general information or services, 
the call taker will refer the victim or witness to other agencies, private or public to seek such 
assistance. 
 
III COMMUNICATIONS WITH FIELD PERSONNEL 
 
The Forsyth County 911 Communications Center was established for the expressed purpose 
of providing service to the citizens of Forsyth County. The 911 Communications Center has 
24-hour two-way radio capability providing continuous communication between the Center 
and personnel in the field.  As policies change from time to time, it is imperative that a 
uniform set of rules be followed.  The following operating procedures are effective until 
further notice: 
 

1. Each 911 employee will be provided with a manual containing a copy of all current 
procedures.  It shall be the responsibility of each employee to maintain the manual 
with proper materials as deletions or additions occur.   

 
a. The material contained will assist with in-service training to assure that 911 

Center personnel are informed of current policies and procedures. 
 
b. Materials for these procedures will be gathered from agency operating policies. It 

should be understood that no policies or procedures contained within are 
constructed to conflict with the policies and procedures established by Forsyth 
County, the Sheriff’s Office, or effected departments. 

  
The following manuals and forms are available for use by operators in the 911 
Communications Center.  This information is available to simplify the flow of information to 
personnel in the field: 
 

 National Crime Information Center (NCIC) Manual; 

 Georgia Crime Information Center (GCIC) Manual; 

 Forsyth County maps; 

 Hazardous Materials Emergency Response Guide 

 National Insurance Crime Bureau (NICB) Manual; and 
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 Look-out Forms. 
 

A. EMERGENCY 911 DISPATCH 
 

The 911 Communications Center will be responsible for the daily operation of the agency's 
radio communications.  This responsibility will include, but not be limited to, receiving and 
dispatching emergency calls via E911, other non-emergency telephone numbers and the 
County radio system; coordinating communications with and by the Uniform Patrol Section, 
CIS, Operations Division, Court Services, Forsyth County Fire Department, EMS, EMA, Road 
Department  and other outside agencies such as GSP; monitoring the alarm board with 
designated alarmed facilities; and receiving and dispatching teletypes concerning NCIC / 
GCIC information. 

 
The 911 Communications Center will ensure that the communications function is operational 
24-hours a day, seven-days-a-week.  Each shift will consist of 911 Operators who will be 
responsible for the day-to-day operations.  All radio operations will be conducted in 
accordance with all agency policies and procedures, 911 Communications Center Training 
Manual and in accordance with all policies, procedures and requirements of the Federal 
Communications Commission (FCC).  The purpose of the FCC is to govern radio station 
licensing, frequency assignments, operating procedures and general technical requirements 
and standards.  Public Safety Radio Services are addressed in Part 9 of FCC Rules and 
Regulations. 
 
B. CALL PROCEDURES TO DEPUTIES / DEPUTY STATUS 
 
A deputy assigned to a beat/zone will remain in that beat/zone unless he is relieved by his 
supervisor or is instructed by the dispatcher to leave the beat/zone. 
 
Dispatchers are instructed to issue calls for service during shift change to the "early car" 
unless instructed by the on-duty supervisor to hold the call for the shift coming on duty.   
 
When a unit is available to answer a call, the deputy will answer calls until the time he is 
relieved of duty.  If a call appears to be lengthy, the dispatcher or supervisor will obtain relief.  
There is no period of time, from time on duty until officially out of service that the deputy is 
exempt from receiving calls.  It is the 911 Communications Center Dispatcher's responsibility 
to notify the 911 Communications Center Director anytime any of the above provisions are 
violated by deputies. 
 
At any time there is not a uniformed patrol unit available to answer a call, the call will be 
given to the on-duty Uniform Patrol Section (UPS) sergeant or lieutenant. 
The CAD system provides a recording of the status of deputies when out of service on a call, 
or in-service.  The CAD system also prompts the dispatcher to check on the current status of 
deputies out of service periodically.   
 
This permanent status recording permits the agency to: 
 

 evaluate non-patrol time for planning purposes; 

 maintain a level of security for the deputies; and 

 retain records of vehicles and persons stopped by deputies. 
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One deputy will be dispatched to all types of calls for service. It is up to the watch 
commander or sergeant to dispatch additional units. 
 
The above procedure is established to allow the responding units to deal effectively and 
safely with any problem that may exist.  Information regarding the assignment of back-up 
deputies will be recorded by the CAD system.  The primary deputy assigned to the incident 
will be assigned the case number; with the CAD system record reflecting those deputies 
assigned as back-up. 
 
C. ZONE / BEAT DESIGNATIONS / UNIT ASSIGNMENTS 
 
Each geographical zone within the county is assigned an alpha-numeric identifier for the 
purposes of incident reporting and CAD procedures. 
 
Each patrol unit assigned coverage of a certain zone will be addressed by the numeric 
identification number of that particular zone.  Each shift will have a number designation that 
will be used in front of the precinct number and zone assignments.  The number will be 
different for each shift.  North and south precinct will be assigned a number that will be used 
after the shift number and before the zone assignments.   
 
D. RADIO SYSTEM / CHANNEL USAGE   
 
The Forsyth County 911 Communications Center Radio System is engineered to produce a 
greater than 12-Decibel SINAD ratio to the radio receivers in greater than ninety-five percent 
(95%) of the agency's service area.  The agency radio system is a part of the County 800 
MHz radio system and has multichannel mobile and portable equipment capable of two-way 
operation on a joint Public Safety frequency or frequencies. 
 
The Forsyth County system currently utilizes twenty-eight (28) talk groups. 
 
 North Patrol  South Patrol  Supervisor 

North TAC  South TAC  Investigations 
 CIS North  CIS South  CIS Supervisor 

Spec Operations  Special Services Narcotics 
 Traffic   Support Services Jail 
 Animal Control Court   Transport 
 Schools  Civil   Jail TAC  
 SWAT 1  Warrant  Training 

SWAT 2 Command 1  Command 2 
 Crisis      

      
The Forsyth County Sheriff’s Office shares five (5) talk groups with all County users: 
 
 Emergency  County 1  County 2 
 County 3  County 4 
 
During unusual occurrences/operations where communication with other agencies may 
become necessary, deputies shall use their portable radio on the tactical channel assigned 
by the 911 Center as their primary communications.   
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The 911 Center can group the channels of assisting agencies together on the tactical 
channel for person-to-person communications.  The agencies that can be grouped together 
include: 

 
1. Forsyth County Fire Department 
2. Forsyth County Public Works Department; 
3. Forsyth County Court Services Department; 
4. Forsyth County Traffic Engineering Department;  
5. Cumming Police Department; and,  
6. Georgia State Patrol;  
7. Forsyth County Emergency Management 
8.  Contracted Emergency Medical Service 

 
Whenever other law enforcement agencies such as the Georgia State Patrol or military 
agencies are involved, an attempt shall be made to have law enforcement communications 
equipment assigned to each unit.  The assignment of equipment will be made through the 
CTOC Team. 
 
E. MONITORING AND RESPONDING TO PRIVATE SECURITY ALARMS 
 
The 911 Communications Center does not monitor private security alarms. However, the 
agency does respond to call received from private alarm companies that handle burglary and 
holdup alarms for businesses, financial institutions and private residences.  Calls received on 
these lines are handled and dispatched in accordance with the procedures in the Law 
Enforcement Radio Procedure Policy Manual. 
 
IV EMERGENCY MESSAGES 
 
Upon receipt of an emergency or death message call, the operator should obtain all the 
information he / she can regarding the emergency or deceased and the person to be notified.  
The following would be the minimum information acceptable: 
 

 Full and complete name (deceased and party to be notified); 

 Complete address (deceased and party to be notified); 

 Age (deceased and party to be notified); 

 Relationship; 

 Date, time, location and cause of death, or nature of emergency; 

 Full name, address, telephone number(s) and relationship (or position) of person 
requesting the contact; and 

 Physical and mental condition of person to be contacted. 
 
Write down all the information available and relay the information by phone to a superior 
deputy for handling. If a death message is received from another agency, the dispatcher 
should request a confirmation via teletype if possible. 
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V BACK-UP RESOURCES 
 
A.  RADIO SYSTEM 
 
It is unlikely that the Forsyth County radio system will ever fail given the numerous alternate 
power sources, however, the entire radio system is fully backed up by local base stations. 
 
B.  911 TELEPHONE SYSTEM 
 
In the unlikely event that the Forsyth County 911 telephone system fails, or reaches its 
capacity, all incoming 911 lines will be transferred to the Hall County 911 Center. 

 

C. ALTERNATE SOURCE OF ELECTRICAL POWER / EMERGENCY GENERATOR 
 
The 911 Communications Center’s alternate source of electrical power comes from a 350 
Kilowatt diesel generator located on the premises.  The generator will ensure electrical power 
for continuous operation of the following in the event of failure of the primary power source: 
 

 Entire 911 Communications Center, including air conditioning and heating; 

 Computer Room, including air conditioning and heating; 

 Detention Center, including air conditioning and heating; and 

 All exterior lighting of the Detention Center, limited interior lighting, electrical power at all 
outlets that are colored red and limited heating.  No air conditioning. 

 
The readiness of the generator is inspected weekly and tested monthly.  The responsibility of 
the maintenance and care of the generator rests with the 911 Communications Center 
director. 
 
VI CALL RECORDINGS / STORING OF TAPES 
 
All incoming E-911, non-emergency calls and all outgoing calls from the 911 
Communications Center will be recorded and capable of immediate playback in the event 
that the call was not clear and the caller is unable to repeat an emergency conversation.  
Additionally, all primary radio frequency traffic will be recorded. These recordings are an 
indispensable source for criminal and traffic investigations, internal investigations, training 
and audits, or the agency's service delivery system.  All recordings will be maintained for a 
minimum period of 120 days. Recorded DVDs may only be reviewed and copied upon the 
approval of the 911 Communications Center director or designee.  All recordings of radio 
transmissions or telephone communications will be done in the 911 Communications Center 
by communications personnel.   
 
All agency radio transmissions and emergency and non-emergency telephone conversations 
shall be recorded onto DVDs and stored within the 911 Communications Center in 
accordance with the Wygant Systems Operations Manual.   
 
Access to recordings shall be limited and available only through a specific procedural 
method. 
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All requests for 911 recorded information by Sheriff’s Office personnel should be submitted 
via email to the 911 Communications Records Custodian. 
 
Citizens in Forsyth County will also have toll-free access, 24-hours-a-day, from any pay 
telephone in the county.  Should any incoming 911 call be misdirected from another agency 
to Forsyth County, the 911 operator will immediately transfer such call to the proper agency 
via the 911 system transfer buttons provided on each console.  If the call is a non-emergency 
call, the caller will be directed to hang-up and call the Forsyth County Sheriff’s Office non-
emergency number (770-781-2222) for other assistance. 
 
The 911 Communications Center is equipped with the Enhanced 911 System.  The ability of 
citizens to telephone quickly and easily for emergency service is critical.  In addition, the 
Enhanced 911 System provides the address of the caller.   
 
The 911 emergency number is prominently displayed in the phone book, on all marked patrol 
vehicles, in public phone booths and on roadway signs. 
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I SUPPLY UNIT 

 
A.      RADIO INVENTORY PROCEDURE  
 

1.  All agency radios that have not been issued or installed in vehicles will be kept in 
inventory at the Supply Unit.  Supply Unit will record the serial number of each radio 
in inventory. 

 
2.  When a radio is uninstalled from a vehicle or when a portable radio is turned in to the 

Supply Unit, Supply will notify the Radio Group via email that the radio has been 
turned in.  The Radio Group is identified at the end of this memo.  The Supply Unit 
will obtain the serial numbers of each install/uninstall from the manager of the Fleet 
Department. 

 
3.  At the time a radio is turned in, the Supply Unit will make certain that IT “inhibits” the 

radio.  This applies to both mobile and portable radios. 
 

B.     RADIO INSTALLATION PROCEDURE  
 

1.  When a radio is installed in a vehicle or issued to an individual, the Supply Unit will 
notify the Radio Group and notify IT to program the radio.    

 
a.   IT will “flash” the proper template level into the radio.  
  
b. The Supply Unit will record the issuance of the portable radio, including the serial 

number, in the individual’s issued equipment record.  
 
c.  It will be the responsibility of the Supply Unit to see that each issued/installed radio 

is flashed with the correct programming. 
 
C.     VEHICLE REASSIGNMENT  
 
Whenever a vehicle is reassigned for any reason, e.g. from Precinct to Precinct or from 
supervisor to deputy or vice versa, an email must be sent to fcsoradiostatus@forsythco.com 
indicating the vehicle number and the vehicle’s new assignment. 
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D.    PERSONNEL REASSIGNMENT  
 
Anytime an employee is promoted or demoted, the affected employee must have his or her 
portable and/or mobile radio “flashed” with the correct radio template level. 
 
E.   RE-FLASHING OF RADIOS  
 
It is the responsibility of the Supply Unit to follow through to see that this procedure is followed on each 
radio.  When a radio is re-flashed the Supply Unit shall notify the Radio Group of the change via email at 
fcsoradiostatus@forsythco.com 

 

mailto:fcsoradiostatus@forsythco.com
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I DEALING WITH THE HEARING IMPAIRED  

A.  COMMUNICATING WITH THE HEARING IMPAIRED 

 It is the policy of the Forsyth County Sheriff’s Office to ensure that a consistently high 
level of service is provided to all community members, including those who are deaf or 
hard of hearing.  This agency has specific legal obligations under the Americans with 
Disabilities Act and the Rehabilitation Act to communicate effectively with people who are 
deaf or hard of hearing.  To carry out these policies and legal obligations, the agency 
instructs its employees as follows: 

1.   People who are deaf or hard of hearing are entitled to a level of service equivalent to 
that provided to other persons. 

2. The agency will make every effort to ensure that its employees communicate 
effectively with people who are deaf or hard of hearing. 

3.   Effective communication with a person who is deaf or hard of hearing involved in an 
incident; whether as a victim, witness, suspect, or arrestee; is essential in 
ascertaining what actually occurred, the urgency of the matter, and type of situation. 

4.  Various types of communication aids; known as “auxiliary aids and services;” are used 
to communicate with people who are deaf or hard of hearing.  These include use of 
gestures or visual aids to supplement oral communication; use of a notepad and pen 
or pencil to exchange written notes; use of an assistive listening system or device to 
amplify sound for persons who are hard of hearing; or use of a qualified oral or sign 
language interpreter. 

5.  The type of aid that will be required for effective communication will depend on the 
individual’s usual method of communication, and the nature, importance, and duration 
of the communication at issue. 

6.  In many circumstances, oral communication supplemented by gestures and visual 
aids or an exchange of written notes will be an effective means of communicating 
with people who are deaf or hard of hearing.  In other circumstances, a qualified sign 
language or oral interpreter may be needed to communicate effectively with persons 
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who are deaf or hard of hearing.  The more lengthy, complex, and important the 
communication, the more likely it is that a qualified interpreter will be required for 
effective communication.   

a.  If there has been an incident and the deputy is conducting witness interviews, a 
qualified sign language interpreter may be required to communicate effectively 
with someone whose primary means of communication is sign language.  A 
qualified oral interpreter may be required to communicate effectively with 
someone who has been trained to speech read (read lips). 

b.   If a person is asking a deputy for directions to a location, gestures or an exchange 
of written notes will likely be sufficient to communicate effectively. 

7.  To serve each individual effectively, primary consideration should be given to 
providing the type of communication aid or service requested by the individual.  
Deputies should find out from the person who is deaf or hard of hearing what type of 
auxiliary aid or service he or she needs.  Deputies should defer to those expressed 
choices, unless: 
 
a. There is another equally effective way of communicating, given the 

circumstances, length, complexity, and importance of the communication, as well 
as the communication skills of the person who is deaf or hard of hearing; or 

 
b.  Doing so would fundamentally alter the nature of the law enforcement activity in   

question   or would cause an undue administrative or financial burden; only the 
Sheriff or his designee may make this determination. 

c. The input of people who are deaf or hard of hearing who are involved in incidents 
is just as important to the law enforcement process as the input of others.  
Deputies must not draw conclusions about incidents unless they fully understand -
- and are understood by -- all those involved, including people who are deaf or 
hard of hearing. 

d. People who are deaf or hard of hearing shall not be charged for the cost of an 
auxiliary aid or service needed for effective communication.  

e. Authorization for the procurement of an auxiliary aid or service shall be at the 
discretion of the watch commander. 

8.  Employees may utilize the following auxiliary aids, when available, to communicate 
effectively: 

 Use of gestures; 
 Use of visual aids; 
 Use of a notepad and pen or pencil; 
 Use of a computer or typewriter; 
 Use of an assistive listening system or device; 
 Use of a teletypewriter (TTY); 
 Use of a qualified oral or sign language interpreter. 
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Deputies shall review and have a working knowledge of the publication Communicating 
with People Who Are Deaf or Hard of Hearing:  ADA Guide for Law Enforcement 
Officers.  This document reviews how officers should communicate effectively in the 
types of situations deputies will encounter.  

B. ON-CALL INTERPRETIVE SERVICES 

The agency will maintain a list of sign language and oral interpreting services that are 
available (on-call 24 hours per day) and willing to provide qualified interpreters as needed.  
Each of these services will be chosen after having been screened for the quality and skill of 
its interpreters, its reliability, and other factors such as cost.  This list will be maintained at the 
911 Center. 

A qualified sign language or oral interpreter is one who is able to interpret effectively, 
accurately, and impartially, both receptively and expressively, using any necessary 
specialized vocabulary.  Accordingly, an interpreter must be able to sign to the deaf 
individual (or interpret orally to the person who speech reads) what is being said by the 
deputy and be able to voice to the deputy what is being signed or said by the deaf individual.  
The interpreter must be able to interpret in the language the deaf person uses (e.g., 
American Sign Language or Signed English) and must be familiar with law enforcement 
terms and phrases.   

1. Because a qualified interpreter must be able to interpret impartially, a family member, 
child, or friend of the individual who is deaf may not be qualified to render the 
necessary interpretation because of factors such as professional, emotional, or 
personal involvement, or considerations of confidentiality.   

2.  Additionally, although a “qualified” interpreter may be certified, a certified interpreter is 
not necessarily “qualified,” if he or she is not a good communications match for the 
deaf person or for the situation.   For example; cases where the deaf person uses 
Signed English and the interpreter uses American Sign Language, or where the 
interpreter is unfamiliar with law enforcement vocabulary.  

C. TTY AND RELAY SERVICES 

In situations when a nondisabled person would have access to a telephone, employees shall 
provide persons who are deaf or hard of hearing the opportunity to place calls using a 
teletypewriter (TTY, also known as a telecommunications device for deaf people, or TDD).  
Agency employees are authorized to accept telephone calls placed by persons who are deaf 
or hard of hearing through the Telecommunications Relay Service.  
 

 

 

http://www.ada.gov/lawenfcomm.htm
http://www.ada.gov/lawenfcomm.htm
http://www.ada.gov/lawenfcomm.htm


 
 
 

CHAPTER TWO 

 
PERSONNEL 
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X
�R=�OD=CKD?BL=<DB;K?>VDG=@OC@=B>@>VD?G=C?E=PMG>?DGGDG=OCWD=IDK>@>QC@D=?DDEG=U;<=
DA@<C=ICJ=D?U;<BDQD?@=JO>BO=BC??;@=PD=<>KO@IL=pMG@>U>DE=CG=C=�;<GL@O=�;M?@L=
}x~t����uy�����~=DAFD?GDR==�OD<D=F;GG>PIDN=@OD=CKD?BL=J>II=CGG>G@=@ODGD=B>@>VD?G=>?=
I;BC@>?K=EDFM@>DG=JO;=EDG><D=@;=J;<n=@OD=p;PG=PL=?;@>UL>?K=EDFM@>DG=JO;=OCWD=
DAF<DGGDE=C=EDG><D=U;<=FC<@o@>QD=DQFI;LQD?@R===

=
�R=�OD=B;;<E>?C@;<=>G=MGMCIIL=CWC>ICPID=EM<>?K=?;<QCI=PMG>?DGG=O;M<GN=�;?ECL=@O<M=
�<>ECLR=

=
�R=TDFM@>DG=JO;=CFF<;CBO=;<=C<D=CFF<;CBODE=E><DB@IL=PL=C=F<;GFDB@>WD=DQFI;LD<=U;<=
FC<@o@>QD=DQFI;LQD?@=QCL=<DGF;?E=E><DB@IL=G;=I;?K=CG=@OD=DQFI;LQD?@=>G=
CFF<;WDE=>?=CEWC?BDR=�II=;@OD<=<D�MDG@G=U;<=FC<@o@>QD=ICJ=D?U;<BDQD?@=
DQFI;LQD?@=JO>BO=C<D=<DBD>WDE=PL=FO;?DN=QC>I=;<=>?=FD<G;?=J>II=PD=E><DB@DE=@;=@OD=
�DB;?EC<L=�QFI;LQD?@=�;;<E>?C@;<R=�OD=B;;<E>?C@;<=J>II=B;;<E>?C@D=C?L=
>?B;Q>?K=DA@<C=p;P=<D�MDG@G=PL=MG>?K=C=UC><=C?E=>QFC<@>CI=GLG@DQR=

=
�R=�A@<C=TM@L=<D�MDG@=GBODEMIDG=GO;MIE=PD=F;G@DE=;?=@OD=CFF<;F<>C@D=GF<DCEGODD@=
�s��~ty�s��w~�ys|ywx~y�}�y�t��~ys�ywx~y�s��{w~ty|~w�st ¡y�OD=�DB;?EC<L=
�QFI;LQD?@=B;;<E>?C@;<=J>II=?;@>UL=EDFM@>DG=;U=CWC>ICPID=p;PG=W>C=B;M?@L=DQC>IR=
TDFM@>DG=J>GO>?K=@;=U>II=@OD=p;P=J>II=B;?@CB@=@OD=B;;<E>?C@;<=J>@O=@OD><=<D�MDG@GR=
TDFM@>DG=C<D=<DGF;?G>PID=U;<=J;<n>?K=@OD=p;PG=@ODL=OCWD=<D�MDG@DER=�M<@OD<N=
EDFM@>DG=C<D=<DGF;?G>PID=U;<=U>?E>?K=C=<DFICBDQD?@=GO;MIE=@ODL=PD=M?CPID=@;=UMIU>II=
@OD><=<D�MDG@R=

=
¢R=�OD=�;;<E>?C@;<=GOCII=OCWD=@OD=CM@O;<>@L=@;=CEpMG@=@OD=?MQPD<=;U=CGG>K?QD?@G=
QCED=CWC>ICPID=@;=DCBO=>?E>W>EMCI=EDFM@L=PCGDE=MF;?=@OD=@;@CI=?MQPD<=;U=DA@<Co
EM@L=CGG>K?QD?@G=CWC>ICPIDR=TDFM@>DG=GOCII=?;@=PD=CII;JDE=@;=FC<@>B>FC@D=>?=Q;<D=



�����������	���
�������	��	����������������������������������������������������������������������������������������������� ��

!"#$%&'('))$!*+,-./01$2345,13*-6� � � 7�89�:�

�

;<=>?@AB=C>DB>@@EF<;BGD@<AAB>HHIEJ<;BKLB=C<BMEEI;?D>=EIBEIBC?AB;<A?ND<<OBB
P<HG=?<ABJ?E@>=?DNB=C?ABA<Q=?EDBAC>@@BK<B;<D?<;B=C<BEHHEI=GD?=LBREIB>QQ<H=?DNB<S=I>T
;G=LB<UH@ELU<D=BHEA?=?EDAOBVC?ABAC>@@B?DQ@G;<B;<HG=?<ABFCEBR>?@B=EBFEIWB;<=>?@ABEDB
XYZ[\]̂]_̀\_YaX]̂]YX]Yb̀_̀cd̂\̀bYaeY_f̀Yb̀gh_̂̀]iYb̂ĵ]̂[\YZ[ddX\b̀cY[cYf̂]Y
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I WORKPLACE HARASSMENT 
 
A. Workplace Harassment Defined 
 
It is the Forsyth County Sheriff’s Office policy to provide a professional work place 
environment for all members of the agency. To that end the agency looks to prohibit 
harassment in the workplace and to provide a means by which harassment can be properly 
reported, including a means by which it can be reported if the offending party is in the 
complainant’s chain of command.  The agency is committed to investigating all reported 
complaints fairly and impartially and, when appropriate to take appropriate corrective actions.   
 
The term harassment, includes a wide range of behaviors of a disturbing, threatening and or 
offensive nature which has the purpose or effect of unreasonably interfering with an 
employee’s work performance; or affects an employee’s employment opportunities or 
compensation. It also includes improper behaviors associated with or based on a person’s 
race, color, national origin, religion, sex, disability, age, veteran status, citizenship, sexual 
orientation, genetic information, uniformed service status, pregnancy, childbirth or related 
medical conditions or other protected group status.  
 

Sexual harassment is a form of harassment based upon sex. Sexual harassment and same 
sex harassment is a form of workplace harassment which is unsolicited offensive behavior 
involving sexual overtures or conduct, either verbal or physical. It refers to behavior or a 
series of behaviors that is unwelcome, and/or personally offensive, which may lower morale 
and/or disrupts the working environment. 
 
It may include unwelcome sexual advances, requests for sexual favors, and other verbal or 
physical conduct of a sexual nature. Such may also include behaviors which require 
submission to such conduct either explicitly or implicitly as a condition of employment, as a 
basis for employment decisions or for the purpose or effect of unreasonably interfering with 
an individual’s work performance. Unwanted intentional physical contact of a sexual or 
suggestive nature, such as touching, pinching, patting, grabbing, kissing, brushing, or poking 
of another person’s body, regardless of the gender of the individuals involved 
 
Offensive pictures, drawings, posters, reading materials, calendars, photographs or other 
physical objects, or communications, including e-mail, that are sexually suggestive, sexually 
demeaning or pornographic.  
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Any conduct of a sexual nature that has the purpose or effect of unreasonably interfering with 
an individual’s work performance and/or conduct that creates an intimidating, hostile or 
offensive working environment 
 
It is important to note that conduct may be offensive to people who happen to overhear or 
see the behavior, even if it is not directed at them.  Employees and supervisors must be 
vigilant to prevent these situations which may be witnessed by third parties, even if no 
complaint is made. 
 
Where interactions involve employees and supervisory employees the term “sexual 
harassment” may include, but is not limited to, any of the following: Offensive sexual 
remarks, sexual advances or requests for sexual favors regardless of the gender of the 
individuals involved, inappropriate touching, threatening reprisals for an employee’s refusal 
to respond to requests for sexual favors. disciplining or retaliating against any individual in 
any way because he or she has resisted, reported or complained about sexual harassment 
preferential treatment, or the promise of preferential treatment for engaging in sexual 
conduct. Suggesting or inferring to any employee supervisor or Elected Sheriff (or applicant 
for any such position) that his or her employment, advancement, or treatment will be affected 
in any way by entering into (or refusing to enter into) any form of personal or sexual 
relationship. 
 
Either men or women may be violators or victims of actionable workplace sexual or same sex 
harassment, unwanted or unlawful conduct, or discrimination. 
 
 
B. PROCEDURES 
 

1.  It is intended that agency policies apply to all those who are directly involved in the 
workplace environments under the jurisdiction of the agency including employers, 
employees, contractors and volunteers.  Individuals who violate policy prohibiting 
actionable workplace harassment, are subject to disciplinary action up to and 
including termination. 

 
2.  In addition to employees, these standards are applicable to persons not employed by 

the agency but who may have business at any of the several offices or facilities of the 
Sheriff’s Office.  Thus, vendors, contractors, or other individuals who have business 
with the agency are prohibited from creating a sexually hostile work environment for 
employees.  Any member who witnesses such conduct, especially supervisors, shall 
take corrective action immediately. 

 
C. REPORTING HARASSMENT COMPLAINTS 
 
The agency prohibits the condoning of or perpetuating the conduct of those employees who 
display such behavior.  Therefore, it is the Sheriff’s Office intent to provide a means for 
reporting and resolving complaints of actionable workplace harassment.   
 
If the offensive behavior is such that the offended party believes it should be reported then, 
he/she should inform the supervisor, unless the complaint is against the supervisor, in which 
case employees should make the complaint to that supervisor’s superior.  In order for the 
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Sheriff’s Office to effectively deal with the problem, employees must report such offensive 
conduct or situation. If the employee does not feel comfortable reporting the situation via his 
or her chain of command, he or she may file a complaint directly with one or more of the 
following, as the employee deems appropriate:  
 
Any supervisor in the complainant’s chain-of-command.  Complaints will be forwarded to the 
Chief Deputy by the supervisor within 24 hours of receipt.  The complaint will be assigned to 
the Internal Affairs Unit for investigation.  Findings will be reported to the employee’s Bureau 
Commander, the Chief Deputy and the Sheriff. 

 
If the employee does not feel comfortable reporting the situation via his or her chain of 
command, he or she may file a complaint directly with the Internal Affairs Unit.  Internal 
Affairs will notify the Chief Deputy of the complaint as soon as possible.  Within 72 hours 
after receiving the initial complaint, a briefing will be held to update the employee’s Bureau 
Commander, the Chief Deputy and the Sheriff, or his designee, on the status of the 
investigation.  A determination will be made concerning whether personnel action is desired 
during the course of the investigation. 
 
The Internal Affairs Unit shall be responsible for reviewing all internal complaints of 
workplace harassment.  This review will be conducted by the Internal Affairs Unit to assess 
the nature, validity and seriousness of the situation. 
 
Where it is determined that possible criminal acts, such as sexual assault, may be involved, 
appropriate administrative and criminal investigatory procedures will take precedence.  All 
investigations and corrective actions under this policy shall be in addition to, and secondary 
to, such criminal investigations 
 
Anti-discrimination laws prohibit harassment against individuals in retaliation for filing a 
discrimination charge, testifying, or participating in any way in an investigation, proceeding or 
lawsuit under these laws; or opposing employment practices that they reasonably believe 
discriminate against individuals, in violation of these laws.  
  
Retaliation against an employee by any person under the Forsyth County Sheriff’s Office 
control for opposing workplace harassment, for filing a bona fide complaint of workplace 
harassment, or for providing information in good faith regarding another employee’s 
complaint shall be grounds for immediate disciplinary action. 
 
Where the results of an investigation reveal that a complaint of unlawful harassment is wholly 
frivolous or groundless, the employee having made such complaint may be subject to 
disciplinary action, up to and including dismissal. 
 
 
D. RESPONSIBILITIES 
 

1.   Employee Responsibilities 
 

Employees have a responsibility to conduct themselves in an appropriate manner and 
will act responsibly to maintain a pleasant working environment, free of discrimination, 
allowing each employee to perform to his or her maximum potential. 
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2.   Complainant Responsibility 
 

Complainants have a responsibility to make an objection to the offender and report 
sexual harassment through the agency chain of command and pursue their complaint 
to a higher authority if not satisfied with the response of anyone in their chain of 
command.  Complainants must keep their complaints in management channels and 
not discuss such complaints with other employees. 
 

3.   Supervisory Responsibilities 
 

Supervisors have a responsibility to act promptly and affirmatively when they observe 
behavior that violates this policy, and/or when they receive complaints of workplace 
harassment.  Each agency supervisor is responsible for ensuring that his or her 
workplace is free of unlawful harassment and discrimination.  These responsibilities 
include: 

 
a.  Reviewing agency policies and procedures concerning workplace harassment and 

discrimination with all employees. 
b. Assuring employees they need not endure insulting, degrading, or exploitive 

treatment of any nature. 
c.   Informing employees of their right to file a complaint for offensive conduct. 
d.  Assuring employees that such investigations will be handled in accordance with 

applicable confidentiality provisions. 
e.  Notifying the appropriate division director of all complaints received and actions 

taken relating to the complaint. 
f.  The division director will, in turn, notify the Chief Deputy of all complaints received 

and actions taken related to the complaint. 
 

All complaints will be investigated promptly, impartially, and discreetly and, upon 
completion of the investigation, the appropriate parties will be notified immediately of 
the findings. 

        
E. CONSEQUENCES OF HARASSMENT 
          

1.  The complainant’s Bureau Commander, with approval of the Chief Deputy or the 
Sheriff, may take any of the following actions to ensure that the investigation can 
proceed without conflict between the parties: 

 
a. Issue written orders to the involved parties to avoid contact pending the 

investigation. 
b. Have all parties remain in their current assignments pending the investigation, if 

appropriate. 
c. Detach one or more of the involved parties to a different assignment to improve 

the working environment pending the investigation. The complainant will not be 
reassigned unless exigent circumstances exist and approval has been granted by 
the Chief Deputy or the Sheriff.  If the complainant submits an unsolicited request 
for transfer, it will be considered. 

d.   Place the accused party(s) on temporary administrative leave until the investigation 
has   progressed to a point where the complainant’s Bureau Commander can 
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determine the best course of action to take regarding assignment of the involved 
parties. 

 
2.  Any employee found to have committed actionable workplace harassment while 

employed by the agency shall be subject to disciplinary sanctions ranging from a 
written reprimand up to and including dismissal.   
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^
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~c~ycîef̂abĉsbcikfftĵre~~h̀ĝsahff̂h̀ĝĥsbcikfftĵuffkvĉvbhophk̀̂ wkpp̂yĉ
oicjc̀a|̂̂̂

^
�|̂_f̂abĉicjkgc̀vĉkĵ̀ eâwkabk̀̂ichjèhypĉgikdk̀x̂gkjah̀vc�̂abĉhxc̀vn̂wkpp̂ic�lcjâabĉ
jcidkvcĵef̂abĉpevhp̂phŵc̀feivc~c̀âhxc̀vn̂k̀̂abĉhooieoikhaĉmlikjgkvakè âê~h�ĉ
abĉ̀ eakfkvhakè|̂�bc̀ âbkĵkĵabĉvhjc�̂abkĵhxc̀vn̂wkpp̂haac~oâaê~h�ĉhiih̀xc~c̀aĵ
aêc̀hypĉjk~lpah̀celĵacpcobèĉvèahvâk̀̂abĉcdc̀âabĉfh~kpn̂wkjbcĵaêahp�̂aê
~c~yciĵfie~̂abkĵhxc̀vn|̂

^
�|̂�ĵjeè ĥĵfh~kpn̂~c~yciĵjcĉ~c~yciĵfie~̂phŵc̀feivc~c̀âhxc̀vkcĵhâabckî
icjkgc̀vc�̂abcn̂wkpp̂eydkeljpn̂jc̀jĉabhâje~cabk̀x̂kĵaciikypn̂wièx|̂̂ �j�̂aêyĉ
hg~kaacĝaêabĉicjkgc̀vĉihabcîabh̀ ĝcpkdcîabĉ̀ eakfkvhakè ề âbĉgeeijaco|̂

^
�|̂}in̂aêxhabcîhpp̂~c~yciĵk̀̂abĉicjkgc̀vĉh̀ĝbhdĉabc~̂jchacĝwbc̀ ôejjkypc|̂
^
�|̂_f̂abĉc~opencĉbhĵhpichgn̂gkcg�̂~h�ĉabhâvpchîaêabĉfh~kpn̂k̀̂ abĉ~ejâ
ve~ohjjkèhaĉwhn|̂̂�ewcdci�̂gê èâxkdĉabc~̂ fhpjĉbeoĉkf̂abĉc~opencĉbhĵ
hpichgn̂ohjjcĝhwhn|̂

^
�|̂�câabĉfh~kpn̂�̀eŵhĵ~lvb̂ef̂abĉjocvkfkvĵef̂abĉk̀vkgc̀âhĵoejjkypc�̂bewcdci�̂gê

èâicphn̂wbhâ~hn̂yĉjocvlphakè �̂̂mljâabĉfhvaj|̂

^ �

�GH�FMIGF�DD�������������� ¡�¢��¡£¤¢ ¥�
� �¦�§̈ ©��ª��«�¬�¥���

cjvk̀gj®�~c̀gjẑ̂̂^̂

f̄fcvakdĉ�hacẑ qcyilhin̂��̂�°��̂

re~~kaacĉcdkcŵ�̂�hacẑ uvaeycî�°��̂

cphacĝ±epkvn²j³ẑ ^

�labeiḱcĝynẑ̂ sbcikff̂è �̂|̂qicc~h̀^

^
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B
CDBEFBGHFGIHFJBKLHBMNFBOLPPLQBHFIOMRLQSBMLBOIMISMHLGNROBQFTSUBNVSMFHRIWBRHHIMRLQIXB
YFNIZRLHWBFMODBIQJBIOMBOLPGISSRLQIMFXVBIQJBIOOLHJRQ[XVWBG\HS\IQMBMLBMHIRQRQ[BRQBOHRSRSB
RQMFHZFQMRLQDB

B
]̂DB_KBMNFBKIPRXVBTRSNFSBMLB[LBMLBMNFBNLSGRMIXWBIQBI[FQOVBFPGXLVFFBTRXXBGHLZRJFB

MHIQSGLHMIMRLQBKLHBMNFPDBB_MBRSBNR[NXVBHFOLPPFQJFJBMNIMBMNFVBQLMBJHRZFBMNFPSFXZFSBMLB
MNFBNLSGRMIXDBB̀NL\XJBMNFHFBYFBSFHRL\SBHFSRSMIQOFBIQJBMNFBKIPRXVBRQSRSMSBLQBJHRZRQ[WBIQB
I[FQOVBFPGXLVFFBSNL\XJBIOOLPGIQVBMNFPBRQBMNFRHBOIHDB

B
]]DBaMBIQVBGLRQMBMNFBKIPRXVBRSBHFb\RHFJBMLBYFBIMBMNFB̀NFHRKKcSBLKKROFBNFIJb\IHMFHSWBLHBIQVB

LMNFHBXLOIMRLQBMLBPFFMBTRMNBdL\QMVBLKKRORIXSWBI[FQOVBPFPYFHSBTRXXBMHIQSGLHMBMNFPDB
B
]eDB̀ NL\XJBMNFBKIPRXVBHFSRJFBL\MBLKBMLTQBLHBL\MBLKBSMIMFWBMNFBI[FQOVBSNIXXBIHHIQ[FB

IGGHLGHRIMFBPFIQSBLKBMHIQSGLHMIMRLQBKLHBMNFPBfOIHWBIRHWBMHIRQWBY\SWBFMODgB
B
]hDBijklmnopjqorstumvowqoxqyluxqnopkozpsvou{opk|{orkxos{oq}pq{nqnoputq~opjqoijqxurr�zo�KKROFB

TRXXBGXIOFBMNFPBRQBIBQFIHYVBNLMFXBLHBIHHIQ[FBIXMFHQIMFBXLJ[RQ[BKLHBMNFPDB
B
aDB à _̀̀�_��B���B�a�_��Ba�B���B��̀ �_�a�B
B
aBJFG\MVBTRXXBYFBISSR[QFJBYVBMNFBHIQ�RQ[BLKKROFHBMLBIOMBISBMNFB�PFH[FQOVB�LLPB�RIRSLQB
f���gDBB�NRSBJFG\MVBTRXXBOLLHJRQIMFBISSRSMIQOFBMLBPFFMBMNFBQFFJSBLKBMNFBKIPRXVWBISBTFXXBISB
SFHZRQ[BMLBGHLZRJFBPFJROIXBRQKLHPIMRLQBISBSLLQBISBRMBRSBIZIRXIYXFDBB
B
_MBRSBRPGLHMIQMBMNIMBRKBMNFBKIPRXVBTRSNFSBMLBZRSRMBMNFBFPGXLVFFBIMBIQVBMRPFWBMNIMBTRSNBTRXXBYFB
NLQLHFJDBB�NRSBRSBOHRMROIXXVBRPGLHMIQMBMLBMNFBKIPRXVWBFSGFORIXXVBRKBMNFBFPGXLVFFBNISBQLMBJRFJDB
�NFB���BTRXXBJLBMNFBYFSMBMNFVBOIQBMLBGHFGIHFBIQJBF�GXIRQBMLBMNFBKIPRXVBTNIMBMNFVBIHFBIYL\MBMLB
SFFB\GLQBFQMFHRQ[BMNFBHLLPDBB�NFB���BTRXXBIOOLPGIQVBMNFBKIPRXVBRQMLBMNFBHLLPBRKBMNFBQFFJB
IHRSFSBLHBMNFVBHFb\FSMBRMDBB̀NL\XJBMNFBKIPRXVBTRSNBMLB[LBIXLQFWBMNIMBHFb\FSMBTRXXBYFBNLQLHFJWB
NLTFZFHWBPFJROIXBSMIKKBTRXXBYFBIS�FJBKRHSMDB
B
_KBMNFBKIPRXVBTRSNFSBMLBSFFBMNFBYLJVBLKBMNFBJFOFISFJWBMNRSBHFb\FSMBSNL\XJBIXSLBYFBNLQLHFJDBB_MB
RSBRPGLHMIQMBMNIMBTFBHFIXR�FBMNIMBMNRSBOIQBYFBIQBRPGLHMIQMBGIHMBLKB�OXLS\HF�WBIQJBTNRXFBRQRMRIXXVB
\GSFMMRQ[WBRMBTRXXBXR�FXVBNIZFBIBXLQ[�MFHPBOLPKLHMRQ[BFKKFOMDBB̀\HZRZLHSBNIZFBMLXJBOL\QSFXLHSBMNIMB
�\SMBYVBML\ONRQ[BMNFBYLJVBLKBMNFRHBXLZFJBLQFWBFRMNFHBGHRLHBMLBLHBIKMFHBJFIMNWBNFXGFJBMNFPBK\XKRXXBIB
QFFJDBB_MBRSBIB[LLJBRJFIBMLBQLMBYFBLZFHXVBGHLMFOMRZFBLKBMNFBKIPRXVBJ\HRQ[BMNRSBGNISFDB
B
aHHIQ[FPFQMSBSNIXXBYFBPIJFBMLBMHIQSGLHMBMNFBKIPRXVBPFPYFHSBYIO�BMLBMNFRHBHFSRJFQOFSBLQOFB
MNFVBNIZFBOLQOX\JFJBMNFRHBZRSRMIMRLQBIMBMNFBNLSGRMIXDBB�HRLHBMLBJFGIHMRQ[WBMNFB���BTRXXBPFFMBMNFB
NLSGRMIXBSMIKKBMLBFQS\HFBMNIMBIXXBPFJROIXBYRXXSBIHFBSFQMBJRHFOMXVBMLBMNFB�LHSVMNBdL\QMVBijqxurr�zo
�KKROFDBBB�
B
EDB ��a��_��B��̀ ���̀ _E_�_�_�̀ Ba��Bd����_�a�_��B���B�����a�B
B
�NFBdNRFKB�FG\MVBSNIXXBISS\PFBOLPPIQJBIQJBHFSGLQSRYRXRMVBKLHBMNFBLZFHIXXBGXIQQRQ[BLKBMNFB
K\QFHIXBSFHZROFDBBaSBSLLQBISBGHIOMROIXWBMNFBdNRFKB�FG\MVBSNIXXBPFFMBTRMNBNRSBOLPPIQJBSMIKKBMLB
JFXF[IMFBSLPFBLKBMNFSFBHFSGLQSRYRXRMRFSDBB_QBGXIQQRQ[BIQJBOLLHJRQIMRQ[BMNFBK\QFHIXBIQJBY\HRIXB
SFHZROFSWBMNFBKLXXLTRQ[BIHFISBTRXXBYFBOLQSRJFHFJ�B
B
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BCDEEFGHIJKHICFLCMHCGHNGOKHICNFJJMHOKPQCGLCHFICRGJSKTLC
BCDEEFGHIJKHICFLCIRKCUMJGTVCWGMGSFHCXKEYIVCZUWX[C
BCDSSG\HJKHICFLCIRKCUFPSVIRC]FYHIVĈRKPGLL_SC̀LLGNKCaFHFPCbYMPOC
BCDSSG\HJKHICFLCIRKCcKOGMCdKTMIGFHSCeHGICFPCfYgTGNChHLFPJMIGFHC̀LLGNKPC
BCDEEFGHIJKHICFLCMCWFNMTCWF\GSIGNSC̀LLGNKPCIFCNFFPOGHMIKCIPMLLGNQCNFJJYHGNMIGFHSQC
SEKNGMTCMNIGiGIGKSQCiKRGNTKCFPCKjYGEJKHICPKHIMTSQCKINkC

BCDEEFGHIJKHICFLCMClPMiKTCWF\GSIGNSC̀LLGNKPCIFCNFFPOGHMIKCFYImFLmIFnHCMPPMH\KJKHISQC
IPMiKTCMPPMH\KJKHISQCiKRGNTKCFPCKjYGEJKHICPKHIMTSQCKINkC

BCDEEFGHIJKHICFLCMCoKHKLGISC]FFPOGHMIFPC
C
pkCCdKSEFHSGgGTGIGKSCFLCIRKCUMJGTVCWGMGSFHCXKEYIVC
C
lRKCUMJGTVCWGMGSFHCXKEYIVCZUWX[CnGTTCFHTVCMNICGHCIRKCPFTKCFLCqUMNGTGIMIFPqCgKInKKHCIRKC
LMJGTVCMHOCIRKCD\KHNVCMHOCnGTTCHFICgKCGHCMCOKNGSGFHmJMrGH\CEFSGIGFHkCClRGSC
MEEFGHIJKHICGSCMCNPGIGNMTCMSSG\HJKHIkCChOKMTTVQCIRKCOKEYIVCSRFYTOCrHFnCIRKCOKNKMSKOC
KJETFVKKCMHOCgKCMnMPKCFLCIRKCLMJGTVCPKTMIGFHSRGESkCChICGSCKjYMTTVCGJEFPIMHICIRMICIRKC
OKEYIVCHFICgKCSFCKJFIGFHMTTVCGHiFTiKOCnGIRCIRKCTFSSCIRMICRKCsCSRKCnFYTOCgKNFJKC
GHKLLKNIGiKkCC

C
hLCHFICMTPKMOVCMSSG\HKOCFHKQCIRKCUWXCnGTTCgKCGJJKOGMIKTVCGSSYKOCMCEM\KPCMHOCsCFPC
tuvvwvxyz{|}~uz�}z�~�wyuz�|uyuz��zx~z���u��x�uzv�~uz}�zt}��w~�tx��}~z���|z�|uz�|uy�����z
FLLGNKCMHOCIRKCLMJGTVkCCC

C
lRKCUWXCnGTTCJKKICnGIRCIRKCLMJGTVCMHOCK�ETMGHCRGSCsCRKPCPKSEFHSGgGTGIGKSkCClRKCUWXCSRMTTC
rHFnCMTTCGHLFPJMIGFHCNFHNKPHGH\CIRKCOKMIRCMHOCNFHIGHYGH\CGHiKSIG\MIGFHCIFCMHSnKPCMHVC
jYKSIGFHSCLPFJCIRKCLMJGTVkCClRKCUWXCnGTTCgKCNFHSIMHITVCMiMGTMgTKCIFCIRKCLMJGTVC
IRPFY\RFYICIRKCOYPMIGFHCMHOCnGTTCKHSYPKCIRMICIRKCHKKOSCFLCIRKCLMJGTVCnGTTCMTnMVSCNFJKC
gKLFPKCIRKCnGSRKSCFLCIRKCM\KHNVkC

C
�kCCCdKSEFHSGgGTGIGKSCFLCIRKCUFPSVIRC]FYHIVĈ|uy�����C̀LLGNKCaFHFPCbYMPOC

C
ClRKCaFHFPCbYMPOCnGTTCgKCMSSG\HKOCIFCRMHOTKCIRKCOYIGKSCPKTMIKOCIFCIRKC\YMPOGH\CMHOC
KSNFPIGH\CFLCIRKCXKEYIV_SCgFOVQCEFSIGH\CNFTFPSQCEMTTgKMPKPCOYIGKSQCLMJGTVCKSNFPICMHOC
LTM\CLFTOGH\CNKPKJFHGKSkC

C
�kCCdKSEFHSGgGTGIGKSCFLCIRKCcKOGMCdKTMIGFHSCeHGICFPCfh̀C
C
�|uz�}y���|z�}w~��z�|uy�����z����tuz�u��xz�uvx��}~�z�~��z}yz���z��vvz�uz�}z|x~�vuz�|uz
OYIGKSCFLCPKTKMSKCFLCGHLFPJMIGFHCIFCIRKCEYgTGNkCChHCJFSICNMSKSQCIRKCfh̀CnGTTCRMHOTKCIRKC
PKTKMSKCFLCGHLFPJMIGFHCPKTMIKOCIFCIRKCLYHKPMTCMPPMH\KJKHISCMHOCTGJGIKOCPKEFPISCFHCIRKC
EPF\PKSSCFLCIRKCGHiKSIG\MIGFHkCC

C
hHCIRKCKiKHICIRKCOKMIRCGSCPKTMIKOCIFCMCNPGJGHMTCMNIQCIRKCTMnCKHLFPNKJKHICM\KHNVC
NFHOYNIGH\CIRKCGHiKSIG\MIGFHCnGTTCHFPJMTTVCRMHOTKCIRKCPKTKMSKCFLCGHLFPJMIGFHCPKTMIKOCIFC
IRKCNMSKkClRKĈRKPGLL_SC̀LLGNKCfh̀CnGTTCnFPrCNTFSKTVCnGIRCIRKCFIRKPCM\KHNV_SCfh̀CIFC
KHSYPKCGHLFPJMIGFHCGSCPKTKMSKOCGHCMCNFFPOGHMIKOCKLLFPIQCnGIRCHFCNFHIPMOGNIGFHSkC

C
DICIRKCnGSRKSCFLCIRKCLMJGTVQCIRKCfh̀CJMVCPKEPKSKHICIRKCLMJGTVCOYPGH\CIRKCPKTKMSKCFLC
GHLFPJMIGFHCFHCIRKGPCgKRMTLkC
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B
CDBBEFGHIJGKLKMKNKFGBIOBNPFBQIRSMBQITKGNKRGBUOOKRFVB
B
WXYZ[\]̂̂_̀Xâ̂]b[X[cdeaf[[Xg]eeXh[Xidda]jk[lXìXiXeam]̀k]b̀Xâ̂]b[\XkaXbaa\l]jik[X[n[jk̀X
opqroosBNPSNBSVFBVFMSNFtBNIBNPFBGFNuHBSJtBIHFVSNKIJBIOBNPFBOuJFVSMBtFNSKMDBBvPFGFBtuNKFGB
KJRMutFwBLuNBSVFBJINBMKxKNFtBNIyB

B
z{r||}q~|op�yB�MSJJKJTBNVSOOKRBVIuNFGBIOBNPFBOuJFVSMBHVIRFGGKIJwBHSV�KJTBIOBMS�B
FJOIVRFxFJNB�FPKRMFGwBGNSTKJTBSVFSGwBKJNFVGFRNKIJBRIJNVIMwBFNRDB
B
�p����}qr�}p��yB��SMuSNKJTBSJtBHMSJJKJTBRIxxuJKRSNKIJGBLFOIVFwBtuVKJTwBSJtB
KxxFtKSNFM�BSONFVBNPFBF�FJNDB
B
���q}ro~�q�}�}�}���BB�IIVtKJSNKIJBIOBS�KSNKIJBSGGKGNSJRFwBTuJBGSMuNFwBNSHGwBFNRDBB
B
���~�{{r��������yB�IIVtKJSNKIJBIOBSJ�BGHFRKSMBJFFtGBVFMSNFtBNIB���~SNNFJtSJRFwB
GuRPBSGBHSV�KJTwBGFSNKJTwBFNRDB
B
���}qo�~�~���}�����yB�IIVtKJSNKJTBJFFtGBOIVBGHFRKSMB�FPKRMFGB�HSGGFJTFVB�SJGwB
PSJtKRSHBSRRFGGB�FPKRMFG�BSJtBSJ�BF�uKHxFJNBVFJNSMGBNPSNBxS�BLFBJFRFGGSV�DB
 

¡DBBEFGHIJGKLKMKNKFGBIOBNPFBvVS�FMBQITKGNKRGBUOOKRFVBB
B

¢JBSTFJR�BFxHMI�FFB�KMMBLFBSHHIKJNFtBSGBSBMITKGNKRGBIOOKRFVBNIBRIIVtKJSNFBF�FJNGB
p���}£�BIOB¤IVG�NPB�IuJN�BNPSNBSVFBVFMSNFtBNIBNPFBGFNuHBSJtBIHFVSNKIJBIOBNPFBOuJFVSMB
tFNSKMDBBvPFGFBtuNKFGBKJRMutFwBLuNBSVFBJINBMKxKNFtBNIyB

B
z{r||}q~|op�yB�MSJJKJTBNVSOOKRBVIuNFGBIOBNPFBOuJFVSMBHVIRFGGKIJBNIBNPFBMIRSNKIJBSJtB
HSV�KJTBIOBMS�BFJOIVRFxFJNB�FPKRMFGDB
B
�p����}qr�}p��yB��SMuSNKJTBSJtBHMSJJKJTBRIxxuJKRSNKIJGBtuVKJTBNVS�FMBVIuNFB
SJtBuHIJBSVVK�SMBSNBNPFBtFGNKJSNKIJDB
B
���q}ro~�q�}�}�}��yB¢GGKGNKJTB�KNPBRIIVtKJSNKJTBS�KSNKIJBSGGKGNSJRFwBTuJBGSMuNFwB
NSHGwBFNRDBSNBNPFBtKGNSJNBMIRSNKIJDBB
B
���~�{{r��������yB�IIVtKJSNKIJBIOBSJ�BGHFRKSMBJFFtGBVFMSNFtBNIB���BSNNFJtSJRFB
SNBNPFBtKGNSJNBMIRSNKIJwBGuRPBSGBHSV�KJTwBGFSNKJTwBFNRDB
~
���}qo�~�~���}�����yB�IIVtKJSNKJTBJFFtGBOIVBGHFRKSMB�FPKRMFGB�HSGGFJTFVB�SJGwB
PSJtKRSHBSRRFGGB�FPKRMFG�BSJtBSJ�BF�uKHxFJNBVFJNSMGBNPSNBxS�BLFBJFRFGGSV�DB
B
¥p£�}��~�~¦�ro�yB�IIVtKJSNKJTB�KNPBSVFSBPINFMGBSNBNPFBtKGNSJNBMIRSNKIJBNIBFJGuVFB
NPFBLFGNBSJtBMI�FGNBHVKRFtBSRRIxxItSNKIJGBOIVBNPFBSTFJR�BSNNFJtFFGDB�OBxFSMGB
SVFBJINBHSKtBtKVFRNM�BL�BNPFB¤IVG�NPB�IuJN�BYZ[\]̂̂_̀X§̂ ]̂b[wBNPKGBHFVGIJB�KMMBSGGKGNB
KJBRIMMFRNKJTBVFRFKHNGBSJtBKJBSVVSJTKJTBVFKxLuVGFxFJNDB
B
�}{~z{r��oyB̈ PIuMtBKNBLFRIxFBJFRFGGSV�BNIBOM�BOSxKM�BxFxLFVGBIVBSTFJR�B
VFHVFGFJNSNK�FGBNIBSJINPFVBtFGNKJSNKIJwBNPKGBHFVGIJB�KMMBJFTINKSNFB�KNPBSKVMKJFB
VFHVFGFJNSNK�FGBNIBILNSKJBNKR�FNKJTBSNBNPFBMI�FGNBHIGGKLMFBHVKRFDB
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B
CDBBEFGHIJGKLKMKNKFGBIOBNPFBQFJFOKNGBRIISTKJUNISV
B
WPFBQFJFOKNGBRIISTKJUNISBXKMMBLFBSFGHIJGKLMFBOISBUSSUJYKJYBSFGFUSZPBUJTBOKMKJYBIOBUMMB
LFJFOKNGBT[FBNPFBG[S\K\ISGDBBWPFBQFJFOKNGBRIISTKJUNISBGPUMMBLFBSFGHIJGKLMFBOISBOKMKJYBUMMB
JFZFGGUS]BHUHFSXIŜBUJTBOIMMIXKJYB[HBXKNPBNPFBOU_KM]BNIBFJG[SFBNPUNBNPFBG[S\K\ISGB
PU\FBSFZFK\FTBNPFKSBLFJFOKNGDB

`
RDB abccdEWBedEBWfgBehijklBmbEjnoBWfgBebngEhkB
B
WPFBeU_KM]BkKUKGIJBmFH[N]BpekmqBKGBUBZSKNKZUMBUGGKYJ_FJNDBBWPFBekmBXKMMBLFBG[HHISNK\FBIOBNPFB
OU_KM]BT[SKJYBNPFBO[JFSUMBUJTBXKMMBLFBSFGHIJGKLMFBOISBPUJTMKJYBNPFBOIMMIXKJYBTFNUKMGrB
B
sBgJG[SFBNPUNBNPFBJFFTGBUJTBXKGPFGBIOBNPFBTFZFUGFTBUJTBNPFBOU_KM]BZI_FBLFOISFBNPFB
XKGPFGBIOBNPFBUYFJZ]DB

sBdOOFSBUGGKGNUJZFBNIBNPFBOU_KM]BT[SKJYBNPFBO[JFSUMBUSSUJYF_FJNBHSIZFGGDBBjOBNPFBO[JFSUMB
KGBNIBLFBUB_KMKNUS]tuvwxyz{|v}z~�xxz}����u�zxyvzv}yz~��|xwz���{zv}�vzv}yz�}y�|~~�uz�~~|�yz{|xxz
PUJTMFBF\FS]NPKJYDBBB

sBQSKFOBNPFBOU_KM]BIJBNPFBISTFSBIOBGFS\KZFBUJTBXPUNBNIBF�HFZNDBpgDYD�BOM]tI\FSG�BY[JBGUM[NF�B
HMU]KJYBIOBNUHG�BOIMTKJYBUJTBHSFGFJNUNKIJBIOBNPFBOMUY�BFNZDqB

sBgJG[SFBNPUNBG[S\K\ISGBUSFBUOOISTFTBSFZIYJKNKIJBUJTBXKMMBPU\FBHSIHFSBHMUZF_FJNB
USSUJYFTBOISBNPF_BT[SKJYBNPFBO[JFSUMB�BXÛFBUHHFUSUJZFGBUJTBHSIZFGGKIJGDB

sBhZNBUGBUJBKJNFS_FTKUS]BXKNPBNPFBO[JFSUMBPI_FBNIBPUJTMFBUJ]BTFNUKMGDB
sBgJG[SFBNPUNBNPFBOU_KM]�GBPI_F�BKOBMIZUM�BKGBHSFHUSFTBOISBNPFBKJOM[�BIOBHFSGIJGBNPUNB_U]B
LFB\KGKNKJYBK__FTKUNFM]BUONFSBNPFBO[JFSUMDBBhSSUJYFBOISBGZSFFJKJYBIOBNFMFHPIJFBZUMMGBUJTB
LUL]GKNNKJY�BKOBJFZFGGUS]DB

sBjOBNPFBOU_KM]�GBZPIKZFBIOBZP[SZPBZUJJINBUZZI__ITUNFBUBMUSYFBO[JFSUM�BPFMHBIOOFSBUJTB�B
ISBUSSUJYFBOISBUBMUSYFSB\FJ[FBOISBNPFBGFS\KZFDBBfIXF\FS�BKNBKGBK_HISNUJNBNIBJINFBNPUNBNPFB
XKGPFGBIOBNPFBOU_KM]BXKMMBZI_FBLFOISFBNPFBUYFJZ]DB

sBRIISTKJUNFBNPFBNSUJGHISNUNKIJBOISBNPFBOU_KM]BNPUNBKGBUSSUJYFTBL]BNPFBUYFJZ]DBBB
sBWPFBekmBGPUMMB_ÛFBHFSKITKZB\KGKNGBUJTBZUMMGBNIBNPFBOU_KM]BOISBCt�BXFF̂GBOIMMIXKJYBNPFB
O[JFSUMBNIBUGG[SFBUMMBJFFTGBPU\FBLFFJB_FNDB

B
mDB RddEmjnhWjnoBhEEhnogignWaBedEBegmgEhk�BaWhWg�BRdbnWlBhnmB

dWfgEBmghWfBQgngejWaB�B��������z������������BB
B
WPFBQFJFOKNGBRIISTKJUNISBXKMMBSFGFUSZPBUJTBYUNPFSBUMMBKJOIS_UNKIJBSFMUNFTBNIBTFUNPBLFJFOKNGB
UJTBO[JFSUMBHU]_FJNGBT[FBNPFBG[S\K\ISGDBBmFUNPBLFJFOKNGBGPUMMBKJZM[TFBKJG[SUJZFBHU]_FJNG�B
YI\FSJ_FJNBHU]_FJNGBUJTBO[JFSUMBHU]_FJNGBpHU]_FJNGBSFZFK\FTBOISBNPFBH[SHIGFBIOBO[JFSUMB
UJTBL[SKUMBF�HFJGFGqDBBm[SKJYBNPKGBHSIZFGG�BNPFBZIISTKJUNISBXKMMBPU\FBNPFBO[MMBG[HHISNBIOBNPFB
���uwv}z����vwz�}y�|~~�uz�~~|�y�B
B
jJBZIJT[ZNKJYBNPFBSFGFUSZPBOISBLFJFOKNG�BNPFBZIISTKJUNISBGPUMMBXIŜBZMIGFM]BXKNPBNPFBOU_KM]BNIB
TFNFS_KJFBNPFBF�KGNFJZFBIOBUJ]BMKOFBKJG[SUJZFBHIMKZKFGBI[NGKTFBIOBF_HMI]_FJN�BNIBKJZM[TFB
SFGFUSZPKJYBUJ]BHFSGIJUMB_F_LFSGPKHGBISBZSFTKNBZUSTBZI_HUJKFGBNPUNBNPFBTFZFUGFTB_U]B
PU\FBPUTBOISB_UJ]BZI_HUJKFGBHSI\KTFBG[HHMF_FJNUMBMKOFBKJG[SUJZFBHIMKZKFGBUNBJIBF�NSUBZIGNDBBB
B
WPFBQFJFOKNGBRIISTKJUNISBGPUMMBUMGIBXIŜBZMIGFM]BXKNPBv}yz���uwv}z����vwz�}y�|~~�uz�~~|�yz
f[_UJBEFGI[SZFGBbJKNBUJTBeISG]NPBRI[JN]Bf[_UJBEFGI[SZFGBKJBZIISTKJUNKJYBUMMBLFJFOKNGB
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E
jKDEkD\DF̂JeE[HHGB̂\gJHGEeKg̀̀EĥêJEb̂JKEJKDEeCGĥĥ\lEFgÎ ]̀EJHEB̂e_CeeEJKDEmD\DF̂JeEJKD]Eb̂`̀E
GD_D̂hDEb̂JK̂\EgEFDbEBg]eEFH̀̀Hb̂\lEJKDEFC\DGg̀iEEjKDE_HHGB̂\gJHGEeKg̀̀EmDEGDefH\êm̀DEFHGEF̂̂̀\lE
g̀̀EJKDE\D_DeegG]EfgfDGbHGcEJHEHmJĝ\EJKDEmD\DF̂JeEg\BEeKg̀̀EfGHĥBDEgÈ̂eĴ\lEHFEg̀̀EmD\DF̂JeE
g\BEfg]ID\JeEJHEJKDEeCGĥhHGeiEEnFEJKDGDEgGDEeCGĥĥ\lE_K̂̀BGD\EFGHIEgEFHGIDGEIgGĜglDaEJKDE
lCgGB̂g\EHFEJKHeDE_K̂̀BGD\EeKHC̀BEg̀eHEGD_D̂hDEgÈ̂eĴ\lEHFEbKgJEJKDE_K̂̀BGD\Eb̂`̀EmDEGD_D̂ĥ\liEEE
E
opqrsqtquvwxryzz{|vt}wz{rxp}~~r�}�rx�q�v}~r}wwqtwvztrwzrwpqr�{z�~q�xr�vwpr�zxxv�~qr
{q�z�}wvztrzurpq}~wpr�qtquvwxrwzrwpqrx�{�v�vt�ru}�v~��rropqr�}xwr�}�z{vw�rzurx�{�v�z{xr
}{qr�v�qtr}r���|}�r�{}�qr�q{vz|r�quz{qr�qvt�r�}t�q~q|ru{z�rwpqr�z�q{}�qrz{r�qvt�r
{qx�ztxv�~qruz{r�ztwp~�r�}��qtwruz{rwpqr�z�q{}�q�rropqr�zz{|vt}wz{r�v~~ruz~~z�r
wp{z��prwzrqtx�{qrwp}wrwpqrx�{�v�z{xrp}�qr{q�qv�q|r}~~r�qtquvwx�r
r
�iE ���������E���E������jE
r
jKDEglD\_]EeKg̀̀EGDIĝ\EeD\êĴhDEJHEJKDE\DDBeEHFEJKDEefHCeDEg\BEHJKDGEeCGĥhHGeiEE�BC̀J�
glDBEHGE]HC\lDGE_K̂̀BGD\aEfgGD\JeaEêm̀̂\leaEDJ_iEgGDEg̀̀ED�fDĜD\_̂\lElĜDFiEE�ĜDFÊeEgEfGH_DeeE
JKgJEgFFD_JeEfDHf̀DÊ\EB̂FFDGD\JEbg]eiEEnJEKgeE\HEĴIDJgm̀DEg\BEIg\]EeCGĥhHGeEIg]ED�fDĜD\_DE
gE_HIf̀̂_gJDBElĜDFEfGH_DeeiEEnJEIg]EmDEmD\DF̂_̂g̀EJHEKghDEJKDEfe]_KH̀Hl̂eJEeDDEJKDED\ĴGDE
FgÎ ]̀EFHGEgE�eCffHGĴhDEeDGĥ_D�EeDeêH\EeKHGJ̀]EgFJDGEJKDEFC\DGg̀iE
E
�CĜ\lEJKDEFH̀̀Hb�CfEg\BEeCffHGJEfKgeDaEJKDED\ĴGDEFgÎ ]̀Eb̂`̀EmDE_H\êBDGDBiEE[K̂̀BGD\EFGHIEgE
FHGIDGEIgGĜglDEb̂`̀Eg̀bg]eEmDE_H\êBDGDBEgeEgEfgGJEHFEJKDEFgÎ ]̀iEE�̀JKHClKEJKD]EIg]EKghDE
mDD\È̂ĥ\lEgJEgEB̂FFDGD\JEKHIDEJKg\EJKDEDIf̀H]DDaEJKD]EgGDEeĴ̀̀EJKgJEDIf̀H]DDdeE_K̂̀BGD\Eg\BE
\DDBEfDGeH\g̀EIDIHGgm̂̀ ĝEHFEJKD̂GEfgGD\JiEE�KD\Ef̀g�CDeEHGEHJKDGEIDIHGgm̂̀ ĝEgGDEl̂hD\EJHE
JKDEeCGĥĥ\lEefHCeDaEJKDEeCGĥĥ\lEfgGD\JeEb̂`̀Eg̀eHEGD_D̂hDEJKDEegIDiEEjKD]EKghDÈHeJEgE_K̂̀BE
JKgJE_g\E\DhDGEmDEGDf̀g_DBiE
E
jKDEglD\_]Eb̂`̀E_H\Ĵ\CDEJHEcDDfÊ\EJHC_KEb̂JKEJKDEFgÎ ]̀EJKGHClKEIH\JK̀]EJD̀DfKH\DE_g̀̀eEJKDE
F̂GeJE]DgGEg\BEJKD\E�CgGJDG̀]EgFJDGEJKgJiEE�\EJKDEg\\̂hDGegG]EBgJDEHFEJKDEDIf̀H]DDdeEBDgJKaEJKDE
�KDĜFFEHGE[K̂DFE�DfCJ]Eb̂`̀EbĜJDEgEeKHGJE\HJDEJHEJKDEFgÎ ]̀Eg\BEgGGg\lDEFHGEF̀HbDGeEJHEmDE
f̀g_DBEgJEJKDElGghDiEEE
E
[̀HeDE_H�bHGcDGeEHFEJKDEBD_DgeDBEDIf̀H]DDEeKHC̀BEBGHfEm]EJKDEKHIDEfDĜHB̂_g̀̀]aEbKD\DhDGE
fHeêm̀DiEEjKDEeCGĥĥ\lEFgÎ ]̀Eb̂`̀Eg̀bg]eEmDÊ\_̀CBDBEg\BÊ\ĥJDBEJHEFCJCGDEg_ĴĥĴDeE
S��XS�ONYT ¡TZMNTLMNOPQQRST�FF̂_DiEjK̂eEJ]fDEHFEeCffHGJEeKg̀̀E_H\Ĵ\CDEgeÈH\lEgeEJKDEFgÎ ]̀E
FDD̀eEJK̂eE\DDBaEHGEC\Ĵ̀EJKDEFgÎ ]̀ÊeEGDgB]EJHEIHhDEH\Eb̂JKEJKD̂GÈ̂hDeEb̂JKHCJEglD\_]E
geêeJg\_DiEEE
E
�iE ����[¢E������jE���Ej£�E��¤n�¢E���njn��Ej�n��E��Ej£�E�����[jEE
r
jKDEFgÎ ]̀EeKHC̀BE\DhDGEKDgGEHFE_HCGJEHGEfgGH̀DEfGH_DDB̂\leEJKGHClKEJKDE\DbefgfDGEHGE
ZN¥N¦PSP�XTXN§S̈TT©ZTSMW¥¥T NTZMNTWªNXV¡RSTONS��XSP P¥PZ¡TZ�T«NN�TZMNTQW¬P̀]Ê\FHGIDBEHFEJKDE
¥NªW¥T�O�VNNYPXªS̈T©XTQ¥QP¥¥PXªTZMPST� ¥PªWZP�X®TZMNT̄�OS¡ZMT°�XZ¡TLMNOPQQRSTUQQPVNT¬W¡TMW¦NT
JKDE�̂eJĜ_JE�JJHG\D]EgeêeJÊ\EJKDÊ\FHGIgĴH\EfGH_DeeiE
E
�eEeHH\EgeEfHeêm̀DEFH̀̀Hb̂\lEJKDEJĜg̀aEJKDE_geDÊ\hDeĴlgJHGeEeKg̀̀E_H\FDGEb̂JKEJKDEFgÎ ]̀Eg\BE
g\ebDGEg̀̀E�CDeĴH\eEJKD]EIg]EKghDiEEjKDE�HGe]JKE[HC\J]E±̂_ĴI��Ĵ\DeeE�eêeJg\_DE
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I
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I
opqrstuvwxprytz{xwr|pqu}~~�vr�~~}�qrvp���r�t{vz�xr�}xprxpqr~��}�wrt~rxpqr�q�q�vq�r�q�zxwrtur
CTBHFUCCIPFIMEVCDPMKGIKSIPRCUIJKERIPFIRMQCIMGIMNCGVUIMEEKEPCOIS[GCDMHIECDQKVCYIIbSIPRCISMTKHUI
OFCEIGFPIJKERIMEEKEPMGVCWIPRCKDIJKERCEIERMHHILCIRFGFDCOYIII
I
�RCGIMGIMNCGVUIMEEKEPCOIECDQKVCIKEIGFPIOCEKDCOIMGOIE[VRIOCMPRIFVV[DDCOIKGIPRCIHKGCIFSIO[PUWI
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I
I
I
I

�YI][GCDMHIjCDQKVCEISFDIiVPKQCI_CB[PKCEI�RFI_KCOImSSc_[PUI
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I EVALUATIONS   
 
The immediate supervisor is in the best position to observe the employee and to determine 
how well he / she is performing the job.  Consequently, the immediate supervisor shall 
conduct the performance evaluation.  However, there are some cases where it is not clear 
who the supervisor is, such as when the employee works on rotating shifts or when the 
employee works for more than one person during the rating period.  In such cases, the 
Division/Section Commander will assign the most familiar supervisor to conduct the 
performance evaluation, or multiple supervisors may be assigned to conduct the evaluation 
jointly. 
 
A. EVALUATION PROCEDURES 
 
Performance evaluations can be classified into three types:   
 

1. Probationary 
 

Probationary performance evaluations are conducted during an employee's 
probationary work period.  The evaluation should emphasize helping the new 
employee understand the job assignment and the expectations of the agency.  
Probationary performance evaluations shall be conducted quarterly throughout the 
probationary period and shall constitute a principal consideration in the decision to 
offer permanent status. 

 
2. Annually 

 
An annual evaluation of all employees will be conducted by agency supervisors.  The 
completed annual evaluation will be submitted to the Records Unit.  
 

 
B. DOCUMENTING PRODUCTIVITY 
 
To assist the supervisor in monitoring and recording an employee's performance during the 
evaluation period, a performance log/file should be maintained on each employee to be 
evaluated.  A performance log/file is a management tool used by the supervisor to record the 
necessary information from which to prepare the performance evaluation report.  A 
performance log/file should be maintained on all employees.  
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The performance log/file is not the same as the official personnel file maintained on each 
employee by the Sheriff’s Office Records Unit.  The purpose is to serve as a database for the 
performance evaluation, and contents of the log/file from previous evaluation periods should 
not be used in preparing the performance evaluation for the current evaluation period. 
 
The contents of the performance log/file should consist of recorded observations and actions 
which will assist the supervisor during the actual evaluation, e.g., exceeding job 
expectations, areas of improvement, exemplary conduct, performance plans, informal 
counseling, etc. 
 
Before the supervisor can adequately monitor and document an employee's performance, 
the supervisor must be in a position to fairly evaluate the employee's performance. This 
means that for entry level employees, the supervisor should observe the employee's 
performance.  In this manner, the supervisor will be able to document from first-hand 
experience incidents of good and bad performance of job tasks critical to the employee’s job 
function.  Monitoring all aspects of the employee's performance should be a continuous 
process throughout the evaluation period and recording critical incidents of performance is 
necessary to attain a valid and reliable performance evaluation. By documenting these 
incidents as well as other indicators of performance in a performance log/file, the supervisor's 
job in conducting a performance evaluation becomes simpler, and the resulting performance 
evaluation is a more valid and reliable measure of an employee's job performance. 
 
C. PRODUCTIVITY FEEDBACK 
 
Supervisors should talk to each subordinate informally, at least once each quarter, 
concerning work performance.  The performance evaluation system should assist in 
communicating approval of progress and work accomplished but should not take the place of 
communication between supervisors and employees.  In cases where a significant decrease 
in quality of performance has been noted, the supervisor should formally counsel the 
employee and notify the employee in writing that his / her performance is unsatisfactory.  
This step should be taken at least 90 days prior to the next scheduled evaluation in order to 
provide the employee with adequate time to correct deficiencies in performance. 
 
D. USE OF FORMS 
 
Personnel Performance Evaluations shall be documented on the Forsyth County Sheriff’s 
Office Performance Evaluation Form. 

 
Raters will provide explanatory comments in the space provided on the evaluation form, if 
necessary. 
 
Individual items on the annual evaluation form are graded on the following numeric scale of 1 
to 5 with a behavioral statement setting the criteria for the value assigned: 
 

1:  Unsatisfactory: Does not meet acceptable level of performance expectations; 
 

2:  Needs Improvement: Performance standards only partially met; 
 

3:   Good:   Consistently meets standards with acceptable performance; 



STANDARD OPERATING PROCEDURE                                                                  Forsyth County Sheriff’s Office 

SOP 2-4.100 Evaluations   3 of 3 

 

 
4: Excellent: Often exceeds the standard requirements of the job; 

 
5: Superior: Consistently exceeds standards of job with outstanding performance. 

 
 
E. USE OF PERFORMANCE EVALUATION DATA 
 
The results of each evaluation shall be used as an aid in: 

 Counseling; 

 Training; 

 Assignment; and 

 Personal and professional development activities. (remedial training, additional 
specialized training, etc.) 

 
 
 
F. RETENTION OF EVALUATION FORMS 
 
Quarterly (probationary) Performance Reviews and Annual Performance Evaluations shall be 
placed in the employee's personnel file.  The quarterly (probationary) and annual 
performance evaluations will be maintained by the Sheriff’s Office Records Unit as required 
by Georgia records retention laws. 
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I FORSYTH COUNTY SHERIFF’S OFFICE DISCIPLINARY PROCEDURES 

 

The purpose of this section is to establish the disciplinary procedures to be followed when 
disciplinary action is warranted. 
 
A.  REPRIMANDS 
 
A reprimand is an oral or written notice of policy violation, mistakes, inefficiency, or other 
factors which may adversely influence an employee’s ability to carry out duties and 
responsibilities. Any supervisor may reprimand his/her subordinate at any time for cause. 
 

1. Oral reprimands will be considered the normal means of correcting the actions of an 
employee; such reprimands will not affect the employee’s privileges or status. 

          
2. Written reprimands will be reserved for repeated offenses or those of a serious 

nature. Written reprimands are required to be shown to the employee, who will 
acknowledge receipt of same by his or her signature. If the employee feels the written 
reprimand to be unjust, he/she must state so in writing giving reasons. An original 
copy of the reprimand, with the employee’s response, if any, will be forwarded to the 
Sheriff’s Office Human Resources Unit and filed in the employee’s personnel file. 
 

B.  SUSPENSIONS 
 

1. Suspension With Pay 
 

 The Sheriff or his designee, may, by written notice to the employee, suspend an 
 employee with pay for investigation of alleged misconduct. The suspension shall not 
 exceed forty-five (45) calendar days.  
 

2. Suspension Without Pay 
 

 The Sheriff or his designee, may, by written notice to the employee, suspend an 
 employee without pay for investigation of alleged misconduct or violation of these 
 policies. An employee may also be suspended without pay for failure to secure or 
 maintain a license or certificate required by law, regulatory authority, or the appointing 
 authority. The total period of suspension without pay shall not exceed fifteen (15) 
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 calendar days (based upon an eight hour work day). At the expiration of fifteen (15) 
 calendar days, the employee will either be terminated or directed to return to work. 
          
                   

         

 

 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CHAPTER THREE 
 
 
 
 
 
 
 
 
 

FUNCTIONS 
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I  ESCAPES 

 

It is the responsibility of each deputy who takes custody of any prisoner to take all prudent 
and reasonable action to prevent the escape of the prisoner. 
 
In the event of an escape, the deputy's immediate actions should be governed by existing 
conditions.  A deputy in an escape situation must consider many factors before action. These 
factors include, but are not limited to, the following: 
 
     1. The presence of a crowd. The chasing of an escaped prisoner through a hostile 

crowd may present a greater potential for violence by agitating the crowd than 
allowing the prisoner to continue flight. 

 
     2.   The identity of the prisoner. If the prisoner has been satisfactorily identified and his 

home address is known for example, it may be more prudent to await assistance and 
capture the prisoner at a later time than to pursue the prisoner into a hazardous 
situation without backup. 

 
     3.   The seriousness of the charges pending against the prisoner. 
 
     4.   The threat that the prisoner may present to innocent persons he might encounter. 
 
     5.   The past history of the prisoner. 
 
     6.   The safety of the prisoner, the public and other law enforcement personnel. 
 
Unless extraordinary conditions exist, the following procedures will be followed upon the 
escape of a prisoner. 
 

1. The 911 Communications Center will be immediately notified with the following 
information, if available: 
 

• The fact that a prisoner has escaped; 

• A complete description of the escapee including whether the prisoner was 
wearing restraints; 

• Notification as to whether the escapee is or is not armed; 
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 The direction and mode of travel; 

 Time lapse since the escape; 

 Any probable destination; 

 The crime with which the escapee was last charged; 

 The escapee's potential for violence; 

 Location and time lapse since the escapee was last seen; and 

 A request for needed equipment and manpower and the location at which the 
items would be most effective. 

 
      2.   The closest supervisor should be notified and should take control of the situation until 

higher authority arrives. 
 
      3.   All radio communications will be made on the primary radio frequency or channel in 

use by the patrol units in the geographical area in which the escape has occurred 
until and/or unless otherwise directed to switch to a tactical frequency by the 
supervisor in charge of the situation. 

 
      4.   The supervisor in charge will direct the disbursement of equipment and personnel in 

order to contain the escapee and block escape routes. 
 
      5.   In the event a foot search is required in wooded or other dangerous areas, no deputy 

will enter such areas alone without first obtaining permission from the supervisor in 
charge. 

 
      6.   No deputy will leave an assigned location without the permission of the supervisor in 

charge. 
 
      7.   Emergency radio operation procedures will be followed unless and/or until otherwise 

directed by the supervisor in charge. 
 
      8.   Any further notifications will be determined by standard police and E-911 

Communications Center guidelines. 
 
      9.   Upon completion of the situation, a report regarding the escape and other pertinent 

circumstances will be completed by the end of that tour of duty. 
 
    10. A review of the escape incident will be conducted by the involved deputy's supervisor 

and a written report will be completed by that supervisor and submitted to the next 
step in the chain-of-command for consideration. 

 
    11.   If an escape occurs outside the county, the actions of the transporting deputy will be 

governed by the procedures and laws in force in that jurisdiction. As soon as practical 
the transporting deputy will notify his/her supervisor and appropriate reports and 
reviews will be completed. 
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I UPS INVESTIGATIONS 
 
A. PRELIMINARY INVESTIGATIONS 
 
The Law Enforcement Bureau Patrol Divisions are responsible for conducting preliminary 
investigations of all incidents and categories of crime.  The patrol deputy will follow the 
procedures listed below when conducting a preliminary investigation: 
 

1.  Upon arrival at scene, the deputy will observe all the conditions, events, remarks and: 
 

 provide aid to the injured; 

 determine if an offense has actually been committed, and if so, the exact 
nature of the offense. 

 
2.  Locate and identify witnesses: 

 

 full name; 

 telephone number(s); and 

 address. 
 
      3. Identify suspect (s) 
 

 description 

 full name 

 locations frequented by suspect 

 friends and acquaintances 

 Interview suspect (if applicable) 
 

4.  Maintain the crime scene and protect evidence: 
 

 contact a crime scene technician, if necessary. 
 

5.  Interview the complainant, victim and witnesses to: 
 

 obtain description, name, address, physical, etc. of suspect(s); 

 determine what information is known by witnesses, victim or complainant; 
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 broadcast a lookout including method and direction of flight and other relevant 
information concerning persons or vehicles wanted. 

  
6.  Secure evidence and: 

 

 notify supervisor if it is determined by the Crime Scene technician that the CID 
Crime Scene Unit is needed for further evidence collection (during normal duty 
hours contact the crime scene supervisor, after hours contact CID on-call 
supervisor). 

 if there is no need to notify CID, collect evidence; 

 complete the evidence report form and place in evidence locker. 
 
7. Disseminate Stolen Vehicle Information 

All stolen vehicle information will be disseminated to other law enforcement agencies 

surrounding Forsyth County, as well as being entered into the GCIC / NCIC computer 

network. 

When a deputy is available at the precinct screening desk, certain types of reports may be 
taken from a walk-up complainant or by telephone.  These reports shall be limited to those 
cases where the physical presence of a deputy is not necessary at a scene.  Reports to be 
handled on the telephone may include: 

 

 Lost property 

 Reports requested for “Documentation Purposes” 

 Suspicious/unwanted telephone calls 

 Supplemental property lists 

 When directed by a UPS supervisor 
 
B. FOLLOW-UP INVESTIGATIONS 

 
1.   Follow-up investigations of incidents will be the primary responsibility of the Criminal 

Investigation Division (CID). However, patrol deputies who acquire additional 
information on incidents may conduct follow up investigation and complete a 
supplemental report and forward the information to CID if an arrest is not made. 

 
2.   The following incidents require immediate response of the patrol supervisor and 

notification of investigative personnel by the patrol supervisor: 
 

 All death investigations * (unless determined to be an attended death with no 
suspicious circumstances - shift supervisor or watch commander will make 
determination) 

 Rape 

 Aggravated Assault (determination by shift supervisor/watch commander) 

 Kidnapping 

 Burglary (where latent prints or other physical evidence is available 
determination will be made by shift supervisor/watch commander)  

 Family Violence Acts 
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 Juvenile Offenses  

 Child Abuse Cases (any physical or sexual abuse, CIS will be notified) 
 

* Also requires notification of the Medical Examiner by the investigating deputy or 
supervisor. 

 
 

 
C. CIVIL ACTIONS  
 
On occasion, personnel may respond to complaints that are of a civil nature.  When in doubt 
of the appropriate agency response, the deputy shall seek guidance from their supervisor 
and/or a deputy assigned to the Civil Unit.  In those cases, involving the repossession of 
motor vehicles where a deputy is called upon to preserve the peace during the repossession 
process, the following procedures shall be followed: 
 

1. Persons authorized to repossess personal property are: Sheriffs and/or their lawful 
deputies. 

 
2. Persons authorized to repossess personal property must have in their possession a 

Writ of Possession. 
 
3. When a deputy is called upon to preserve the peace during the repossession of a 

vehicle, the deputy is to ascertain that the person attempting to repossess the vehicle 
is authorized to do so. 

 
4. If the deputy finds that the person attempting to repossess the vehicle is authorized, 

the deputy shall allow the vehicle to be repossessed and preserve the peace while it 
is being done. 

 
5. If the deputy finds that the person attempting to repossess the vehicle is not 

authorized, the deputy shall: 
 

a. Advise the person attempting to repossess the vehicle that under Georgia Law; 
Code Title §44-14-262, he is not authorized to take possession of the vehicle. 

 
b. When on private property, the deputy shall further advise the person attempting to 

repossess the vehicle that in order to preserve the peace, he must leave without 
taking possession of the vehicle and obtain legal process through court action, 
and that any further action at this time may result in the arrest of the person 
attempting to improperly repossess the vehicle. 

 
c. When on public property, the deputy shall advise the person attempting to 

repossess the vehicle that under O.C.G.A. §44-14-230 and §44-14-231, he is not 
authorized to take possession of the vehicle and that said person should obtain 
legal process through court action, and any further attempt at this time to take 
possession of the vehicle may result in the arrest of the person attempting to 
improperly repossess the vehicle. 
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6. The deputy must not become involved in any civil dispute between the parties; either 
the person attempting to repossess the vehicle is authorized or is not authorized, but 
the deputy must preserve the peace. 
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Q_OKSTNQPOuSNQVdQNYLTnOMYbTYUYWQTNPaOMĉOQ[SVQbSObSTSVQPOYTNSPPSWNcQPOUcTWNYLTYTb_O
O

_̂OvSV[QMY[SOfS[SPL]XSTNQPOfYMLVdSVMnOMS[SVSOQTdO]SV[QMY[SOYX]QYVXSTNOYTO
MS[SVQPOQVSQMOLUOdS[SPL]XSTN_O

<
W_OKSTNQPOlPPTSMMOxXSTNQPOdYMLVdSVynOQOdYMLVdSVOLUONZLcbZNOLVOXLLdORZYWZO
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TZNZS=Qn=[QYT[UQ_TYSTTW=NT=XUNRYQTSX=̂b=N=O\bTU[UNYW=NYX=UT=TSVSPS=SYQ_R\=ZQ=
UYZSPnSPS=oUZ\=oQP]=QP=TQ[UǸ=N[ZUVUZUSTW=QP=̂QZ\W=NYX=ZQ=PSp_UPS=NZ=̀SNTZ=UYZSPaUZZSYZ=
[NPS=QP=T_OSPVUTUQYq=QP=Z\S=[QaNZQTS=TZNZS=Qn=NY=NX_̀Z=PST_̀ZUYR=nPQa=NYb=\SNX=
UYr_Pb?=cd?e?f?g?=hijM>Mikkl=

s
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BSOL?FERE?O@D>?F@KIBZBLHREBF@ABI@O]L>@OK??L>@O??\O@RB@S?@HSO?FRX@@=>?@LBFR?FR@
BA@R>?@OK??L>@\HN@E\KCN@>HCC]LEFHREBFO@BI@Q?C]OEBFOX@@=>?@K?IOBF@\HN@OK?Hl@EF@
CBBO?@HOOBLEHREBFO@r@ORHREFG@DBIQO[@K>IHO?O[@BI@O?FR?FL?O@R>HR@O??\@RB@>HZ?@FB@
LBFF?LREBF@RB@?HL>@BR>?I@HFQ@O??\@FBR@RB@\Hl?@LB\\BF@O?FO?@RB@R>?@>?HI?IOX@

�X@o\BREBFHC@TBBQ@HFQ@�AA?LRUV=>?@K?IOBF@\HN@QEOKCHN@?\BREBFHC@\BBQO[@D>EL>@
O??\@B]R@BA@KCHL?@DER>@R>?@O]IIB]FQEFGOX@@=>EO@\HN@EFLC]Q?@CH]G>EFG[@D??KEFG[@
O>B]REFG[@?RLX@EF@O?RREFGO@R>HR@O??\@EFHKKIBKIEHR?@RB@BR>?IOX@@=>?@K?IOBF@\HN@
O??\@RBRHCCN@ACHR@HFQ@\HN@CHLl@R>?@HSECERN@RB@I?OKBFQ@RNKELHCCN@RB@?\BREBFHC@ORE\]CEX@@
=>?@K?IOBF@\HN@QEOKCHN@H@CHLl@BA@HDHI?F?OO@RB@>EO@O]IIB]FQEFGO@HFQ@\HN@>HZ?@
QEAAEL]CRN@I?OKBFQEFG@RB@BR>?IO@D>?F@HKKIBHL>?Q@BI@HQQI?OO?QX@@@

@
qX@{?LB\\?FQHREBFO@ABI@YHFQCEFG@M?IOBFO@J]OK?LR?Q@BA@J]AA?IEFG@AIB\@T?FRHC@PCCF?OO@

V
WX@@@�HR>?I@HO@\]L>@EFABI\HREBF@HO@KBOOESC?@S?ABI?@HIIEZEFG@HR@R>?@OL?F?X@

@
jX@@�KBF@HIIEZHC@HR@R>?@OL?F?[@S?@QEOLI??R@HFQ@HZBEQ@HRRIHLREFG@HRR?FREBFX@@z?@LHC\[@
HZBEQ@?wLER?\?FR[@S]R@LHC\CN@KBIRIHN@H@RHl?kL>HIG?@HRRER]Q?X@@�KKIBHL>@LH]REB]OCN[@
f�̂�e�cgh̀���̀b�êfg�O@S?>HZEBIX@@z?@HC?IR@ABI@HFN@D?HKBFO@R>HR@R>?@K?IOBF@\HN@
>HZ?@EF@R>?EI@KBOO?OOEBFX@

@
nX@=HLRA]CCN@I?\BZ?@HO@\HFN@QEORIHLREBFO@BI@]KO?RREFG@EFAC]?FL?O@AIB\@R>?@OL?F?@HO@
KBOOESC?X@=>EO@EFLC]Q?O@SNORHFQ?IO[@QEOI]KREZ?@AIE?FQO@HFQ@AH\ECN@\?\S?IOX@@

@
pX@�O?@R>?@LBFRHLR@RE\?@DER>@AH\ECN@\?\S?IO@HFQ@AIE?FQO@RB@GHR>?I@HO@\]L>@
cg�fe���cfg̀�̂ b̀f̂ ĉ�d�̀��f��̀���̀b�êfg�̂̀�����cfe�̀̀����è�c�g�̂ �̂̂ �̀�f̀�e�̀
LHO]HC@BSO?IZ?IO@\HN@S?@HSC?@RB@KIBZEQ?@ZHC]HSC?@EFOEG>R@R>HR@\HN@HOOEOR@NB]@EF@
>HFQCEFG@R>?@OER]HREBFX@@@

@
sX@{?\?\S?I@R>?@KIEFLEKC?O@HOOBLEHR?Q@DER>@BAAEL?I@OHA?RNX@@=>B]G>@EFZBCZ?\?FR@DER>@
H@\?FRHCCN@ECC@K?IOBF@EO@]O]HCCN@FBR@QHFG?IB]O@HFQ@R>?@CEl?CE>BBQ@BA@ZEBC?FL?@EO@FBR@
HFN@>EG>?I@EF@R>EO@OER]HREBF@R>HF@EF@BR>?I@LERE|?F@?FLB]FR?IO[@R>?@BAAEL?I@\]OR@
I?\HEF@HDHI?@BA@R>?@KBR?FREHCX@@PA@R>?@K?IOBF@EO@lFBDF@RB@S?@O]AA?IEFG@AIB\@
KHIHFBEQ@Q?C]OEBFO@BA@H@K?IO?L]RBIN@FHR]I?[@?wRIH@LH]REBF@O>B]CQ@S?@BSO?IZ?QX@@
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=>?@AB@CDE@C?F>G@HDI?CA@JHDKLM?CDLCNLFACJOOALJHECJMPCNLFAC?DJD@Q@MD?RCCSTU
VWTVXWTYUZ[U\]X̂_TÙZWXZT_aUX̀ÛTTYTYUZ[U_TZUZ]TUYT̀bWTYUWT̀cdZ̀eUU

U
feUĝZW[Yc\TUa[cẀTdhUiaÛXjTUX̂YUTkVdXb̂UZ]TUWTX̀[̂Uh[WUa[cWUVWT̀T̂\TeUUl[cU

]̀[cdYÙZXZTUZ]XZUa[cUXWTUZ]TWTUZ[UYTZTWjb̂TUm]XZUZ]TUVW[idTjUb̀UX̂YU][mUbZU\X̂U
iTÙ[dnTYUmbZ][cZU]XWjb̂_U[WUb̂\[̂nT̂bT̂\b̂_UX̂a[̂TeUUòZXidb̀]UXUZ[̂TU[hU
]TdVb̂_UX̂YU\XWb̂_eUpTTVUa[cWUnTWiXdUX̂YÛ[̂nTWiXdUiT]Xnb[WU\[̂ b̀̀ZT̂ZeUU

U
qeUr̂ bh[WjTYUVTẀ[̂ T̂dUjc̀ZUiTUXmXWTUZ]XZUZ]TUV[db\TUĉbh[WjsU]X̂Y_ĉsU]X̂Y\chh̀sU
X̂YUbjVX\ZUmTXV[̂ ÙjXaUhWb_]ZT̂UZ]TUVTẀ[̂eUUt]TUYTVcZaÙ][cdYUTkVdXb̂UZ]XZU
Z]TaUXWTÛT\T̀ X̀WaUZ[U]b̀U[WU]TWUu[iUX̂YUXWTÛ[ZUb̂ZT̂YTYUZ[U]cWZU[WUhWb_]ZT̂UZ]TU
VTẀ[̂eUUU

U
veUwTWiXdU\[jjĉb\XZb[̂UjXaUiTUYbhhb\cdZeUUx]T̂ÙVTXyb̂_sÙVTXyU\dTXWdasÙd[mdasU
X̂YUb̂UXÛ[WjXdUZ[̂TU[hUn[b\TeUUzn[bYUX̀yb̂_UWXVbY{hbWTU|cT̀Zb[̂ èUUz̀yÙbjVdTU
|cT̀Zb[̂ ÙZ]XZÙTTyU[̂daU[̂TUVbT\TU[hUb̂h[WjXZb[̂eUUt]b̀Ub̀UT̀VT\bXddaUbjV[WZX̂ZU
m]T̂UYTXdb̂_UmbZ]Ù[jT[̂TU[̂UZ]TUZTdTV][̂TeU

U
XeUzdd[mUZ]TÙciuT\ZUZbjTUZ[UZ]b̂yUiTZmTT̂U|cT̀Zb[̂ ÙX̂YUXdd[mUZ]TjÙchhb\bT̂ZU
ZbjTUZ[ÙZXZTUZ]TbWUX̂ m̀TẀUX̂YUZTddUZ]TbWÙZ[WaeUUU

ieUghUXÙciuT\ZUY[T̀Û[ZÙTTjUZ[U]TXWU[WUĉYTẀZX̂Y}UWTVTXZUZ]TÙZXZTjT̂ZU[WU
|cT̀Zb[̂eUUU

\eUzn[bYUTkVWT̀ b̀̂_UbjVXZbT̂\TU[WUhWc̀ZWXZb[̂UbhUZ]TUVTẀ[̂Ub̀Ùd[mUb̂UWT̀V[̂Yb̂_U
Z[Ub̂bZbXdUb̂|cbWbT̀eUUU

YeUt]TUVTẀ[̂UjXaU]XnTUYbhhb\cdZaUh[\c̀b̂_U]b̀U[WU]TWUXZZT̂Zb[̂U[̂UZ]TU\cWWT̂ZU
b̂ZTWX\Zb[̂eUUU

TeUtX\ZhcddaUm[WyUZ[UyTTVUZ]TUYb̀\c̀ b̀[̂Uh[\c̀TYU[̂Ù[dnb̂_UZ]TU\cWWT̂ZUVW[idTjU
WXZ]TWUZ]X̂UYb̀\c̀ b̀̂_UVX̀ZUTkVTWbT̂\T̀eUUU

heUghUZ]TUVTẀ[̂UjXyT̀UX̂UThh[WZUZ[UVW[nbYTUZ]TUYT̀bWTYUb̂h[WjXZb[̂U_bnTUZ]TjU
[̀jTUV[̀bZbnTUhTTYiX\yeUUU

_eUonXdcXZTUZ]TÛ[̂nTWiXdUX̂YUTj[Zb[̂XdU\[̂ZT̂ZU[hUZ]TUVTẀLMI?C?ZXZTjT̂Z̀eUU
]eU~[jTUjT̂ZXddaUbddUX̂YUYTnTd[VjT̂ZXddaUYb̀XidTYUVTẀ[̂ ÙjXaU]XnTUYbhhb\cdZaU
WT̀V[̂Yb̂_UZ[U|cT̀Zb[̂ ÙX̂YUWT|cT̀Z̀UZ]XZUXWTÙZXZTYUb̂UX̂Ub̂YbWT\ZUmXaU[WUZ]XZU
]XnTUX̂UXìZWX\ZU\[jV[̂T̂ZeUU

U
�eU�BLKPC��EN�C�F@?Db[̂ s̀UT̀VT\bXddaUm]T̂Ua[cUXWTUXZZTjVZb̂_UZ[UT̀ZXidb̀]UX̂Ub̂bZbXdU
WXVV[WZUmbZ]UZ]TÙciuT\ZeUU�X̂aUVT[VdTUTkVTWbT̂\b̂_UZ]TÙajVZ[j̀ U[hUjT̂ZXdU
bdd̂T̀ ÙjXaUEJB@CPK��KHF�DNC@�O�JKMKM�CDE@KACHLMPFHDRCC�?�KM�C��EN�C�F@?DKLM?CQJNC
b̂\WTX̀TUZ]TUdTnTdU[hUX_bZXZb[̂UiTb̂_UTkVTWbT̂\TYUiaUZ]TUVTẀ[̂eUUzU_[[YU[VT̂b̂_U
�A@@DKM�CK?C��NCMJQ@CK?C�@OFDNC�E@AK��C�L@C�LM@?�C�EJDI?C�LKM�CLMCDLPJN��CCAJDE@AC
DEJMC��ENCJA@CNLFCPLKM�CDEK?��U
U

��eU�E@MCPK?HF??KM�CLODKLM?C�KDECDE@CO@A?LMCF?@C���C?DJD@Q@MD?CAJDE@ACDEJMC��@��C�DE@C
V[dKH@��CLAC�jaÙcVTWnb̀[AR�CU���C?DJD@Q@MD?C�@DUZ]TUVTẀ[̂Uŷ[mUZ]XZUa[cU]XnTU
jXYTUXUVTẀ[̂XdU\[jjbZjT̂ZUZ[U]TdVb̂_UmbZ]UZ]TUVW[idTjU[WUhb̂Yb̂_UXÙ[dcZb[̂eUU
�E@MCOL??K>�@�CJ��L�CDE@C?F>G@HDCDLC�?JB@C�JH@R�CC�BLKPC�NKM�CDLCDE@CO@A?LMCLAC
jXyb̂_UVW[jb̀T̀UZ]XZUa[cUŷ[mUa[cU\X̂ [̂ZUyTTVUb̂U[WYTWUZ[U_Xb̂UZ]TUb̂bZbXdU
\[[VTWXZb[̂U[hUZ]TUb̂YbnbYcXdeU

U
U
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==>?@ABCD?EFGHCIJ?KHL?MLEGBI?BE?NEBODCIJ?HCG?BE?HLE?MLEGBIPQ?GMPNL>???
?

P>?RB?IBK?KBFNH?KHL?MLEGBI?FIQLGG?SBF?PEL?MELMPELD?TBE?P?FGL?BT?TBENL?ELGMBIGL>??
@IS?PKKLUMK?KB?TBENL?PI?CGGFL?UPS?VPNWTCEL?CI?KHL?TBEU?BT?ACBQLINL>???

V>?XBUL?CIDCACDFPQG?OHB?PEL?DLQFGCBIPQ?UPS?UPCIKPCI?P?QPEJLE?MLEGBIPQ?VBDS?
GMPNL?KHPI?BKHLE?MLBMQL>??YT?KHL?MLEGBI?KLQQG?SBF?KHPK?SBF?PEL?KBB?NQBGL?PID?
DLUPIDG?KHPK?SBF?UBAL?VPNW?NBUMQS?OCKH?ELZFLGK?CT?DBCIJ?GB?DBLG?IBK?
NBUMEBUCGL?GPTLKS>??

N>?YI?UBGK?GCKFPKCBIG?SBF?GHB[\]̂_̀ abc̀ab̂`̂\defĝ\dbecĥ]agc̀bid̂jkl_̂ chd̂
GFVmLNKn?UPCIKPCI?P?IBIoKHELPKLICIJ?VFK?GPTL?GKPINLn?PID?WLLM?SBFE?HPIDG?BFK?
PID?SBFE?MPQUG?FM>???

D>?pBBD?LSL?NBIKPNK?OCKH?KHL?MLEGBI?CG?FGFPQQS?HLQMTFQ>???
?
=q>?YT?KHL?MLEGBI?CG?GHBFKCIJ?BE?PNKCIJ?BFK?BKHLE?DCGEFMKCAL?VLHPACBE?VFK?CG?IBK?DCELNKQS?
KHELPKLICIJ?PIS?BKHLE?MLEGBI?BE?HCUGLQTn?KHL?MLEGBI?GHBFQD?VL?JCALI?KCUL?KB?NPQU?
DBOI>??

?
P>?RCGEFMKCAL?BFKVFEGKG?PEL?FGFPQQS?BT?GHBEK?DFEPKCBI>???
V>?YK?CG?VLKKLE?KHPK?KHL?BTTCNLE?GMLIK?=r?KB?qs?UCIFKLG?OPCKCIJ?PID?KPQWCIJ?KHPI?KB?
GMLID?r?UCIFKLG?GKEFJJQCIJ?KB?GFVDFL?KHL?MLEGBI>??

N>?tIL?OPS?KB?HLQM?NPQU?KHL?MLEGBI?CG?KB?NBIACINL?KHL?GFVmLNK?KB?GCK?DBOI>??uHCG?
UPS?GBULKCULG?ELDFNL?KHL?QLALQ?BT?PJCKPKCBI>????

D>?uHL?DLMFKS?UPS?PQGB?DLNCDL?KB?GCK?PK?GBUL?MBCIK>?YT?CI?P?ELGCDLIKCPQ?GLKKCIJn?KHL?
DLMFKS?GHBFQD?GCK?VPNWOPEDG?CI?P?GKEPCJHKoVPNW?NHPCE?CT?BIL?CG?ELPDCQS?PAPCQPVQL>??

?
=v>?wxla]̂yklzdicabêchd̂a_̀ ed̂lĵchd̂{cl[eĥe[|}~̂̂?

?
P>?uBFJH?ULKHBDG?PID?KBFJH?KPQW?UPS?TECJHKLI?KHL?MLEGBI?PID?NPFGL?P?DLTLIGCAL?
ELPNKCBI?PID?NBFQD?QLPD?KB?ACBQLINL>???

V>?uHELPKLICIJ?ILJPKCAL?NBIGLZFLINLGn?LGMLNCPQQS?JBCIJ?KB?mPCQn?UPS?IBK?VL?
LTTLNKCAL?CI?JLKKCIJ?KHL?MLEGBI?KB?PQKLE?BE?NBIKEBQ?KHLCE?DCGEFMKCAL?VLHPACBE>???

N>?�BFE?PMMEBPNH?GHBFQD?LUMHPGC�L?KHPK?SBF?PEL?KHLEL?KB?BTTLE?HLQM?KB?KHL?MLEGBI?
PID?IBK?KB?MFICGH>???

D>?�LULUVLE?KHPK?KHL?GFVmLNK?DCD?IBK?NHBBGL?KB?VL?ULIKPQQS?CQQn?DLALQBMULIKPQQS?
DCGPVQLDn?BE?LUBKCBIPQQS?DCGKEPFJHK>???

L>?@NNLMK?KHL?GFVmLNK?PG?P?HFUPI?VLCIJ?CI?NECGCG?PID?ELULUVLE?KHPK?SBFE?MECUPES?
EBQL?CG?KB?NPQU?KHL?GCKFPKCBI?PID?BTTLE?HLQM>??

?
=�>?YT?KHL?MLEGBI?UPWLG?NQPCUG?BE?ELMBEKG?GCKFPKCBIGn?LALIKGn?BE?GLIGBES?MLENLMKCBIG?

KHPK?PEL?BVACBFGQS?VPGLD?BI?DLQFGCBIG?BE?HPQQFNCIPKCBIGn?DB?IBK?PKKLUMK?KB?DCELNKQS?
NBITEBIK?KHL?MLEGBI?OCKH?KHL?LACDLINL?KHPK?KHLCE?NQPCUG?PID?VLQCLTG?PEL?TPFQKS>???

?
P>?XFNH?PI?LTTBEK?FGFPQQS?TPCQG>???
V>?YT?KHL?GFVmLNK?CG?ELQPKCIJ?CITBEUPKCBI?GKLUUCIJ?TEBU?MPEPIBCD?DLQFGCBIG?PIS?
DCELNK?PKKLUMK?PK?ELTFKCIJ?KHL?VLQCLTG?UPS?NPFGL?KHL?GFVmLNK?KB?QPVLQ?KHL?BTTCNLE?
g̀̂{lbd̂lĵchd_~}̂̂?

N>?tINL?PI?BTTCNLE?HPG?VLLI?CINBEMBEPKLD?CIKB?Khd̂g[�zdicfĝ]d\[galb̀\̂GSGKLUn?HL?
BE?GHL?UPS?\lgd̂chd̂̀ �a\ac|̂cl̂ylgacaxd\|̂abj\[dbid̂chd̂g[�zdicfĝ�dh̀xalk}̂̂?

D>?�BF?GHBFQD?PQGB?PABCD?MPEKCNCMPKCIJ?CI?KHL?DLQFGCBI?BE?KHL?HPQQFNCIPKCBI?VS?
èkddabê�acĥlk̂{y\̀|abề \lbe~̂�aKH?KHL?GFVmLNK>???



�����������	���
�������	��	���������������������������������������������������������������������������������������������� !"�

#$%&'(')*+'&%,-./0.&1234&5,0367&8770,..�� � 9�:;�<<�

�

=>?@AB=?CDADEFEGHIJHKLHJIKMNJOMGOEPGJQMPJHKEJIRSTEOHUI?VWXYXVYCZ?[==\XY]C?AŶ?
V_C=̀aADXVYC?bXDcVdD?A]̀==XY]?bXDc?Dc=e>???

[>?fV?YVD?ADD=eWD?DV?eXYXeXg=?[=ÀC?V̀?̂XCeXCC?=eVDXVYC?DcAD?Dc=?Cd_h=iD?
=jẀ=CC=C?[̀==\k>????

?
lm>?fV?YVD?dC=?̂=e=AYXY]?\AY]dA]=?DcAD?̀=[=̀C?DV?Dc=?W=̀CVY?LIJLJnoMMGpqJGRHqJ

[̀dXDiAB=Z?V̀?c=Â?iAC=rJMPJFLsEJMHKEPJtGLuuPMuPtLHEJPEQEPEGOEIvJJ?
?

A>?wCXY]?Dc=C=?D=̀eC?DV?̀=[=̀?DV?Dc=?XŶXaX̂dA\?D=\\C?Dc=eZ?Dc=X̀?[̀X=ŶC?AŶ?[AeX\k?
e=e_=̀C?DcAD?kVd?xMGUHJOLPEJLSMRHJHKEFJLGxJpMRJxMGUHJOMGItxÈ?Dc=X̀?ẀV_\=e?
DV?_=?XeWV̀DAYD>???

_>?y=e=e_=̀?DcAD?XŶXaX̂dA\C?bcV?cAa=?̂=A\D?bXDc?Dc=?WV\Xi=?_=[V̀=?eAk?BYVb?
HKEJtFuotOLHtMGJMQJHKEJHEPFJnzt{GLoJ|}rv?

?
l~>?fV?YVD?\=D?Dc=?W=̀CVY?D̀XiB?kVd?XYDV?AY?À]de=YD>???

?
A>?�]YV̀=?ADDAiBC?VY?kVd̀?icÀAiD=̀Z?W=̀CVYA\?AWW=ÀAYi=Z?V̀?ẀV[=CCXVY>???
_>?y=CWVŶXY]?Y=]ADXa=\k?DV?Dc=C=?icÀAiD=̀XgADXVYC?eAk?dŶ=̀eXY=?kVd̀?A_X\XDk?
DV?iVeedYXiAD=?bXDc?Dc=?W=̀CVY>???

i>?fV?YVD?]=D?XYDV?A?WVb=̀?CD̀d]]\=?bXDc?Dc=?W=̀CVY>??
>̂?y=e=e_=̀?DcAD?_XgÀ =̀?_=cAaXV̀?A\VY=?XC?YVD?A?̀=ACVY?[V̀?dC=?V[?WckCXiA\?
[V̀i=>???

=>?�Y\k?bc=Y?Dc=?W=̀CVY?XC?CV?̂AY]=̀VdC?V̀?aXV\=YD?DcAD?Dc=̀=?XC?A?̂X̀=iD?AŶ?
Xee=̂XAD=?̀XCB?DcAD?Dc=?XŶXaX̂dA\?V̀?AYVDc=̀?W=̀CVY?XC?\XB=\k?DV?_=?cÀe=̂?
CcVd\̂?[V̀i=?_=?dC=̂>?

[>?�C?XY?A\\?CXDdADXVYCZ?dC=?VY\k?Dc=?AeVdYD?V[?[V̀i=?Y=i=CCÀk?DV?AiiVeW\XCc?Dc=?
=̂CX̀=̂?]VA\?V[?ẀVD=iDXY]?=a=̀kVY=?XYaV\a=̂>??

?
l�>?�Y?CXDdADXVYC?bc=̀=?̀=CD̀AXYD?V[?Dc=?W=̀CVY?XC?Y=i=CCÀkZ?̀=e=e_=̀?DcAD?cAŶid[[C?
eAk?YVD?_=?Dc=?_=CD?icVXi=?[V̀?̀=CD̀AXYD>??�VYCX̂=̀?Dc=?WVCCX_X\XDk?DcAD?A?CD̀=Dic=̀?
eX]cD?_=?=[[=iDXa=?XY?ẀVaX̂XY]?A?_=DD=̀?e=DcV̂?V[?̀=CD̀AXYD>???@AB=?Cd̀=?DcAD?AYk?
=̀CD̀AXY=̂?W=̀CVY?XC?eVYXDV̀=̂?AD?A\\?DXe=C>??

?
l�>?�[?iVeedYXiADXVY?iAY?_=?=CDA_\XCc=̂Z?iVYCX̂=̀?̀=�d=CDXY]?A?���?D̀AXY=̂?̂=WdDk>?
���?̂=WdDX=C?AŶ?i\XYXiXAYC?À=?A?\XeXD=̂?̀=CVd̀i=?AŶ?eAk?YVD?_=?A_\=?DV?
=̀CWVŶ?VY?=a=̀k?e=YDA\?c=A\Dc?iA\\?[V̀?C=̀aXi=>?

?
f>????�YXDXA\?f=WdDk?y=CWVYC=?

�
l>??�c=?�ll?�=YD=̀?CcA\\?̂XCWADic?A?_=AD?dYXD?AŶ?CdW=̀aXCV̀?DV?̀=CWVŶ?DV?AYk?iA\\?[V̀?
C=̀aXi=?XYaV\aXY]?A?W=̀CVY?XY?A?ìXCXC?V̀?A?W=̀CVY?_=\X=a=̂?DV?_=?̂XCW\AkXY]?
XŶXiADV̀C?V[?e=YDA\?X\\Y=CC>??

?
�>??�c=?XYXDXA\?VY�Ci=Y=?̂=WdDk?CcA\\?eAXYDAXY?̀=CWVYCX_X\XDk?[V̀?Dc=?iA\\?V̀?XYiX̂=YD?dYDX\?
iVeW\=D=̂?V̀?̀=\X=a=̂?_k?Dc=?CdW=̀aXCV̀>?�c=Y?Dc=?̂=WdDk?̀=CWVŶCZ?c=?V̀?Cc=?
CcA\\�?

?
A>??f=D=̀eXY=?X[?Dc=?W=̀CVY?XY?�d=CDXVY?XC?̂XCW\AkXY]?XŶXiADV̀C?V[?e=YDA\?X\\Y=CC�?
AŶZ??

?
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=>?@ABCDA?EFAGFAH?IH?JIG?GFA?KAHLIJ?JAADL?GI?=A?GHMJLKIHGAD?GI?MJ?MKKHIKHCMGA?
BINNOJCGP?HALIOHBA?QMBCRCGP?QIH?QOHGFAH?ASMROMGCIJ?CJ?BIIHDCJMGCIJ?ECGF?GFACH?
LOKAHSCLIH?MJD?MJP?TCHA?MJD?UVW?OJCGL?MG?GFA?LBAJA>?

?
X>??YQ?GFA?DAKOGP?DAGAHNCJAL?GFMG?GFA?LO=ZABG?CL?JIG?DCLKRMPCJ[?CJDCBMGIHL?IQ?NAJGMR?
CRRJALL\?GFA?DAKOGP?NMP?HANMCJ?IJ]LBAJA?ML?CL?JABALLMHP?QIH?GFA?LMQAGP?IQ?IGFAH?
KO=RCB?LMQAGP?KAHLIJJAR?MG?GFA?LBAJA?MJD̂IH?GI?ECGJALL?M?KMGCAJG?HAQOLMR>?

_
>̀??a?DAKOGP?LFIORD?NMbA?M?RMEQOR?MHHALG?EFAJ?M?SCIRMGCIJ?IBBOHL?CJ?FCL?KHALAJBA?MJD?
GHMJLKIHG?GFA?KAHLIJ?GI?JAMHALG?NADCBMR?QMBCRCGP?QIH?GHAMGNAJG>??YQ?UVW?FML?=AAJ?
BIJGMBGAD?GFA?HALKIJDCJ[?DAKOGP?LFMRR?ALBIHG?GFA?KHCLIJAH?GI?GFA?JAMHALG?NADCBMR?
QMBCRCGP>??cFA?DAKOGP?LFMRR?HANMCJ?MG?GFA?FILKCGMR?ECGF?GFA?LO=ZABG?OJGCR?FÂLFA?CL?
AdMNCJAD?MJD?MDNCGGAD?IH?HARAMLAD>?YQ?GFA?LO=ZABG?CL?MDNCGGAD\?GFA?DAKOGP?LFMRR?
GHMJLKIHG?GFA?LO=ZABG?CJ?MBBIHDMJBA?ECGF?efghifjklmlnopkhqr]sX?CJSIROJGMHP?
GHMJLKIHG?GI?M?NAJGMR?FAMRGF?QMBCRCGP>?YQ?GFA?LO=ZABG?CL?HARAMLAD\?GFA?DAKOGP?LFMRR?
GHMJLKIHG?GFA?LO=ZABG?GI?GFA?@AGAJGCIJ?tAJGAH>?uFAJ?MJ?MHHALG?CL?JIG?NMDA\?M?
HALKIJLC=RA?KAHLIJ?CL?JIG?MSMCRM=RA\?MJD̂IH?GFA?LO=ZABG?CL?OJHORP?IH?CL?BIJLCDAHAD?
KIGAJGCMRRP?DMJ[AHIOL\?GFA?DAKOGP\?OKIJ?MKKHISMR?IQ?GFA?tYc?LOKAHSCLIH\?NMP?
GHMJLKIHG?GFA?KAHLIJ?GI?vIHGFLCDA?TIHLPGF?UNAH[AJBP?wIIN?QIH?ASMROMGCIJ>??YQ?GFA?
KAHLIJ?CL?SCIRAJG?IH?FML?CJZOHCAL\?UVW?LFIORD?=A?BMRRAD?GI?GHMJLKIHG>?

?
x>?@AKOGCAL?LFMRR?OLA?IJRP?GFMG?QIHBA?JABALLMHP?QIH?GFA?KHIGABGCIJ?IQ?GFA?KO=RCB\?GFA?
KHIGABGCIJ?IQ?GFA?IQQCBAH\?MJD?GI?AJQIHBA?GFA?HANISMR?MJD?KHIGABGCIJ?IQ?GFA?NAJGMR?
FAMRGF?BIJLONAH>?

?
y>?cFA?CJSALGC[MGCJ[?DAKOGP\?OLCJ[?MJ?YJBCDAJG?wAKIHG\?LFIORD?DALBHC=A?GFA?CJBCDAJG\?
LO=LAzOAJG?CJSALGC[MGCIJ\?MJD?MRR?RME?AJQIHBANAJG?MBGCIJ?GMbAJ>??a?BIKP?IQ?GFCL?
HAKIHG?LFMRR?=A?[CSAJ?GI?GFA?NAJGMR?FAMRGF?BRCJCBCMJ?EFI?BIJDOBGL?GFA?ASMROMGCIJ?IQ?
efghlo{l|l{}n~hk�hefnehleh�njh�gh�n{ghin�eh��hefghm�ok}�g�pkhm~lolmn~h�gm��{hig�h
�>t>�>a>?X�]X]̀��M�>?

?
�>?@AKOGCAL\?ECGF?LOKAHSCLIH?MKKHISMR\?FMSA?GFA?MOGFIHCGP?GI?HANISA?NAJGMRRP?CRR?
KAHLIJL?QHIN?GFACH?FINAL?CQ�??

?
M>?cFA?KAHLIJ?BINNCGL?M?SCIRMGCIJ?IQ?GFA?RME>??�AIH[CM?WGMGOGA?HAzOCHAL?GFMG?GFAHA?
=A?LINA?SCIRMGCIJ?IQ?GFA?RME?ASAJ?CQ?GFA?DAKOGP?DIAL?JIG?QIRRIE?GFHIO[F?ECGF?
BFMH[AL?IJ?GFA?IQQAJLA\?MJD?

=>?cFA?LO=ZABG?MKKAMHL?GI?KHALAJG?M?LO=LGMJGCMR?HCLb?IQ?CNNCJAJG?FMHN?GI?FCNLARQ?
IH?IGFAHL?ML?NMJCQALGAD?=P?HABAJG?ISAHG?MBGL?IH?HABAJG?AdKHALLAD?GFHAMGL?IQ?
SCIRAJBA?EFCBF?KHALAJG?M?KHI=M=CRCGP?IQ?KFPLCBMR?FMHN?GI?FCNLARQ?IH?IGFAH?
KAHLIJL\?IH??

B>?cFA?LO=ZABG?MKKAMHL?GI?=A?LI?OJM=RA?GI?BMHA?QIH?FCL?IEJ?KFPLCBMR?FAMRGF?MJD?
LMQAGP?ML?GI?BHAMGA?MJ?CNNCJAJGRP?RCQA]AJDMJ[AHCJ[?BHCLCL>?

D>?cFAHA?CL?M?BIOHG?IHDAH?IH?M?SMRCD?IHDAH?QHIN?M?KFPLCBCMJ?GFMG?DCHABGL?RME?
AJQIHBANAJG?GI?GMbA?GFA?LO=ZABG?CJGI?BOLGIDP>?

?
A>?tMLAL?CJSIRSCJ[?TMNCRP?�CIRAJBA�?tFMH[AL?IQ?WCNKRA?�MGGAHP?IH?WCNKRA?aLLMORG?
OJDAH?GFA?TMNCRP?�CIRAJBA?aBG\?ML?MOGFIHC�AD?=P?�>t>�>a>?s�]̀]��\?NMP?=A?
=HIO[FG?M[MCJLG?GFA?LO=ZABG?LFIORD?GFA?DAKOGP?FMSA?KHI=M=RA?BMOLA?GI?=ARCASA?
GFMG?MJ?MBG?IQ?DINALGCB?SCIRAJBA?FML?=AAJ?BINNCGGAD>?
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=
>?=@ABCB=DEFGHFDEI=JCABGEAKHC=BLBMDNDGE=OPAO=OPC=AKLBCQ=ECIHCNOQ=CRMHGDOAODGEQ=GJ=
BCH>SECIHCNO=G>=AE=ATLHO=UPG=DB=VCEOAHHW=GJ=MPWBDNAHHW=TDBAKHCT=AETXGJ=GFCJ=OPC=
AIC=G>=YZ=BPAHH=NGVMHCOC=AET=OJAEBVDO=A=JC>CJJAH=OG=[TLHO=\JGOCNODFC=]CJFDNCB=
@CEOJAH=̂EOA_C=KW=OCHCMPGEC=GJ=>AR=UDOPDE=̀a=PGLJB=bc?@?d?[?=efgSZSah?=

=
i?=]PGLHT=A=TCMLOW=>DET=A=NGVMHADEAEO=DE=BLNP=AE=DEOGRDNAOCT=NGETDODGEQ=bVCJC=
TJDE_DEI=EGO=KCDEI=OPC=DEOCEODGE=G>=OPDB=MJGNCTLJCh=UPDNP=AEW=DE>GJVAODGE=>JGV=PDV=
DB=TGLKO>LH=GJ=LE>GLETCTQ=AET=DE=OGOAH=AKBCENC=G>=UDOECBBCB=AETXGJ=MPWBDNAH=
CFDTCENCQ=OPC=TCMLOW=BPAHH=MJCNCTC=AB=>GHHGUBj=

=
A?=kA_C=AE=̂ENDTCEO=lCMGJO=EGODEI=OPC=NGETDODGE=G>=OPC=@GVMHADEAEOQ=OPC=
AHHCIAODGEQ=AET=OPC=HAN_=G>=NGJJGKGJAODEI=CFDTCENC=GJ=DE>GJVAODGE?=

K?=̂>=OPC=NGVMHADEAEO=DB=AJJCBOCTQ=PDB=NGVMHADEO=BPAHH=KC=EGOCT=DE=OPC=EAJJAODFC=G>=
OPC=̂ENDTCEO=lCMGJO?=

N?=mRNCMODGEBj=
?̂= nPCJC=DB=FDBDKHC=DEoLJW=OG=OPC=NGVMHADEAEO=GJ=AEGOPCJ=MCJBGE=
MJCBCEOp=

^̂?= nPC=G>>CEBC=UAB=UDOECBBCT=KW=A=BGKCJ=MCJBGEj=
^̂̂?= ]LKBOAEODAH=NGJJGKGJAODEI=CFDTCENC=CRDBOB=OG=BLMMGJO=OPC=

AHHCIAODGEbBh?=
=

T?=̂>=OPCJC=DB=NGEODELCT=PAJABBVCEO=bNGEODELCT=LE>GLETCT=NAHHB=KW=OPC=DEOGRDNAOCT=
NGVMHADEAEOh=JC>CJ=OG=OPC=@JDVDEAH=@GTC=OG=MJC>CJ=NPAJICB=AETXGJ=PAFC=PDV=
ATVDOOCT=>GJ=MBWNPDAOJDN=CFAHLAODGE=TCMCETDEI=GE=OPC=NDJNLVBOAENCB?=

=
q?=rAJJDNATC=]DOLAODGE=

=
>̂=A=BLKoCNO=PAB=KAJJDNATCT=OPCVBCHFCBQ=NGEBDTCJ=OPC=BCFCJDOW=G>=OPC=BDOLAODGEQ=
UPCOPCJ=A=NJDVC=PAB=GNNLJJCT=AET=OPC=OWMC=G>=NJDVC=OPAO=VW=PAFC=GNNLJJCT?=sCCM=
DE=VDET=OPC=MJCBCENC=G>=HAU=CE>GJNCVCEO=VAW=AIIJAFAOC=A=MCJBGEtB=VCEOAH=PCAHOP=
BDOLAODGE?=
=
A?=̂>=EG=NJDVC=PAB=GNNLJJCT=GJ=GEHW=A=VDBTCVCAEGJ=NJDVC=PAB=GNNLJJCTQ=EG=
NDODuCEB=AJC=DE=TAEICJ=AET=OPC=BLKoCNO=JC>LBCB=OG=NGVVLEDNAOC=UDOP=HAU=
CE>GJNCVCEOQ=OPC=vAONP=@GVVAETCJ=BPGLHT=NGEBDTCJ=A=nANODNAH=
wDBCEIAICVCEO?=
=
D?=̂>=MJGKAKHC=NALBC=CRDBOB=>GJ=AE=AJJCBOQ=OPC=AMMJGMJDAOC=UAJJAEObBh=
BPGLHT=KC=GKOADECT?=nPC=vAJJAEO=xEDO=BPGLHT=KC=EGOD>DCT=G>=OPC=CRDBODEI=
UAJJAEOB=AET=OPC=>ANOGJB=BLJJGLETDEI=OPC=TCNDBDGE=OG=nANODNAHHW=
wDBCEIAIC?=
=

DD?=nPC=NAHH=DE>GJVAODGE=BPGLHT=KC=BCEO=OG=OPC=@̂ln=xEDO=>GJ=yGHHGUSLM?=
=

K?=̂>=A=>CHGEW=NJDVC=PAB=GNNLJJCT=AET=TAEICJ=CRDBOB=OG=NDODuCEBQ=OPC=UAONP=
NGVVAETCJ=BPGLHT=NGEBDTCJ=LODHDuDEI=AFADHAKHC=DENHLTDEI=AB=]v[nX@zn?=
=
=
=
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=>???@ABCDEFGHD?ICGBHJGC?
?
K?GABCDEFGHD?GLMNN?OC?PFGBMQRLCP?QH?MNN?RMNNG?HD?FJRFPCJQG?FJEHNEFJS?M?RHJTFDUCP?HD?
GAGBCRQCP?UCJQMNNV?FNN?BCDGHJ?FJ?RDFGFG>??K?RDFGFG?RHANP?RHJGFGQ?HT?M?BCDGHJ?LMEFJS?
PCNAGFHJGW?DCTAGFJS?QH?QMXC?BDCGRDFOCP?UCPFRMQFHJGW?CDDMQFR?OCLMEFHDW?RMAGFJS?M?
PFGQADOMJRCW?QMNXFJS?QH?QLCUGCNECG?HD?HQLCD?MRQFEFQV?HD?OCLMEFHD?QLMQ?RMAGCG?MNMDU?HD?
RHJRCDJ?QH?QLC?MECDMSC?BCDGHJ>?

?
YLC?GABCDEFGHD?GLMNN?OC?DCGBHJGFONC?THD?PCQCDUFJFJS?MJP?CJGADFJS?MBBDHBDFMQC?MRQFHJ?
FG?OCFJS?QMXCJ?OV?QLC?PCBAQV?HD?PCBAQFCG?LMJPNFJS?QLC?RMNNZ?MG?[CNN?MG?DCEFC[FJS?
QDMJGBHDQ?PCRFGFHJG?[LCDC?MBBNFRMONC>??YLC?GABCDEFGHD?UMV?RMNN?THD?MJV?MPPFQFHJMN?
OMRX\AB?HD?DCGHADRCG?JCCPCP?HJ?QLC?GRCJC?MTQCD?MDDFEFJS?MJP?MGGCGGFJS?QLC?GFQAMQFHJW?
HD?FJ?DCGBHJGC?QH?DC]ACGQG?TDHU?PCBAQFCG?HJ?QLC?GRCJC>??̂T?QLC?GABCDEFGHD?RHJRADG?[FQL?
QLC?PCBAQV?DCGBHJGFONC?THD?QLC?GRCJC?QLMQ?QLC?GAO_CRQ?FG?JHQ?PFGBNMVFJS?FJPFRMQHDG?HT?
UCJQMN?FNNJCGGW?QLC?GABCDEFGHD?UMV?DCUMFJ?HJ\GRCJC?MG?JCRCGGMDV?THD?HTTFRCD?GMTCQV?HD?
QH?DCUMFJ?FJ?RHUUMJP?HT?QLC?GRCJC?MQ?LFG̀LCD?PFGRDCQFHJ>??
?
YLC?GABCDEFGHD?MQ?QLC?GRCJC?GLMNN?CaCDRFGC?HECDMNN?RHJQDHN?HT?QLC?GRCJC?OAQ?UMV?
PCNCSMQC?MAQLHDFQV?MQ?LFG̀LCD?PFGRDCQFHJ?QH?QLC?LMJPNFJS?PCBAQV?FT?QLC?RFDRAUGQMJRCG?GH?
PFRQMQC>?@ABCDEFGHDG?MDC?DCGBHJGFONC?THD?MJV?MRQFHJG?QMXCJ?HD?[LFRL?TMFN?QH?OC?QMXCJ?OV?
GAOHDPFJMQCG?MTQCD?QLCFD?MDDFEMN?MQ?QLC?GRCJC?HD?AJPCD?QLCFD?PFDCRQFHJ>?
?
K?PCRFGFHJ?QH?QMRQFRMNNV?PFGCJSMSC?TDHU?MJ?FJRFPCJQ?GLMNN?OC?PCQCDUFJCP?OV?M?bMQRL?
cHUUMJPCD?MG?BCD?@CRQFHJ?̂W?KW?d?HT?QLFG?BHNFRV?

e
f>???fHNNH[\gB?̂JECGQFSMQFHJ?
?
ĴQCDEFC[G?MJP?FJQCDDHSMQFHJG?HT?GAO_CRQG?OCNFCECP?QH?OC?UCJQMNNV?FNN?HD?PFGBNMVFJS?
FJPFRMQHDG?HT?UCJQMN?FNNJCGG?GLHANP?OC?RHJPARQCP?OV?QLC?cDFUFJMN?̂JECGQFSMQFHJG?
hFEFGFHJ?FJ?RHJ_AJRQFHJ?[FQL?cDFGFG?̂JQCDECJQFHJ?ICGBHJGC?YCMU?iĉIYjW?[LCJCECD?
BHGGFONC>?hADFJS?FJQCDEFC[G?MJP?FJQCDDHSMQFHJGW?SAFPCNFJCG?TDHU?GCRQFHJ?c?HT?QLFG?
BDHRCPADC?GLHANP?OC?THNNH[CP>?

?
k>???cHUUAJFQV?ICGHADRCG?
?
lDHRCPADCG?THD?MRRCGGFJS?MEMFNMONC?RHUUAJFQV?UCJQMN?LCMNQL?DCGHADRCG?MDC?MG?
THNNH[Gm?

?
n>?nonp?q?ronp?̂JEHNAJQMDV?cHUUFQQMNG?

?
M>??lLVGFRFMJ?hFDCRQCPm?is>c>k>K>?pd\p\tn?HD?pd\d\tnj?hCBAQFCG?GLMNN?QDMJGBHDQ?
MPANQG?MJP?_AECJFNCG?THD?FJEHNAJQMDV?UCPFRMN?CEMNAMQFHJ?MJP?QDCMQUCJQ?[LCJ?M?
BLVGFRFMJ?GQMQCG?QLMQ?QLCV?MDC?CFQLCD?UCJQMNNV?FNNW?MJ?MNRHLHNFRW?PDAS?PCBCJPCJQW?
HD?M?PDAS?MOAGCD>?hCBCJPCuvwxyzuwv{|wy{}~����u�~w�u~v�x�v�zu~�wv{|w~x��|�vw
GLMNN?OC?QDMJGBHDQCP?QHm?

?
>̂? �MADCN[HHP?�HGBFQMNW?kMFJCGEFNNC?
^̂>? cLMDQCD?lCMRLTHDPW?KQNMJQM?
^̂̂>? �HDQL[CGQ?ICSFHJMN?�HGBFQMNW?IHUC?
�̂>? kCHDSFM?�FSLNMJPG?YDCMQUCJQ?@CDEFRCG?cCJQCDW?hMNQHJ?



�����������	���
�������	��	���������������������������������������������������������������������������������������������� !"�

#$%&'(')*+'&%,-./0.&1234&5,0367&8770,..�� � 9:�;<�99�

�

=
======>?@A=B?CADEFGBCFDH=IBJ=KL=MFNLH=KJ=BHJ=OAJPF@FBH=KJ=LQL@?CFHM=LFCALE=CAL=
RILEMLH@J=STIFPPFDH=ULECFVF@BCL=WDEI=XYXZ=DE=[YXZ\=]ODH=EL@LFNFHM=WDEI=
XYXZ=DE=WDEI=[YXẐ=TLO?CFLP=PAB__=LHP?EL=CABC=FC=ABP=HDC=LQOFELT=KJ=KLFHM=
IDEL=CABH=PLNLH=TBJP=D_T=VEDI=CAL=TBCL=FC=̀BP=LQL@?CLT\=aV=CAL=VDEI=ABP=
LQOFELT̂=TLO?CFLP=PAB__=HDC=@DHT?@C=CAL=CEBHPODEC=?H_LPP=B=NB_FT=VDEI=FP=
OEDNFTLT=KJ=CAL=OAJPF@FBH\==
bLO?CFLP=PAB__=@DIO_LCL=CAL=cdLODEC=DV=eLB@L=fVVF@LEc=VD?HT=DH=CAL=ELNLEPL=
PFTL=DV=CAL=VDEI=BHT=_LBNL=B=@DOJ=DV=CAL=ELODEC=̀FCA=CAL=ADPOFCB_=OLEPDHHL_\==
bLO?CFLP=PAB__=HDC=̀BFC=BC=CAL=ADPOFCB_=?H_LPP=ELg?LPCLT=KJ=ILTF@B_=DVVF@FB_P=CD=
AL_O=@DHCED_=B=NFD_LHC=FHTFNFT?B_=BHT=DH_J=?ODH=CAL=BOOEDNB_=DV=B=Uah=
>?OLENFPDE\=

=
=K\=UD?EC=bFEL@CLTi=jf\U\k\S\=ZlmZmnX=DE=ZlmlmnXo=bLO?CFLP=PAB__=CEBHPODEC=BT?_CP=
BHT=p?NLHF_LP=VDE=FHND_?HCBEJ=ILTF@B_=LNB_?BCFDH=BHT=CELBCILHC=̀ALH=TFEL@CLT=
KJ=B=UD?EC=fETLE=PCBCFHM=CALJ=BEL=LFCALE=ILHCB__J=F__̂=BH=B_@DAD_F@̂=TE?M=
TLOLHTLHĈ=DE=B=TE?M=BK?PLE\=

=
hAL=CEBHPODECFHM=TLO?CJ=PAB__=@DIO_LCL=CAL=cdLODEC=DV=eLB@L=fVVF@LEc=DH=CAL=
ELNLEPL=PFTL=DV=CAL=WDEI=XYXZ=DE=WDEI=[YXZ=BHT=_LBNL=B=@DOJ=̀FCA=ADPOFCB_=
OLEPDHHL_\==aHTFNFT?B_P=PAB__=HDC=KL=CEBHPODECLT=FH=B=IBEqLT=NLAF@_L=?H_LPP=BH=
?HIBEqLT=NLAF@_L=FP=HDC=ELBPDHBK_J=BNBF_BK_L=VDE=CAL=CEBHPODEC\=rD=VLIB_L=
OBCFLHC=PAB__=KL=CEBHPODECLT=̀FCAD?C=BHDCALE=VLIB_L=FH=BCCLHTBH@L=CABC=FP=HDC=B=
OBCFLHĈ=?H_LPP=CAL=OBCFLHC=@BH=KL=B@@DIOBHFLT=KJ=ALE=A?PKBHT̂=VBCALÊ=BT?_C=
KEDCALÊ=DE=BT?_C=PDH\=
=

@\=eLB@L=fVVF@LE=aHFCFBCLTi=jf\U\k\S\=ZlmZmn[=DE=Zlmlmn[o=bLO?CFLP=IBJ=CBqL=FHCD=
@?PCDTJ=BHJ=OLEPDH=VDE=FHND_?HCBEJ=CELBCILHC=FV=CAL=FHTFNFT?B_=ABP=@DIIFCCLT=DE=
FP=@DIIFCCFHM=BHJ=O?HFPABK_L=DVVLHPL=BHT=CAL=TLO?CJ=ABP=OEDKBK_L=@B?PL=CD=
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I MISSING CHILDREN  

 

A. PURPOSE 

 

The purpose of this chapter is to establish guidelines for the preliminary and follow up 

investigations of missing and unidentified children, to define certain categories of missing 

children, and to establish guidelines for the emergency activation of alert systems and response 

of law enforcement.   

B. DEFINITIONS/TERMS  
 

 A missing child - anyone 17 years of age and under, that is being reported as missing from 

his/her usual location within the boundaries of Forsyth County.  

 

 An unidentified child – a child whether living or deceased, who appears to be a child and 

is located unattended within the boundaries of Forsyth county. 

 

 Out of the zone of safety for their age and physical and mental condition - The zone of 
safety will vary depending on age. In the case of an infant, for example, the zone of safety 
shall include the immediate presence of an adult custodian, or the crib, stroller, or carriage 
in which the infant was placed. For a school age child, the zone of safety might be the 
immediate neighborhood or the route taken between home and school. 

 
 Mentally diminished - If a child is developmentally disabled, emotionally disturbed, or the 

victim of disease, they may have difficulty communicating with others about needs, identity, 
or address. The disability places the child in danger of exploitation or other harm. 

 
 A potential victim of foul play or sexual exploitation - Significant risk to the child can be 

assumed if investigation reveals indications of a possible abduction, violence at the scene of 
abduction, or signs of sexual abuse. 

 
 In a life threatening situation - The environment in which the child is missing may be 

particularly hazardous. Examples of a dangerous environment could be a busy highway for 
a toddler, an all-night truck stop for a young teenager, or simply an outdoor environment in 
inclement weather for any missing child. 

  

PROCEDURE:  SOP 3-3.104 MISSING CHILDREN 

Rescinds/Amends:     

Effective Date: August 28, 2018 

Committee Review - Date: August 2018 

Related Policy(s): SOP 3-3.105 

Authorized by:  Sheriff Ron H. Freeman 
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 Absent from home for more than twenty-four (24) hours before being reported to the 

Sheriff’s Office as missing - While some persons may incorrectly assume that twenty-four 
(24) hours must pass before Sheriff’s Office will accept a missing person case, a delay in 
reporting might also indicate the existence of neglect or abuse within the family. 

 
 Believed to be with persons who could endanger their welfare - A missing child in such 

circumstances is in danger not only of sexual exploitation, but of involvement in criminal 
activity such as burglary, shoplifting and robbery. 

 

 Is absent under circumstances inconsistent with established patterns of behavior - 

Most children to some degree have established routines that are reasonably predictable. 

Significant, unexplained deviations from those routines increase the probability that the 

person may be at risk. 

 

 Critical Missing Child - is any child twelve years of age and younger, that is missing or any 

child in poor physical or questionable mental health, or any missing child where there is an 

indication of foul play. Foul play is indicated if the occurrence is grossly out of character for 

the child, or the reporting party has sufficient reason to believe foul play has occurred. Any 

child missing under circumstances which would lead a reasonable person to conclude that 

there is danger if the child is not located immediately (i.e. child missing outdoors in 

extremely harsh weather or who requires medication, etc.) will also be considered a critical 

missing child.   

 

      NON-Critical Missing Child - is any child over the age of twelve that is missing, NOT in 

poor physical or questionable mental health and there is no indication of foul play.  This 

group is most often teenagers who leave home voluntarily for a variety of reasons. 

 

a. RUNAWAY: Most often a teenager, who leaves home voluntarily for a variety of 
reasons. 

 

b. THROWNAWAY: A child whose caretaker makes no effort to recover the child who 
has run away, or who has been abandoned or deserted. 

 

  Family Abduction - A non-custodial family member flees with a child, usually in direct 

violation of a court ordered custody arrangement. 

 

 NON-Family Abduction - Child taken by an unknown individual, through force or 

persuasion, usually in furtherance of additional victimization. 

 

C.   ALERTS 

 

  A Child is Missing Alert (ACIM) - the Child is Missing alert is a system that uses the local 

telephone networks to alert residents, via recorded message, to be on the look-out for 

missing children, missing disabled adults, and/or wanted persons who pose a significant 
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threat to children in the community. ACIM is staffed 24 hours a day, 7 days a week, 365 

days a year. ACIM can be used in conjunction with Levi’s Call.  ACIM can be used for the 

following situations: wander-off children (2-5 years); adventurers, habitual runaways where 

foul play is suspected; first time runaways, with or without foul play suspected, child 

abductions from home or other areas; and mentally/physically challenged children.  The 

FCSO supervisor must seek approval from the Sheriff or designee prior to activating an 

ACIM alert.  ACIM requires that the deputy be able to answer the following questions prior to 

contacting them, so they can broadcast an alert via a pre-recorded message:   

 

 Case Number 

 Name and description of missing person(s) 

 Location last seen, zip code, county and search area 

 Date and time last seen 

 Sheriff’s Office phone number for citizens to report sightings 

 

Once the child has been located, the agency supervisor will notify ACIM so the case can be 

closed.  ACIM can be contacted at 888-875-2246, or if no answer by pager at 954-492-

4778. (Reference Attachment A) 

 

 Levi’s Call/Georgia’s Amber Alert - the Levi’s Call is an alert initiated by law enforcement 

when a child has been abducted and is believed to be in danger of being harmed by his/her 

abductor.  This alert system utilizes the Emergency Service Alert System and the Georgia 

Department of Transportation’s changeable message boards, located along major highways 

around the state.  The criteria for a Levi’s Call activation consist of the following: 

 

 a confirmed child abduction. 

 circumstances surrounding the event must indicate that the child is in danger of harm 

or death. 

 the child is under the age of eighteen (18) years. 

 sufficient descriptive information is available to believe that an immediate broadcast 

will be beneficial. 

 the abduction must be entered into the National Crime Information Center (NCIC) 

database. 

 

      A Levi’s Call bulletin (as provided with this procedure) will be completed and presented to 

the Georgia Bureau of Investigation by the assigned investigator.  The information required 

includes a description of the child; a suspect description; a vehicle description and direction 

of travel; where the abduction took place; where the child was last seen; and a phone 

number where the public can contact local law enforcement. 

 

 ‘Mattie’s Call’ - ‘Mattie’s Call’ is an alert/lookout initiated by law enforcement for missing 

disabled adults (any adult who is developmentally impaired, suffers dementia, or other 

cognitive impairment) or critically missing children.  The system utilizes three phases:  
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Phase I: the “Child is Missing” system;  

Phase II: The Georgia Association of Broadcasters’ News Net; and  

Phase III: the Georgia Lottery Corporation.   

 

      Procedure: If it has been determined through a thorough investigation, that the missing 

disabled adult or child is in immediate danger of bodily harm or death, a ‘Mattie’s Call’ 

should be initiated. Before the alert is initiated, the missing person must have been entered 

onto NCIC, a local and state wide BOLO activated, and the local media notified.  The 

‘Mattie’s Call’ alert form must be completed. PHASE I (local alert) of the alert system is 

completed by initiating the ACIM Alert (see above initiation instructions).  If it is believed that 

the missing child has traveled outside of the local area, or there have been no results from 

PHASE I, PHASE II of the alert should be initiated.  PHASE II is completed by faxing or 

emailing the ‘Mattie’s Call’ information form, along with a photo of the missing person to the 

Georgia Bureau of Investigation. The information will be forwarded to the Georgia 

Association of Broadcasters’, (GAB) News Net, and may be broadcast by local news 

agencies.  Phase III is the State-wide alert, which is activated by contacting the Georgia 

Lottery Corporation and providing them with the information that has been collected.  The 

investigating investigator will provide contact telephone numbers that he/she can be 

reached consistently, in the numbers that he/she can be reached consistently, in the event 

of other required information for the alert.   

 

 Kimberly’s Call - Kimberly’s Call is an alert/lookout initiated by law enforcement, for 

criminals who are wanted for serious crimes against persons, and who pose a serious threat 

to the public. The system has three phases that include:  

 

Phase I: A Child is Missing system,  

Phase II: The Georgia Association of Broadcasters’ News Net, and  

Phase III: the Georgia Lottery Corporation.   

 

      Procedure: If it has been determined by the assigned investigator, and approved by the 

CID supervisor, this alert may be activated for suspect(s) that have active arrest warrants for 

serious crimes against persons.  The suspect must pose a serious threat to the public.  This 

alert can be used in child abduction cases to help locate a suspect if warrants have been 

issued for their arrest stemming from the abduction.  Before the alert can be initiated, there 

must be an active arrest warrant for the suspect; the suspect’s information must have been 

entered onto GCIC/NCIC; a state wide BOLO placed on the suspect; and the Kimberly’s Call 

information sheet completed.  The Phase I can be used if the suspect is believed to be in 

the immediate community from which the crime was committed, and where children are in 

danger of being harmed if the subject is not immediately arrested. In Phase I, the 

investigating investigator must contact ACIM and provide information recorded on the 

information work sheet.  Phase II is intended to alert persons in the regional area where the 

suspect may be located.  In Phase II, the investigating investigator will complete the 
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Kimberly’s Call work sheet, and email or fax it to the GBI. The information will be forwarded 

to the Georgia Association of Broadcasters’ News Net, and may be broadcast by local news 

agencies.   Phase III is the State-wide alert, which is activated by the assigned investigator, 

by contacting the Georgia Lottery Corporation and providing them with the information that 

has been collected.  The investigating investigator will provide contact telephone numbers 

that he/she can be reached consistently in the event of other required information for the 

alert.    

 

D. RESOURCES 

 

      Georgia Child Abduction Response Team - The Child Abduction Response Team 

(CART) is a team of individuals from various state agencies who are trained and prepared to 

respond to a missing/endangered or abducted child.  CART pulls together resources to aid 

in the search and rescue effort and to assist the agency of jurisdiction in its investigation.   

  

      The Georgia CART creates a mutual aid resource inventory and allows for the rapid and 

organized response required in missing children investigations.  Agencies participating in 

the CART include: GBI, GSP, DNR, EMA, DOC, DHR, DJJ, Pardons and Parole, GADOT. 

 

 The occurrence of any of the following may initiate investigative and forensic 

       Involvement, assistance or coordination by CART members: 

 

1.  A non-family abduction of a minor child (under the age of 18); or 
2.  The abduction of a minor child with endangerment circumstances; or 
3.  Any other abduction or missing child investigation that requires immediate response 

in order to protect the well-being of the child. 
 

Activation of CART: (must seek approval from Sheriff or designee) 

1.  Missing child reported to local law enforcement agency 
2.  Local law enforcement agency contacts the GBI Communications Center at  
     1-800-282-8746 
3.  GBI Communications Center contacts the SAC for that region 
4.  SAC gathers all information pertaining to missing child 
5.  SAC requests activation of CART Team.  Activation subject to Inspector approval. 

 

 Project LifeSaver - In an effort to reduce the risk of injury, and to rapidly locate persons 

(adult or child) suffering from Alzheimer’s, dementia, autism, down syndrome and other 

cognitive-related conditions that cause them to wander, the Forsyth County Sheriff’s Office 

become a Project LifeSaver response agency.   

 

      A person must meet the criteria of having a confirmed, medically diagnosed condition that 

causes them to wander. Also, the person must have a caretaker that has direct contact with 

them daily. Citizens enrolled in Project Lifesaver wear a small transmitter on the wrist or 

ankle that emits an individualized tracking signal.  When a caretaker notifies the Sheriff’s 
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Office that the person is missing, a search and rescue team responds to the wanderer’s 

area and starts searching with a mobile locator tracking system. 

 

       “LOCATER” – provides Law Enforcement Agencies with access to create and distribute 

posters to other agencies, media outlets, and the public via E-Mail, Fax, or Print distribution.  

Access online or by calling NEMEC at 1-800-THE LOST (1-800-84678). 

 

E.   RESPONSE PROCEDURES 

 

1. Initial Response - Upon receiving a report of ANY missing child or runaway, the 

responding deputy and supervisor should follow steps as listed below and complete 

Investigative Checklist for First Responders – Deputy. The shift supervisor MUST 

respond to the scene of ANY missing person(s) call.   

 

a. Activate patrol-vehicle-mounted video camera when approaching the scene to 

record vehicles, people and anything else of note for later investigative review. 

 

b. Interview parents, guardians, and/or person making the initial report. 

 

c. Confirm the child is in fact missing. 

 

d. Verify the child’s custody status. 

 

e. Identify the circumstances of the disappearance. 

 

f. Determine when, where, and by whom the missing child was last seen. 

 

g. Interview the individuals who last had contact with the child. 

 
2.   Critical Missing Child - Initial Investigation 

 

Once the initial seven steps listed in E1 have been completed and it is determined to be 

a Critical Missing Child case, the on-call investigator and CID supervisor will be notified 

to be in route, and a command page will be completed.  In cooperation with assisting 

deputies, available investigators, and supervisors, the deputies should follow all below 

listed steps.  Complete Investigative Checklist for First Responders– Deputy.   

 

a. A deputy should go to the child’s home and remain in that area with relatives to 

protect as a potential crime scene until properly relieved. 

 

b. Identify the child’s zone of safety for his or her age and developmental stage. 

 



STANDARD OPERATING PROCEDURE                                                                  Forsyth County Sheriff’s Office 

SOP 3-3.104 Missing Children   7 of 17 

 

 c. Make an initial assessment, based on the available information, of the type of 

incident whether nonfamily abduction, family abduction, runaway, or lost, injured, 

or otherwise missing. 

 

d. Obtain a detailed description of the missing child, abductor, and any vehicles 

used. 

 

e. Secure photograph/videos of the missing child/abductor. 

 

f. Evaluate whether the circumstances of the child’s disappearance meet Levi’s 

Call/Amber Alert criteria and/or other community notification protocol such as 

ACIM.  Discuss plan activation with supervisor. 

 

g. Relay detailed description information to 911 for a BOLO broadcast and updates. 

 

h. Determine need for additional personnel including CID, on-duty personnel from 

any division. 

 

i. Brief and bring up to date all additional responding personnel. 

 

j. Identify and separately interview everyone at the scene.  Make sure their 

interview and identifying information is properly recorded.  To aid in the process, 

if possible, take pictures or record video images of everyone present.   

 

 Note name, address, home/cellular numbers of each person. 

 Determine each person’s relationship to the missing child. 

 Document information each person may have about the child’s 
disappearance. 

 Determine when/where each person last saw the child. 

 Ask each person what they think happened to the child. 

 Obtain names, addresses, and telephone numbers of the child’s friends, 
associates, and other relatives and friends of the family. 

 

k. Continue to keep 911 Center apprised of all appropriate developing information 

for broadcast updates 

 

l. Obtain and note permission to search home or building where incident took place 

even if the premises have been previously searched by family member or 

others. 

 

m. Conduct an immediate, thorough search of the missing child’s home, even if the 

child was reported missing from a different location. 
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n. A deputy or investigator will remain at the scene to seal/protect scene and area 

of the child’s home (including the child’s personal articles such as hairbrush, 

diary, photographs, and items with the child’s fingerprints, footprints and/or teeth 

impressions) so evidence is not destroyed during or after the initial search and to 

help ensure items which could help in the search for and or to identify the child 

are preserved.  Determine if any of the child’s personal items are missing.  If 

possible, photograph or video record the area. 

 

o. Evaluate the contents and appearance of the child’s room/residence. 

 

p. Inquire if the child has access to the internet and evaluate its role in the 

disappearance.  Do NOT overlook activity on social-networking websites and 

teen chat lines. 

 

q. Ascertain if the child has a cellular telephone or other electronic communications 

device and obtain the most recent records of their use.  Document the cellular 

provider. 

 

r. Extend search to surrounding areas including vehicles, including those that are 

abandoned, and other places of concealment such as abandoned appliances, 

pools, wells, sheds, or other areas considered “attractive nuisances”. 

 

s. Treat areas of interest as potential crime scenes including all areas where a child 

may have been or was going to be located. 

 

 t. Determine if surveillance or security cameras in the vicinity may have captured 

relevant information.  This evidence may be used to help locate the child and/or 

to corroborate or refute witness statements. 

 

u. Interview other family members, friends and associates of the child, and friends  

 of the family to determine: 

 

 When each last saw the child. 

 What they think happened to the child. 

 If the child had complained about being approached by anyone. 
 

v. Notify the Forsyth County Department of Family and Children Services.  Obtain 

any previous case information. 

 

w.  Review sex-offender registries to determine if individuals designated as sexual  

       predators live/work in the area or might otherwise be associated with the case. 
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x. Ensure information regarding the missing child is entered into NCIC Missing 

Person Files IMMEDIATELY (within two hours) of report receipt and any 

information about a suspected abductor is entered in the NCIC Wanted Person 

File. 

 

y. Prepare flier/bulletin with the child/abductor photograph and descriptive 

information. Distribute in appropriate geographic regions. 

 

z. Prepare reports and make all required notifications. 

 

4. Critical Missing Child - Supervisor Responsibilities 

Complete Investigative Checklist for Supervisory Deputy  
 

The on-duty supervisor will respond to the scene of any type of Missing Person(s) call 

and ensure that the below steps are completed IMMEDIATELY:  

 

a. Obtain a briefing from the first responding deputy and other personnel at the 

scene. 

 

b. Decide if circumstances meet the protocol in place for activation of a Levi’s Call / 

Amber Alert and/or other immediate community-notification systems if not 

already activated. (seek activation approval from Sheriff or designee) 

 

c. Determine if additional personnel are needed to assist in the 

investigation/search. Consider the following resources depending on the 

circumstances: 

 

 K9 Teams (FCSO and/or other departments) 

 Mobile Command Center (C.T.O.C. Team) 

 Available on-duty personnel from any division 

 Swift 911 (via Community Relations Unit) 

 Call-out of additional off-duty personnel from any division/team 
     (Special Enforcement Division, SWAT Team, CNT Team, Warrant Unit,   

      Civil Unit, etc.) 

 Marine Patrol Unit 

 Fire Department 

 Other county departments (water, roads/bridges, etc.) 

 Aviation Units (helicopter) 

 CERT Team, DRU, EMA 

 Mutual Aid from surround jurisdictions 
 

d. Establish a command post away from the child’s residence or incident 

location to protect the integrity of the command post and scene. 
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e.   Assign an “ICS” radio channel (North or South ICS) for the incident. 

 

f.  Determine if additional assistance is necessary from: 

 The G.B.I. and CART Team (seek approval from Sheriff or designee) 

 Missing-Children Clearinghouse (see approval from Sheriff or designee) 

 F.B.I. (seek approval from Sheriff or designee) 

 Specialized units 

 Victim-Witness Services (i.e. Chaplain, Victim Advocate Unit, etc.)  

 NCMEC’s Project ALERT/Team Adam (see approval from Sheriff or 
designee) 

 

g.  Confirm all the required resources, equipment and assistance necessary to 

conduct an efficient investigation have been requested and expedite their 

availability. 

 

h.  Ensure coordination/cooperation among all law enforcement personnel involved 

in the investigation and search efforts. 

 

i. Verify that all required notifications are made. 

 

j.    Ensure all agency policies and procedures are in compliance. 

 

k. Be available to make any decisions or determinations as they develop. 

 

l. Use media including radio, television, Facebook/twitter and newspapers to assist 

in the search throughout the duration of the case.  

 

m. Activate CART for a critical missing child when no evidence is discovered 

or viable leads established regarding the location of the child. (seek 

approval from Sheriff or designee) 

 

5. Critical Missing Child - Criminal Investigations Division Responsibilities 

 

Complete Investigative Checklist for Investigative Deputy  

 

A CID investigator and CID supervisor will respond to the scene of ANY Critical Missing 

Child call. 

 

a. Obtain briefing from the first responding deputy and other on-scene personnel. 

 

b. Verify the accuracy of all descriptive information and other details developed 

during the preliminary investigation. 
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c. Check with the 911 Center and have them research the CAD for any suspicious 

person/vehicle/activity calls in the area pertaining to the incident. 

 

d.  Conduct a GCIC/NCIC inquiry on the missing child to verify its contents, 

appropriate indicators (Amber Alert, Child Abduction), etc. 

 

e. Entering the missing child’s information and photograph, if available, on the 

Locater Alert database by calling 1-800-THE-LOST (1800-84678) to facilitate 

viewing by other law enforcement agencies nationwide. 

 

f. Coordinate with the incident commander and initiate a neighborhood canvass 

using all available resources and standardized questionnaires as provided with 

this policy, “Missing Person Neighborhood Canvass Form”.    

 

g. Obtain a brief, recent history of family dynamics. 

 

h. Correct and investigate the reasons for conflicting information offered by 

witnesses and other individuals, if any. 

 

i. Collect articles of the child’s clothing for scent tracking purposes. 

 

j. Review and evaluate all available information and evidence collected. 

 

k. Secure the child’s latest medical and dental records. 

 

l. Contact landfill management and/or vendors and request they segregate 

garbage and dumping containers from key investigative areas in cases where it 

is suspected there may be imminent danger to the missing child. 

 

m. Develop and execute an investigative plan. 

 

n. Conduct a criminal history check on all principal suspects, witnesses, and 

participants in the investigation. 

 

o. Determine what additional resources and specialized services are required. 

 

p. Ensure details of the case have been reported to NCMEC. 

 

q. Prepare and update bulletins for local law enforcement agencies, missing 

children clearinghouse, the GBI, FBI and other appropriate agencies. 
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r. Establish a telephone hotline for receipt of tips and leads.  Consider establishing 

an email address and other methods of electronically receiving leads as well 

(Facebook, etc.) 

 

s. Implement a Leads Management System to prioritize leads and ensure each one 

is reviewed and followed up on.   

6. Non-Critical Missing Child (Runaway) - Initial Investigation   

      Personnel responding to a missing person-runaway call will initially complete the seven 
steps described in Section E1 of this procedure.  (Required in all missing persons cases)  
Once this is completed, the responding deputy will: 

 

a.  Complete a detailed report to include an initial physical description of the child 

and clothing description.  The deputy should also inquire about and document 

any recent disciplinary or behavioral issues. 

 

b. Obtain and document any leads as to the possible location (destination, mode of 

travel, routes, etc.).  

 

c. Determine the location where the person was last seen, and the identity of the 

person who last saw the person. 

 

d. Obtain names and telephone numbers of relatives and friends, and any other 

information which may assist in locating the person.  

 

The responding deputy will initiate an immediate investigation in an attempt to locate the 

missing person and relay such information through the on-duty shift supervisor.  This 

investigation will include the following actions: 

 

a. A broadcast made over the both precinct radio channels with a description of the 

missing person and any known circumstances.  

 

b. Deputies will also disseminate information to adjacent agencies, and to the law 

enforcement agencies in the jurisdiction of any known or suspected destinations.  

 

c. Locations will be lawfully searched, if the complainant indicates a probable 

location or locations.  

 

d. The deputy will initiate and document an immediate into the NCIC/GCIC 

computer system WITHIN 2 HOURS from time call received.  This entry will be 

removed if the individual is located. 

 

e. If appropriate, complete a Juvenile Complaint Form. 
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f. Interviews with the reporting person, parents, siblings, friends, or any other 
persons who may have knowledge of the whereabouts of the missing person. 
These interviews may be made by telephone or in person, but all interviews and 
attempts to interview will be documented. 

 
g. Obtain a photograph, if possible, of the missing individual and forward the 

photograph to CID, so missing person posters can be generated for distribution. 

 

h. Complete a missing person supplemental and initiate an incident report, with a 

narrative summary of all actions taken by the reporting deputy, and any related 

actions known to have been taken by others.  

 

i.  Email a copy of the incident report to the SRO sergeant. 

 

7. Non-Critical Missing Child (Runaway) - Follow-up Investigation  

 

The Criminal Investigations Section will be responsible for the follow-up investigation. The 

follow-up investigation will include: 

 

a. Contacting the complainant and completing all aspects of the initial investigation 

that was not completed by the first responder. 

 

b. Contacting the Forsyth County Department of Family and Children’s Services 

(DFACS) to request access to any relevant information on the missing child, 

including: whether or not there is an active case; the name of the case worker; 

previous missing incidents; previous reported abuse cases; and other information 

which would lead to the whereabouts of the child. 

 

c. Contact the child’s school and inquire about their attendance record and 

disciplinary issues. 

 

d. Contacting the local media and providing them with the information and a 

photograph, if available, regarding the missing child, to facilitate a broadcast of 

this information to the public.  

 

e. Entering the missing child’s information and photograph, if available, on the 

Locater Alert database by calling 1-800-THE-LOST (1800-84678) to facilitate 

viewing by other law enforcement agencies nationwide. 

 

f. Contacting The National Center for Missing and Exploited Children (NCMEC) at 

1-800-THE-LOST, and provide them with all available information for posting on 

their website.  

 

g. Interviewing the child within 48 hours of when he/she is located.  
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8. Unidentified Child – Initial Investigation 

 

Upon receiving a report of an unidentified child the responding deputy will acquire the 

following information: 

 

 An initial physical description of the child. 

 The identity and location where the child was located, and the identity of the person 
who located the child. 

 

The responding deputy will initiate an immediate investigation in an attempt to identify the 

child and relay such information through the on-duty shift supervisor.  This investigation will 

include the following actions: 

 

a. A broadcast made over the both precinct radio channels with a description of the 

located child and any known circumstances.  

 

b. Deputies will also disseminate information to adjacent agencies.  

 

c. The deputy will initiate and document an immediate entry into the NCIC/GCIC 

computer system.  This entry will be removed if the individual is identified. 

 

d. Take a photograph of the child and forward the photograph to CID, so posters 

can be generated for distribution. 

 

e. Initiate an incident report, with a narrative summary of all actions taken by the 

reporting deputy, and any related actions known to have been taken by others. 

 

f. If the child is not identified and a caretaker located within a reasonable amount of 

time the on-call Special Victims investigator should be summoned to take 

custody of the child and complete the required Protective Custody paperwork. 

 

9. Unidentified Child - Follow-up Investigation  

 

The Criminal Investigations Section will be responsible for the follow-up investigation. The 

follow-up investigation will include: 

 

a. Completing all aspects of the initial investigation that were not completed by the 

first responding deputy.  

 

b. Contacting the Forsyth County Department of Family and Children’s Services 

(DFACS) to request access to any relevant information they may have 

discovered on the unidentified child, including: whether or not there is an active 
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case; the name of the case worker; previous missing incidents; previous reported 

abuse cases; and other information which would lead to the identification of the 

child. 

 

10.   Project Life Saver 

 

Deputies will follow the “Critical Missing Person” protocol in section E2 of this procedure in 

addition to the following procedures concerning Project LifeSaver participants.   

 

The Community Relations Unit is responsible for the administration and maintenance of the 

Project LifeSaver program.  The Community Relations Unit will enter/maintain all information 

into the Records Management System and will be responsible for having the information 

entered into the 911 Center CAD System. 

 

a.   When a “Project Life Saver” call is received at the 911 call taker will obtain the 

transmitter/frequency number and the last location and time the person was last 

seen.  In addition, the call taker will determine if the missing person left on foot or 

by other means (vehicle, bicycle, boat, etc.) 

 

b.  The agency supervisor will access the Records Management System to ascertain 

the Project LifeSaver participant’s information and photos. 

 

 Select “search” from the top menu bar, then select “Master Name Index”, 
then on the search screen select “Name Type” (located near the middle of the 
screen), when the Name Type box appears, select “ARP – At Risk Person”, 
then click “OK”, then click on “SEARCH” at the bottom of the screen.  All 
Project LifeSaver participants should then be displayed in the “results area”.  
Double click on the participant and all information should be displayed.   

 

c.  The agency supervisor will confirm the name with transmitter / frequency number.  

  

d.  Once a deputy arrives on scene he or she will confirm with the complainant the 

name and transmitter number . 

 

e.   During the dispatch of the Project LifeSaver call, and once confirmation has been 

established there is a “Project Life Saver” missing person, dispatch will contact 

the opposing precinct watch commander to inform him/her of the Project 

LifeSaver call.  The watch commander or supervisor of the opposing precinct will 

have the Project LifeSaver tracking equipment from BOTH precincts taken to the 

incident location/command post.  Using two receivers will assist in “triangulating” 

the person’s location, cutting down the search time. 

 

f.   Once the initial responding deputy arrives on scene and confirms the transmitter 

number/frequency with the complainant, the on-scene deputy will inform the 
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agency personnel that is responding to the scene with the tracking equipment 

with the transmitter/frequency information AND the initial movements and 

direction of the missing person.   

 

g.   The supervisor/deputy responding with the tracking equipment will stop in a safe 

place and enter the transmitter/frequency number into the Project LifeSaver 

“receiver”.  The receiver will then be attached to the “Omni-Directional” antenna.  

The Omni-Directional antenna should be placed on the roof of the patrol car and 

then the deputy will continue to the location the missing person was last seen. 

 

 The Omni-Directional antenna can pick up a signal within a quarter of a mile 
of the missing person depending on terrain, vegetation, etc.   

 

h.   If the supervisor/deputy picks up a signal from the Omni-Directional antenna 

while responding to the incident location, the supervisor/deputy will stop and a 

search will be initiated from the point of the signal using the hand-held 

“Directional Yagi” antenna.   

 

i.   If the supervisor/deputy with the Omni-Directional antenna receives no signal 

while enroute to the scene, the supervisor/deputy will continue to the last known 

location of the missing person.  Once at the last known location of the missing 

person, the receiver will be hooked up to the Directional-Yagi antenna. 

 

j.  To use a hand-held Directional-Yagi, the deputy should stand in one spot and 

slowly turn around 360 degrees until a signal is received. 

 

 If a signal is received, deputies should concentrate search efforts in the 
direction indicated. 

 If a signal can NOT be obtained, the second receiver should be used with the 
Omni-Directional antenna affixed to the roof of a patrol car.  The patrol car 
can then be driven around until a signal is received.  If a signal is received via 
the Omni-Directional while driving around, follow step 8 above until the 
missing person is located. 
 

k. During the initial stages of using the tracking equipment, it is imperative to verify 

the correct transmitter/frequency has been entered into the tracking devices. 

 

F. REMOVAL OF INFORMATION FROM CRIMINAL JUSTICE SYSTEM 

 

When the missing child is located, the deputy responding will verify the information, and request 

to have the information removed immediately from GCIC/NCIC by the GCIC Unit.  If the missing 

child is located by the investigator completing the investigation, he/she will be responsible for 

requesting the removal of the missing person from GCIC/NCIC.   
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If the ‘Mattie’s Call’ alert was activated and the missing person was located, the assigned 

investigator must notify the local media, ACIM (A Child is Missing), cancel the state wide BOLO, 

notify the Lottery Corporation, and notify the GBI, if News Net was utilized.   

 

If the ‘Kimberly’s Call’ alert or ‘Mattie’s Call’ alert was initiated, the assigned investigator must 

notify the local media, ACIM (A Child is Missing), cancel the state wide BOLO, notify the Lottery 

Corporation, and notify the GBI, if News Net was utilized.  
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I MISSING ADULTS  

 

A. PURPOSE 

 

The purpose of this chapter is to establish guidelines for the preliminary and follow up 

investigations of missing adults; to define certain categories of missing persons; and to establish 

guidelines for the emergency activation of alert systems and response of law enforcement.   

B. DEFINITIONS/TERMS 
 

Missing Adult - A missing adult is anyone 18 years of age or older that is being 

reported as missing from his/her usual location within the boundaries of Forsyth County.  

If it is determined by the deputy or the supervisor at the scene that foul play or the 

possibility of foul play has occurred; or if it is determined that the missing adult is elderly, 

confused, depressed, suicidal, mentally challenged or danger to the missing person; the 

missing adult will be classified as a Critical Missing Adult. 

 

Critical Missing Adult - A critical missing adult is any missing person in poor physical, 

or questionable mental health; or any missing person where there is an indication of foul 

play or is considered suicidal, may have been involved in a boating, swimming or other 

sporting accident or a natural disaster.  Foul play is indicated if the occurrence is grossly 

out of character for the person missing, or the reporting party has sufficient reason to 

believe foul play has occurred.  

 

Mentally Diminished - If a person is developmentally disabled, emotionally disturbed, or 

the victim of disease, they may have difficulty communicating with others about needs, 

identity, or address. The disability places the person in danger of exploitation or other 

harm. 

 

In a life threatening situation - The environment in which the person is missing may be 

particularly hazardous. Examples of a dangerous environment could be an outdoor 

environment in inclement weather for an elderly missing person or a busy highway for a 

person with Alzheimer’s. 

  

PROCEDURE:  SOP 3-3.105 MISSING ADULTS 

Rescinds/Amends:     

Effective Date: August 28, 2018 

Committee Review - Date: August 2018 

Related Policy(s): SOP 3-3.104 

Authorized by:  Sheriff Ron H. Freeman 
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Absent from home for more than twenty-four (24) hours before being reported to 

the Sheriff’s Office - While some persons may incorrectly assume that twenty-four (24) 

hours must pass before law enforcement will accept a missing person case, a delay in 

reporting might also indicate the existence of neglect or abuse within the family. 

 

Is absent under circumstances inconsistent with established patterns of behavior-  

Most adults to some degree have established routines that are reasonably predictable. 

Significant, unexplained deviations from those routines increase the probability that the 

person may be at risk. 

 

 

C.   ALERTS 

 

A Child is Missing Alert (ACIM) - The ‘Child is Missing’ alert is a system that uses the 

local telephone networks to alert residents, via recorded message, to be on the look-out 

for missing children, missing disabled adults, and/or wanted persons who pose a 

significant threat to children in the community. ACIM is staffed 24 hours a day, 7 days 

a week, 365 days a year. ACIM can be used for the following situations: elderly 

(Alzheimer’s), and mentally/physically challenged missing adults.  The FCSO 

supervisor must receive approval from the watch commander prior to activating an ACIM 

alert.  ACIM requires that the deputy be able to answer the following questions prior to 

contacting them, so they can broadcast an alert via a pre-recorded message:   

 Case Number 

 Name and description of missing person(s) 

 Location last seen, zip code, county and search area 

 Date and time last seen 

 Sheriff office number for citizens to report sightings 
 

Once the person has been located, the FCSO supervisor will notify ACIM so the case 

can be closed.  ACIM can be contacted at 888-875-2246, or if no answer by pager at 

954-492-4778.   

 

‘Mattie’s Call’ - ‘Mattie’s Call is an alert/lookout initiated by law enforcement for missing 

disabled adults (any adult who is developmentally impaired, suffers dementia, or other 

cognitive impairment).  The system utilizes three phases:  

Phase I: the “Child is Missing” system;  

Phase II: The Georgia Association of Broadcasters’ News Net; and  

Phase III: the Georgia Lottery Corporation.   

 

Procedure: If it has been determined through a thorough investigation, that the missing 

disabled adult is in immediate danger of bodily harm or death, a ‘Mattie’s Call’ should be 

initiated. Before the alert is initiated, the missing person must have been entered onto 

NCIC, a local and state wide BOLO activated, and the local media notified.  The ‘Mattie’s 
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Call’ alert form must be completed. PHASE I (local alert) of the alert system is completed 

by initiating the ACIM Alert (see above initiation instructions).  If it is believed that the 

missing person has traveled outside of the local area, or there have been no results from 

PHASE I, PHASE II of the alert should be initiated.  PHASE II is completed by faxing or 

emailing the ‘Mattie’s Call’ information form, along with a photo of the missing person to 

the Georgia Bureau of Investigation. The information will be forwarded to the Georgia 

Association of Broadcasters’, (GAB) News Net, and may be broadcast by local news 

agencies.  Phase III is the State-wide alert, which is activated by contacting the Georgia 

Lottery Corporation and providing them with the information that has been collected.  

The investigating detective will provide contact telephone numbers that he/she can be 

reached consistently, in the numbers that he/she can be reached consistently, in the 

event of other required information for the alert.      

 

 

D.    RESOURCES 

 

Project LifeSaver - In an effort to reduce the risk of injury, and to rapidly locate persons 

(adult or child) suffering from Alzheimer’s, dementia, autism, down syndrome and other 

cognitive-related conditions that cause them to wander, the Forsyth County Sheriff’s 

Office become a Project LifeSaver response agency.   

 

A person must meet the criteria of having a confirmed, medically diagnosed condition 

that causes them to wander. Also, the person must have a caretaker that has direct 

contact with them daily. Citizens enrolled in Project Lifesaver wear a small transmitter on 

the wrist or ankle that emits an individualized tracking signal.  When a caretaker notifies 

the Forsyth County Sheriff’s Office that the person is missing, a search and rescue team 

responds to the wanderer’s area and starts searching with a mobile locator tracking 

system. 

 

 "Suzanne's Law" – is a Federal Statute requiring local law enforcement to notify the 

National Crime Information Center (entry made on GCIC/NCIC) when someone between 

18 and 21 years of age reported missing was signed into law by President Bush as part 

of the national "Amber Alert" bill. The federal law is named after Suzanne Lyall, a State 

University of New York at Albany student who has been missing since 1998. Previously 

police were only required to report missing persons under the age of 18. This new law, 

sponsored by Congressman John Sweeney (R-NY) is intended to spur police to initiate 

prompt investigations into missing young people. (the following policy requires 

GCIC/NCIC entry of missing persons to be made within 2 hours on ANY missing 

persons case). 
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E.  RESPONSE PROCEDURES 
 

1.   Initial Response – An on-duty supervisor MUST ALWAYS respond to the scene of ANY 
missing person(s) call.  There is no waiting period for reporting a missing person. 
Missing person reports shall be taken in person or by telephone in conformance with the 
criteria of this policy and the criticality of the incident. 

 

a.   A person may be declared “missing” when the person’s whereabouts is unknown 

and unexplainable for a period of time that is regarded by knowledgeable parties as 

highly unusual or suspicious in consideration of the subject’s behavior patterns, 

plans, or routines.  

 

b.   Based on the outcome of the initial inquiries, a decision should be made concerning 

the potential danger posed to the missing person and the urgency of a law 

enforcement response.  A classification on what type of missing person case should 

be made immediately based on the totality of the circumstances. 

 

c.  The first arriving deputy must gather as much pertinent information as possible in 

order to properly classify a missing person report and initiate the proper response. 

This includes the following information:  

 

 Name, age, and physical description of the subject and the relationship of the 
reporting party to the missing person.  

 Time and place of the last known location and the identity of anyone 

accompanying the subject.  

 The extent of any search for the subject prior to deputy’s arrival. 

 Whether the subject has been missing on prior occasions and the degree to 

which the absence departs from established behavior patterns, habits, or plans.  

 Whether the individual has been involved recently in domestic incidents; suffered 

emotional trauma or life crises; demonstrated unusual, uncharacteristic, or 

bizarre behavior; is dependent on drugs or alcohol, or has a history of mental 

illness.  

 The current physical condition of the subject and whether the person is currently 

on prescription medication. 

 Obtain a photograph of the person if possible. 

 Whether medical and dental records are available.  

 A broadcast shall be made over the appropriate precinct radio channel(s) with a 

description of the missing person and any known circumstances. Deputies will 

also disseminate information to adjacent agencies, and to the law enforcement 

agency(s) in the jurisdiction of any known or suspected destinations. 

 Names and telephone numbers of relatives and friends, and any other 
information which may assist in locating the person.  
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2.  The responding deputy will initiate an immediate investigation in an attempt to locate the 

missing person and relay such information through the on-duty supervisor.  This 

investigation will include the following actions: 

 

a. Locations will be lawfully searched, if the complainant indicates a probable location 

or locations.  

 

b.   The deputy will initiate and document an immediate entry into the NCIC/GCIC 

computer system; within 2 hours of the missing person call being received.  This 

entry will be removed if the individual is located. 

 

c. Interviews with the reporting person, a spouse, parents, siblings, friends, employers, 
co-workers, or any other persons who may have knowledge of the whereabouts of 
the missing person. These interviews may be made by telephone or in person, but all 
interviews and attempts to interview will always be documented. 

 

d. Obtain a photograph, if possible, of the missing individual and forward the 

photograph to CID, so missing person posters can be generated for distribution. 

 

e. Initiate an incident report, with a narrative summary of all actions taken by the 

reporting deputy, and any related actions known to have been taken by others. 

 

3. Missing Adult Follow-up Investigation 

 

The Criminal Investigation Section will be responsible for the follow-up investigation. The 

follow-up investigation will include:  

 

a. Contacting the complainant and completing all aspects of the initial investigation that 

was not completed by the first responder.  

 

b.  Continue to follow up on any leads as necessary. 

 

c.  Contacting the local media and providing them with the information and a photograph, 

if available, regarding the missing adult to facilitate a broadcast of this information to 

the public. 

 

4. Critical Missing Adult - Initial Investigation 

Complete Investigative Checklist for Missing Adult 
 

The on-scene supervisor shall make a determination if the missing person is a Critical 

Missing Adult.  If the case is determined to be a Critical Missing Adult, the on-call 

investigator will be notified to be in route, and a command page will be completed.  In 
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cooperation with assisting deputies, available investigators, and supervisors, the deputies 

should follow all below listed steps. 

 

a. Activate patrol-vehicle-mounted video camera when approaching the scene to record 

vehicles, people and anything else of note for later investigative review. 

 

b. Interview spouse, and/or person making the initial report. 

 

c. Identify the circumstances of the disappearance. 

 

d. Determine when, where, and by whom the missing adult was last seen. 

 

e. Interview the individuals who last had contact with the missing adult. 

 

f.   Identify whether the subject has been missing on prior occasions and the degree to 

which the absence departs from established behavior patterns, habits, or plans.  

 

g.  Whether the individual has been involved recently in domestic incidents; suffered 

emotional trauma or life crisis; demonstrated unusual, uncharacteristic, or bizarre 

behavior; is dependent on drugs or alcohol, or has a history of mental illness.  

 

h.  The current physical condition of the subject and whether the person is currently on 

prescription medication. 

 

i.  A deputy should go to the incident location of the missing adult remain in that area to 

protect as a potential crime scene until properly relieved. 

 

j. If questionable mental health is a possibility, identify the person’s zone of safety for 

his or her cognitive stage. 

 

k. Make an initial assessment, based on the available information, of the type of 

incident whether or lost, injured, boating/swimming incident, sporting event, or 

otherwise missing. 

 

l. Obtain a detailed description of the missing person, abductor, other person(s) 

accompanying the victim and any vehicles used. 

 

 Secure photograph/videos of the missing person and accompanying persons. 

 Relay detailed description information to 911 for a BOLO broadcast and updates. 

 Brief and bring up to date all additional responding personnel. 
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m. Identify and separately interview everyone at the scene.  Make sure their interview 

and identifying information is properly recorded.  To aid in the process, if possible, 

take pictures or record video images of everyone present.   

 Note name, address, home/cellular numbers of each person. 

 Determine each person’s relationship to the missing person. 

 Document information each person may have about the person’s disappearance. 

 Determine when/where each person last saw the missing person. 

 Ask each person what they think happened to the missing adult. 

 Obtain names, addresses, and telephone numbers of the adult’s friends, 
associates, and other relatives and friends of the family. 
 

n. Continue to keep 911 Center apprised of all appropriate developing information for 

broadcast updates 

 

o. Inquire if the person has access to the internet and evaluate its role in the 

disappearance.  Do NOT overlook activity on social-networking websites and chat 

lines. 

 

p. Ascertain if the missing adult has a cellular telephone or other electronic 

communications device and obtain the most recent records of their use.  Document 

the cellular provider. 

 

q. Treat areas of interest as potential crime scenes. 

 

r. Determine if surveillance or security cameras in the vicinity may have captured 

relevant information.  This evidence may be used to help locate the missing adult 

and/or to corroborate or refute witness statements. 

 

s. Interview other family members, friends and associates of the missing adult, and 

friends of the family to determine: 

 When each last saw the missing adult. 

 What they think happened to the missing adult. 

 If the missing adult had complained about being approached, harassed or 
bothered by anyone. 
 

t. Check with 911 Center for any previous suspicious person/vehicle/activity calls in the 

area. 

 

u.  Check with local Taxi Cab companies to see if the missing person was picked up by 

a Taxi. 

 

v. Check with local hospital facilities for the missing person. 
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w.  Ensure information regarding the missing person is entered into NCIC Missing 

Person Files IMMEDIATELY (within two hours) of report receipt and any information 

about a suspected abductor is entered in the NCIC Wanted Person File. (entry within 

2 hours will ensure compliance with Suzanne’s Law) 

 

x. Prepare/complete all required reports. 

 

5. Critical Missing Adult - Supervisor Responsibilities 

Complete Investigative Checklist for Supervisory Deputy  
 

The on-duty supervisor will respond to the scene of any type of Missing Person(s) call 

and ensure that the below steps are completed IMMEDIATELY:  

 

a. Obtain a briefing from the first responding deputy and other personnel at the scene. 

 

b. Evaluate whether the circumstances of the disappearance meet “Mattie’s Call” or “A 

Child is Missing Alert” (can be for missing disabled adults) criteria and/or other 

community notification protocol (Facebook/Twitter).  Discuss plan activation with 

watch commander. 

 

c.  Extend search to surrounding areas. 

 

d. Determine if additional personnel are needed to assist in the investigation / search.  

Consider the following resources depending on the circumstances: 

 K9 Teams (FCSO and/or other departments) 

 Swift 911 (via Community Relations Unit) 

 Mobile Command Center (C.T.O.C. Team) 

 Available on-duty personnel from any division 

 Call-out of additional off-duty personnel from any division/team 
    (Special Enforcement Division, SWAT Team, CNT Team, Warrant Unit,   

      Civil Unit, etc.) 

 Marine Patrol Unit 

 Fire Department 

 Other county departments (water, roads/bridges, etc.) 

 Aviation Units (helicopter) 

 CERT Team, DRU, EMA 

 Mutual Aid from surround jurisdictions 
 

e. Establish a command post away from the incident location to protect the integrity 

of the command post and potential crime scene. 

 

f. Assign an “ICS” radio channel (North or South ICS) for the incident. 
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g. Collect articles of the missing persons clothing for scent tracking purposes. 

 

h. Obtain and note permission to search home or building where incident took place 

even if the premises have been previously searched by family member or 

others. (be mindful of any search warrant criteria, crime scene, etc.) 

 

i.  Confirm all the required resources, equipment and assistance necessary to conduct 

an efficient investigation have been requested and expedite their availability. 

 

j. Review sex-offender registries to determine if individuals designated as sexual  

      predators live/work in the area or might otherwise be associated with the case. 

 

k. Ensure coordination/cooperation among all law enforcement personnel involved in 

the investigation and search efforts. 

 

l. Verify that all required notifications are made. (update necessary command pages). 

 

m. Ensure all agency policies and procedures are in compliance. 

 

n. Be available to make any decisions or determinations as they develop. 

 

o. Use media including radio, television, Facebook/Twitter and newspapers to assist in 

the search throughout the duration of the case.  

 

6.  Critical Missing Person – CID Follow-up Investigation 

 

Complete Investigative Checklist for Investigative Deputy  

 

A CID investigator and CID supervisor will respond to the scene of ANY Critical Missing 

Person call. 

 

a. Obtain briefing from the first responding deputy and other on-scene personnel. 

 

b. Verify the accuracy of all descriptive information and other details developed during 

the preliminary investigation. 

 

c. Conduct a GCIC/NCIC inquiry on the missing person to verify its contents, 

appropriate indicators, etc. 

 

d. Coordinate with the incident commander and initiate a neighborhood canvass using 

all available resources and standardized questionnaires as provided with this policy, 

“Missing Person Neighborhood Canvass Form”.  
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e. Obtain a brief, recent history of family dynamics. 

 

f. Correct and investigate the reasons for conflicting information offered by witnesses 

and other individuals, if any. 

 

g. Review and evaluate all available information and evidence collected. 

 

h. Secure the missing person’s latest medical and dental records. 

 

i. Develop and execute an investigative plan. 

 

j. Conduct a criminal history check on all principal suspects, witnesses, and 

participants in the investigation. 

 

k. Determine what additional resources and specialized services are required. 

 

l. If applicable, ensure details of the case have been reported to “Mattie’s Call” and/or 

“A Child is Missing” (can be for missing disabled adults). 

 

m. Establish a telephone hotline for receipt of tips and leads.  Consider establishing an 

email address and other methods of electronically receiving leads as well 

(Facebook/Twitter, etc.) 

 

n. Implement a Leads Management System to prioritize leads and ensure each one is 

reviewed and followed up on.   

 

o. Prepare and update bulletins/bolos for local law enforcement agencies, missing GBI, 

FBI and other appropriate agencies. 

 

7.  Project LifeSaver 

 

Deputies will follow the “Critical Missing Person” protocol in section 4 of this policy in 

addition to the following procedures concerning Project LifeSaver participants.   

 

The Community Relations Units is responsible for the administration and maintenance of 

the Project LifeSaver program.  The Community Relations Unit will enter/maintain all 

information into the Records Management System and will be responsible for having the 

information entered into the 911 Center CAD System. 

 

a. When a “Project Life Saver” call is received at the 911 call taker will obtain the 

transmitter/frequency number and the last location and time the person was last 

seen.  In addition, the call taker will determine if the missing person left on foot or by 

other means (vehicle, bicycle, boat, etc.) 
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b.  The on-duty supervisor will access the Records Management System to ascertain the 

Project LifeSaver participant’s information and photos. 

 

 Select “search” from the top menu bar, then select “Master Name Index”, then on 
the search screen select “Name Type” (located near the middle of the screen), 
when the Name Type box appears, select “ARP – At Risk Person”, then click 
“OK”, then click on “SEARCH” at the bottom of the screen.  All Project LifeSaver 
participants should then be displayed in the “results area”.  Double click on the 
participant and all information should be displayed.   
 

c.   The supervisor will confirm the name with transmitter / frequency number.   

 

d.  Once a deputy arrives on scene he or she will confirm with the complainant the name 

and transmitter number. 

 

e.  During the dispatch of the Project LifeSaver call, and once confirmation has been 

established there is a “Project Life Saver” missing person, dispatch will contact the 

opposing precinct watch commander to inform him/her of the Project LifeSaver call.  

The watch commander or supervisor of the opposing precinct will have the Project 

LifeSaver tracking equipment from BOTH precincts taken to the incident 

location/command post.  Using two receivers will assist in “triangulating” the person’s 

location, cutting down the search time. 

 

f. Once the initial responding deputy arrives on scene and confirms the transmitter 

number/frequency with the complainant, the on-scene deputy will inform the FCSO 

personnel that is responding to the scene with the tracking equipment with the 

transmitter/frequency information AND the initial movements and direction of the 

missing person.   

 

g. The supervisor/deputy responding with the tracking equipment will stop in a safe place 

and enter the transmitter/frequency number into the Project LifeSaver “receiver”.  

The receiver will then be attached to the “Omni-Directional” antenna.  The Omni-

Directional antenna should be placed on the roof of the patrol car and then the 

deputy will continue to the location the missing person was last seen. 

 

 The Omni-Directional antenna can pick up a signal within a quarter of a mile of 
the missing person depending on terrain, vegetation, etc.   
 

h.  If the supervisor/deputy picks up a signal from the Omni-Directional antenna while 

responding to the incident location, the supervisor/deputy will stop and a search will 

be initiated from the point of the signal using the hand-held “Directional Yagi” 

antenna.   
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i.  If the supervisor/deputy with the Omni-Directional antenna receives no signal while 

enroute to the scene, the supervisor/deputy will continue to the last known location of 

the missing person.  Once at the last known location of the missing person, the 

receiver will be hooked up to the Directional-Yagi antenna. 

 

j.  To use a hand-held Directional-Yagi, the deputy should stand in one spot and slowly 

turn around 360 degrees until a signal is received. 

 

 If a signal is received, deputies should concentrate search efforts in the direction 
indicated. 

 If a signal can NOT be obtained, the second receiver should be used with the 
Omni-Directional antenna affixed to the roof of a patrol car.  The patrol car can 
then be driven around until a signal is received.  If a signal is received via the 
Omni-Directional while driving around, follow step “h” above until the missing 
person is located. 
 

k.  During the initial stages of using the tracking equipment, it is imperative to verify the 

correct transmitter/frequency has been entered into the tracking devices. 

 

F. REMOVAL OF INFORMATION FROM CRIMINAL JUSTICE SYSTEM 

 

When the missing person or critical missing person is located, the deputy responding 

will verify the information, and request to have the information removed immediately 

from GCIC/NCIC by the GCIC Unit. If the missing person is located by the 

investigator completing the investigation, he will be responsible for requesting the 

removal of the missing person from GCIC/NCIC.  If the ‘Mattie’s Call’ alert was 

activated and the missing person was located, the assigned investigator must notify 

the local media, ACIM (A Child is Missing), and cancel the BOLO.  
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VN[VL]OPQVWOTL]OVOYVL_[ZLSRL_[ZL̀SVL\OL�WTW\XOLTQYNL[TL[̀LẀ]W�W]Q[XLPROP[RẀ�LVSLUW�NV�RQ̀ L̂
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UR[YVWS̀LSUL[LTOYS̀]�L
L
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àbcdeefg_heedib�J|RXoJRoJLOPJpPQzLUfg_�bcgZ\�_eZc_]ab_�[c�Zgb_Ze_cbiZc�d\�_�d�bZ_�\��Zc_�[�dZ_
RVJMoTMpPoLN~J
J
�nLn�JJ�OPJVMSPJTXPnLPpJRVJLOPJnzpMRJnopxRXJ�MpPRJTnQLzXPpJmUJLOPJOnXp|nXPJQRXLMRoJRVJLOPJ
ltuJRXJqsuJTnvPXn~JJ
J
�R|oSRnp�JJJ�OPJQXRTPNNJRVJXPLXMP�Mo{�JLXnoNVPXXMo{�JnopxRXJ�MP|Mo{JpnLnJVXRvJnJltuxqsuJRXJ
pnLnJNLRXn{PJSRTnLMRoJwSRTnSJRXJuSRzpy~J
J
WMPSpJRVJtMP|JwW�ty�JJ�OnLJ|OMTOJTnoJmPJpPLPTLPpJ�MnJLOPJOzvnoJPUPJRXJLOnLJ|OMTOJMNJ
pPLPTLPpJmUJLOPJSPoNJRVJLOPJOnXp|nXPJwTnvPXny~J
J
�P�MP|Mo{JpnLn�J�OPJQXRTPNNJRVJSMNLPoMo{JLRJnzpMRJnopxRXJ|nLTOMo{J�MpPRJpnLnJTnQLzXPpJmUJnJ
ltuJRXJqsuJLOXRz{OJnJpPVMoPpJvPnoN~J
J
�n{JRXJLn{{Mo{JRVJpnLn�J�OPJQXRTPNNJRVJnppMo{JvPLnpnLnJLRJpnLnJLOnLJOnNJmPPoJTnQLzXPpJmUJ
LOPJltuJRXJqsuJOnXp|nXP~J
J
�QSRnp�JJ�OPJQXRTPNNJRVJXPvR�Mo{JRXJTRQUMo{JpnLnJVXRvJLOPJMoMLMnSJQRMoLJRVJTnQLzXPJRoJLOPJ
ltuJRXJqsuJOnXp|nXPJnopJLXnoNVPXXMo{JLRJnJNLRXn{PJSRTnLMRo~J
�
�
�



�����������	���
�������	��	����������������������������������������������������������������������������������������������� ��

!"#$%&%'()*$+,-./012,34$5,67$8.30,$9:;06:$<0=,63.7>$ ?�@A�B�

�

C
DC EDFGHCIGJHIFDKLCC
M
M
NOMM PQRSNTUPVMPWMXPYUZRM[U\RPMSR]PS\UV̂ M_̀aMYP\bMcPSVM[U\RPM

SR]PS\UV̂ MdbdTRXM
C
X[]eM_̀aMYc]eMef_ggMhiMjklglmianMofìM_p_lg_hginMl̀M_qqrsa_̀qiMolkfM_tìquMvrglquMwrsMhrkfM
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tuuvwxyztyzwv{v|v}~z�xy�t~~x|��z�x{vwx�E
E
WfEEE gh̀ Ê�ErpWEHTJMLSEUVWE
�
mORIPKOXEZH[ESOQLSJEKTEHT[ERGHQOEY]OTEHQPKTaEYKP]KTEP]OEGHYCIGEROSCLSZHTQOELCE]KXELSE]OSE
LCCKQKHGEJIPKOXqEXOOÊfWfofFfEc��cc���Eb�DEbmDfEE
�
cfEiSKLSEPLEFQPKNHPKLT�E
�
HfErpWXEHTJEUVWXEX]HGGELTG[E\OEIXOJE\[EJORIPKOXEY]LE]HNOEXIQQOXXCIGG[EQLZRGOPOJE
P]OESO�IKSOJEPSHKTKTafE

\fEmORIPKOXEKXXIOJEUVWXEX]HGGE\OESO�IKSOJEPLEYOHSEP]OZELTEJIP[EHTJEY]KGOEYLS�KTaE
HaOTQ[EHRRSLNOJEO�PSH�JIP[EOZRGL[ZOTPfEEEmORIPKOXEX]HGGEYOHSEP]OEUVWE]HSJYHSOEKTE
QLT�ITQPKLTEYKP]EP]OKSEITKCLSZEHXEJOOZOJETOQOXXHS[MRSLROSqEXROQKCKQEPLEP]OE
ZHTICHQPISOSEHTJEZLJOGELCEP]OEO�IKRZOTPfEEE

QfEmORIPKOXEHSOESOXRLTXK\GOECLSEP]OEQHSOqEZHKTPOTHTQOqEHTJEXOQISKP[ELCEP]OEO�IKRZOTPfEE
UVWXEHSOEXOTXKPKNOEOGOQPSLTKQEJONKQOXEHTJEX]LIGJE\OEPSOHPOJEYKP]EHRRSLRSKHPOEQHSOfE
V]OTETLPEKTEIXOqEP]OEO�IKRZOTPEX]LIGJESOZHKTEKTEHEXOQISOEJS[EGLQHPKLTEY]KQ]EX]HGGE
TLPEO�RLXOEP]OE]HSJYHSOEPLEO�PSOZOEPOZROSHPISOXfEEbFTEO�HZRGOELCEY]OSOEk̂ sEPLE
XPLSOEHEUVWEKXEP]OEPSIT�ELCEHENO]KQGODfE
E

�fEFWsnpFsn̂kE
E

mORIPKOXEX]HGGEZH�OEONOS[ESOHXLTH\GOEOCCLSPEPLEHQPKNHPOEP]OKSErpWEHTJMLSEUVWEbHIJKLEHTJE
NKJOLDERSKLSEPLEKTKPKHPKTaELSEHXEXLLTEHXERSHQPKQHGEHCPOSEKTKPKHPKTaEHQPKLTXEXIQ]EHXE\IPETLPEGKZKPOJEPL�EEE
E

HfE FGGEgXOELCE�LSQOEnTQKJOTPXE
\fE pO]KQGOERISXIKPX�E
QfE sSHCCKQEXPLRX�E
JfE mgnEKTNOXPKaHPKLTX�E
OfE _Ka]ESKX�MCOGLT[EXPLRX�E
CfE V]OTONOSEGKa]PXEHTJEXKSOTXEHSOEHQPKNHPOJ�E
afE V]OTEQLTPHQPKTaEXIXRKQKLIXEROSXLTX�E
]fE FT[EKTPOSHQPKLTEYKP]EP]OERI\GKQELSE�HKGEKTZHPOXqESOaHSJGOXXELCEQLTPO�PqEP]HPE]HXEP]OE

RLPOTPKHGEPLELSEJLOXEOXQHGHPOXEHTJE\OQLZOEHJNOSXHSKHGfE
KfE V]OTE\HQ�KTaEIREHTLP]OSEJORIP[EKTNLGNOJEKTELTOELCEP]OEH\LNOEXPHPOJEHQPKNKPKOX�E
�fE T̂�hQOTOEWSHX]EnTNOXPKaHPKLTX�E
�fE mISKTaEQOGGEQ]OQ�XqE]OHJEQLITPqERHPEJLYTXqEKTZHPOEOXQLSPXEHTJEJKXPIS\HTQOXEHPEP]OE

�HKG�E
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CDE FGHEIHJKLKLMENOHNGPQPREJLSTGHE
UDE VWXYZ[\]Ŷ_]ẀYaZYZ_]Yb]cdZXefYb[fgh]Z[iẀYZ_]Yh]gihb[WjYikY]l]WZfYkdhZ_]hYZ_]Y

m_]h[kkefYnkk[g]Y\[ff[iWoE
E
pQNOIKQPEJHQELGIEHQqOKHQSEIGEJrIKsJIQEItQKHEuvwEGHExywESOHKLMEHGOIKLQEKLrKSQLIJCErGLIJrIE
zKDQDEMKsKLMELJsKMJIKGLJCESKHQrIKGLP{ErKsKrEHQCJIQSEKL|GHUJIKGL{EIG}LEtJCCEUQQIKLMP{EMQLQHJCE
SKPrOPPKGLE}KItEJLEKLUJIQ{EQIrD~DE�CPG{ESQNOIKQPEPtJCCELGIE�QEHQqOKHQSEIGEJrIKsJIQEGHE
SQJrIKsJIQEItQKHEuvwEGHExywE�JPQSEPGCQC�EGLEItQEHQqOQPIPEGHESQUJLSPEG|EJErKIK�QL{E�OIE
HJItQHEHQC�EGLEItQKHEIHJKLKLMEJLSEItKPENGCKr�EIGEMOKSQEItQUEKLEItQKHEOPQDE
E
�IEKPELGIEHQqOKHQSE|GHESQNOIKQPEIGEKL|GHUEItQENO�CKrEGHEKLUJIQPEItJIEItQ�EJHQEOPKLMEItQE
QqOKNUQLIEOLCQPPEJP�QSDEpQNOIKQPEPtJCCEKL|GHUEItGPQE}tGEJP�EItJIEJOSKGTsKSQGEHQrGHSKLME
QqOKNUQLIEKPEKLEOPQDEEE
E

�DE������w�����E��E�w��v�����E�FEuvwPEJLSExywPE
E
uvwPEJLSExywPEPtJCCE�QEOPQSEGLC�EKLErGL�OLrIKGLE}KItEG||KrKJCECJ}EQL|GHrQUQLIESOIKQPDE�tQ�E
PtJCCELGIE�QEJrIKsJIQSEIGEHQrGHS�E
E

J~E �LIQCCKMQLrQEMJItQHKLMErGUUOLKrJIKGLE�QI}QQLEJESQNOI�EJLSErGL|KSQLIKJCE
KL|GHUJLIzP~DE

�~E �GEPOHHQNIKIKGOPC�EHQrGHSEJL�EJMQLr�ENQHPGLLQCEGHEGItQHEMGsQHLUQLIENQHPGLLQCE
}KItGOIEItQKHErGLPQLI{ErGOHIEGHSQH{EGHECJ}|OCENQHUKPPKGLE��EItQE�tQHK||EGHE
SQPKMLQQDE

r~E ytQLEGLEJE�HQJ�EGHEQLMJMQSEKLENQHPGLJCEJrIKsKIKQPDE
S~E �LEJL�ECGrJIKGLE}tQHQEKLSKsKSOJCPEtJsQEJEHQJPGLJ�CQEQ�NQrIJIKGLEG|ENHKsJr�{E

POrtEJPEJEHQPIHGGUEGHECGr�QHEHGGU{EQ�rQNIEKLENQH|GHUJLrQEG|ECJ}|OCESOIKQPDE
Q~E �JrIKrJCE�HKQ|KLMPEGHEGItQHEGNQHJIKGLJCE�HKQ|KLMPE}tKrtEUJ�ESKPrOPPEPJ|QI�EJLSE

PQrOHKI�ENHGrQSOHQPDE
|~E �IHKNEPQJHrtQPDE
M~E �igZihYihY�âX]hefYikk[g]f̀Y]�g]cZY[WYc]hkih\aWg]YG|ECJ}|OCESOIKQPDE
t~E uQSKrJCEGHEtGPNKIJCE|JrKCKIKQP{EQ�rQNIEKLENQH|GHUJLrQEG|ECJ}|OCESOIKQPDE
K~E FQSQHJC{E�IJIQEJLSE�GrJCEwGOHItGOPQE}tQHQEHQPIHKrIKGLPEJNNC�DE

E
�DEp��w���������E���E�FEuvwPEJLSExywPE
E
�tQHQEJHQECKUKIQSErKHrOUPIJLrQPE}tQLESQNOIKQPEtJsQESKPrHQIKGLEIGEJrIKsJIQEGHESQJrIKsJIQEItQKHE
uvwEGHExywDE�tQPQEKLrCOSQ�E
E

JDEytQLEJESQNOI�EtJPEHQJPGLEIGE�QCKQsQEItJIEItQEOPQEG|EItQEuvwEGHExywE}GOCSE
KUNQSQEGHECKUKIEItQErGGNQHJIKGLEG|EJEsKrIKUEGHE}KILQPPESOHKLMEJLEKLsQPIKMJIKsQE
rGLIJrIRE

�DE�EsKrIKU{E}KILQPP{EGHErGL|KSQLIKJCEKL|GHUJLIEHQqOQPIPEItJIEItQ�ELGIE�QEHQrGHSQSE
JPEJErGLSKIKGLEG|ErGGNQHJIKGLEJLSEItQEKLIQHQPIPEG|E�OPIKrQEHQqOKHQPEPOrtE
rGGNQHJIKGLDE

rDE�GIQEItJIEK|EJErKIK�QLEHQqOQPIPEItJIEJESQNOI�ESQJrIKsJIQEJEuvwEGHExywESOHKLMEJE
CJ}|OCErGLIJrI{EItQESQNOI�EtJPELGEG�CKMJIKGLEIGEPIGNEHQrGHSKLMEK|EItQEHQrGHSKLMEKPE
NOHPOJLIEIGEJLEKLsQPIKMJIKGL{EJHHQPI{ECJ}|OCEPQJHrt{EGHEItQErKHrOUPIJLrQPErCQJHC�E
SKrIJIQEItJIErGLIKLOQSEHQrGHSKLMEKPELQrQPPJH�DE



�����������	���
�������	��	����������������������������������������������������������������������������������������������� ��

!"#$%&%'()*$+,-./012,34$5,67$8.30,$9:;06:$<0=,63.7>$ ?�@A�B�

�

CDEFGEHGIJKGLHMENOHMHELOHECHPKLQERSETHRGUEPMJVRCHCEIJGWRCHGLRXYERGWJMZXLRJGDE[JLH\E
]OHECHPKLQEZXQEGJLÊGJNEXLELOHESLXMLEJWELOHEMHIJCRGUELOXLEIJGWRCHGLRXYE
RGWJMZXLRJGERSELJETHEPMJVRCHCDE_GELORSERGSLXGIH̀ELOHEMHIJMCRGUESOXYYETHESLJPPHCE
XGCELOHECHPKLQESOXYYEGXMMXLHELJELOHEIXZHMXELOHEMHXSJGEWJMELHMZRGXLRGUELOHE
MHIJMCRGUDE
E

aDE bc[]_[d_]eEJWEfgbcfa_[hE
E
_GEJMCHMELJEHGSKMHELOHERGLHUMRLQEJWELOHEMHIJMCRGÙELOHEijbSEXGCEklbSEmXKCRJEXGCEVRCHJnESOXYYE
KSKXYYQEMHZXRGEXILRVXLHCEKGLRYELOHEMHIJMCHCEHVHGLERSEIJGIYKCHCDEoJNHVHM̀ELOHEMHIJMCRGUEZXQETHE
SKSPHGCHCEJMELHMZRGXLHCEKGCHMEIHMLXRGEIRMIKZSLXGIHSESKIOEXS\EE
E

pnElOHGEXECHPKLQERSEXLEXESIHGHEJMEHqPHILHCELJETHEXLEXESIHGHEWJMEXGEHqLHGCHCEPHMRJCEJWE
LRZHDE]ORSEZXQEJGYQETHECJGHEXWLHMELOHESIHGHERSESHIKMHCEXGCELOHMHEXMHEGJEIRLRrHGE
RGLHMXILRJGSEMHYHVXGLELJELOHERGVHSLRUXLRJGDEmgqXZPYHSEJWELOHSHESRLKXLRJGSENJKYCETHEXE
CHPKLQEPJSLHCEJGEXEPHMRZHLHMEJWEXESHIKMHCEIMRZHESIHGHEJMEXECHPKLQERSESLXGCRGUsTQE
XLEXECHLHGLRJGEWXIRYRLQEJMEZHCRIXYEIHGLHMENRLOEGJECRMHILEIJGLXILENRLOELOHE
CHLXRGHHtXMMHSLHHDnE_WECKMRGUELORSELRZHELOHMHERSERGIRCHGLsMHYHVXGLEIRLRrHGtCHLXRGHHE
IJGLXIL̀ELOHECHPKLQESOXYYEXILRVXLHELOHEXPPMJPMRXLHEIXZHMXDE

unElOHGEXECHPKLQEHGUXUHSERGEIJGVHMSXLRJGSENRLOERGCRVRCKXYSENRLOENOJZELOHQEOXVHEXE
PMRVRYHUHCEMHYXLRJGSORPEmHDUDESPJKSH̀EXLLJMGHQ̀ECJILJM̀EIYHMUQ̀EHLIDnDE

vnElOHGEXECHPKLQERSEXLEXESHIKMHEIMRZHESIHGHEXGCELOHEijbEJMEklbELJETHEKSHCE
PHMRJCRIXYYQELJEIXPLKMHEPOJLJUMXPOSEWJMEHVRCHGIHEMHIJMCRGUtPMJIHSSRGUDE_WECKMRGUELORSE
LRZHELOHMHERSERGIRCHGLsMHYHVXGLEIRLRrHGtCHLXRGHHEIJGLXIL̀ELOHECHPKLQESOXYYEXILRVXLHELOHE
XPPMJPMRXLHEIXZHMXELJEMHIJMCEVRCHJEwEXKCRJDE

E
E
aHPKLRHSESOJKYCEHqHMIRSHESJKGCExKCUZHGLENOHGECHIRCRGUENOHGELJESKSPHGCEJMELHMZRGXLHEXEijbE
JMEklbEMHIJMCRGUDEFGQLRZHEXEMHIJMCRGUERSESKSPHGCHCEJMELHMZRGXLHCEPMRJMELJELOHEHGCEJWELOHE
RGIRCHGLtIRLRrHGEHGIJKGLHM̀ELOHEMHXSJGmSnESOJKYCETHECJIKZHGLHCETJLOEJGELOHEijbEXGCtJMEklbE
MHIJMCRGUEXGCERGELOHESKTSHyKHGLERGIRCHGLEMHPJMLDE_WEGJERGIRCHGLEMHPJMLERSEUHGHMXLHC̀ELOHGELOHE
MHXSJGSmSnESOJKYCETHECJIKZHGLHCEJGELOHEIRLXLRJG̀EWRHYCERGLHMVRHNEIXMC̀ExXRYERGIRCHGLEMHPJMLEJME
XIIRCHGLEMHPJMLDE
E
_WEXECHPKLQEHyKRPPHCENRLOEXEijbEJMEklbEWXRYSELJEXILRVXLHELOHEIXZHMXEJMEWXRYSELJEMHIJMCELOHE
HGLRMHEIJGLXILEXSEMHyKRMHCETQELORSEPJYRIQ̀ELOHECHPKLQESOXYYECJIKZHGLENOQEXEMHIJMCRGUENXSEGJLE
ZXCHEJMERGLHMMKPLHCERGEXGERGIRCHGLEJMESKPPYHZHGLXYEMHPJMLEJMERGERGSLXGIHSENOHMHEXGERGIRCHGLE
MHPJMLENXSEGJLEIJZPYHLHC̀ERGEXEZHZJELJELOHRMESKPHMVRSJMDE
E
gDE zd{gfj_zcfEfgz{c[z_k_|_]_gzE
E

pDEcGEXLEYHXSLEXEZJGLOYQETXSRS̀EMXGCJZYQEMHVRHNEXEVRCHJEMHIJMCRGUEJWEHXIOESORWLE
ZHZTHMELJEHGSKMHELOHEWJYYJNRGU\E
XDE]OHEHyKRPZHGLERSEJPHMXLRGUEPMJPHMYQ}E
TDEaHPKLRHSEXMHEKSRGUELOHECHVRIHSEXPPMJPMRXLHYQEXGCERGEXIIJMCXGIHENRLOE
PJYRIQ}EE

IDE]JERCHGLRWQEXGQEXMHXSERGENORIOEXCCRLRJGXYELMXRGRGUEJMEUKRCXGIHERSEMHyKRMHCDE
uDE~��������������������������������������������������������������~����������������E

E
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CDEFGHIFJKLFMNIFOPOQERFOSTQUJVEFEWEXQVSKYXJWWPFVEXSVLOFQDEFTVEZ[EKXPFJKLFZ[JKQYQPFSTF
\YLESFVE\YEUELF]PF[OEVÔF
F
_̂F ÌIabbFCcFbCcdaeFè C̀ F
F
ẀWFLJQJFXJfQ[VELF]PFQDEFYOO[ELFGHIOFJKLFMNIOFYOFQDEFOSWEFfVSfEVQPFSTFQDEF_SVOPQDFIS[KQPF
ghijkllmnopllkqiFJKLFR[OQF]EFVEQJYKELFJKLrSVFLYOfSOELFSTFJOFLYVEXQELF]PFOQJQEFWJUFJKLFQDYOF
s̀EKXPmnotiiunovnouilktiuoktowhknoxyzkq{|oo}yoLEf[QPFODJWWFJQQERfQFQSFEVJOE~FELYQ~FSVFSQDEVUYOEF
JWQEVFJKPFLJQJFXJfQ[VELF]PFJFMNI~FSQDEVFQDJKFYKFJXXSVLJKXEFUYQDFQDYOF̀sEKXPmnFfSWYXP~FVEQEKQYSKF
OXDEL[WEOFJKLFOQJQEFWJÛFFF
F
CDEFLJQJFRJPF]EF[OELFQSFJOOYOQFYKFQDEFTSWWSUYKsFYKOQJKXEO�F
F
�̂Fghijkllmnopllkqiovu�ktkOQVJQY\EFVE\YEU�F
�̂Fgyzkqkwyjmnopllkqi�F
�̂F�knwjkqwo�wwyjti{mnoyllkqi�F
�̂FIJOEFeEf[QP�F
�̂Fghijkllmnopllkqio�t�inwk�vwyjn�F
�̂FCVJYKYKsFb[fEV\YOSVFTSVF[OEFYKFJsEKXPFQVJYKYKs�F
�̂FCDEFbDEVYTTFSVFDYOFLEOYsKEÊF

F
CDEFLJQJFXJfQ[VELFR[OQFKSQF]EFODSUKFSVFsY\EKFQSF[KJ[QDSVY�ELFfEVOSKOFSQDEVFQDJKFYKF
JXXSVLJKXEFUYQDFOfEXYTYELFE�ERfQYSKÔFFa�JRfWEOFSTF[KJ[QDSVY�ELF[OEOFSTFQDYOFLJQJFYKXW[LEF
][QFJVEFKSQFWYRYQELFQS�F
F
�̂FeSUKWSJLYKsFQDEFLJQJFTSVFfEVOSKJWF[OEF�UDEQDEVFQSFJFLYOX~FLVY\EFSTFJKPF�YKL~F]PF[OEFSTF
JKPFVEXSVLYKsFLE\YXEFSVF[KJ[QDSVY�ELFXSRf[QEV��F

�̂FbDJVYKsFQDEFLJQJFUYQDFJKPSKEFTSVFDYOFSVFDEVFfEVOSKJWF[OÊF
F

IYQY�EKOFsEKEVJWWPFODJWWFKSQF]EFJWWSUELFQSFVE\YEUFLJQJFXJfQ[VELF]PFJFGHIFSVFMNÎFF̀KPF
VEZ[EOQOFQSFVE\YEUFLJQJFODJWWF]EFQVEJQELFJOFJKFcfEKFdEXSVLOFdEZ[EOQ̂F�SUE\EV~FOfEXYJWF
XYVX[ROQJKXEOFRJPFJVYOE~FO[XDFJOFJFXY\YWYJKFVE\YEUYKsFQDEFLJQJFQSFYLEKQYTPFfVSfEVQPFSVFJF
fEVOSK̂FF�KFQDEOEFXYVX[ROQJKXEO~FO[fEV\YOSVPFJffVS\JWFYOFKEXEOOJVPF]ETSVEFQDEFLJQJFYOF
VE\YEUELFJKLFQDEFYKXYLEKQFODJWWF]EFLSX[REKQELFJXXSVLYKsWP̂F
F
�̂F è C̀ FbCcd̀ �aF̀�eFdaCa�C�c�Fda���daGa�CbF
F

�̂FeJQJFODJWWF]EFOQSVELFSKFJFOEX[VELFKEQUSV�̂F
�̂FHYLESFdEXSVLYKsOFODJWWF]EFVEQJYKELFYKFJXXSVLJKXEFUYQDFcI�̀ F��������̂F

F
�̂F GHIFJKLFMNIFbPOQERFCVJYKYKsF
F

�̂FCVJYKYKsFODJWWF]EFfVS\YLEL�F
F
ĴFNDEKFJFLEf[QPFYOFKEUWPFJOOYsKELFQSFQDEF_YEWLFCVJYKYKsF�VSsVJRFSVFUDEKF
VETVEODEVFQVJYKYKsFYOFLEERELFJffVSfVYJQE�F

]̂FNDEKFJFLEf[QPFYOFfVSRSQELFQSFJFO[fEV\YOSVPFfSOYQYSK̂F
X̂F ẀWFLEf[QYEOFUDSFJVEFJOOYsKELFJFMNI~F[fSKFJKLFJTQEVF�[KEF��~F����~FODJWWF
VEXEY\EFJsEKXPFJffVS\ELFQVJYKYKsFVEsJVLYKsFYQOFSfEVJQYSKFJKLFRJYKQEKJKXEF
JKLFQDYOFfSWYXP̂F
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BCDEFDGHIJDIJKDLMNOIHNPDNQDLPRDPKGDIKSJPNTNURDNVDOVNSKFFKFWDIJKVKDFJLTTDXKD
NYKVFHUJIFDGHIJDVKULVMDINDLMJKVKPSKDINDIJHFDONTHSRCDDEPRDZPHPIKPIHNPLTDXVKLSJKFDNQD
IJHFDONTHSRDFJNZTMDXKDJLPMTKMDIJVNZUJDVK[KMHLTDIVLHPHPUDINDKPFZVKDIJKDMKOZIRD
ZPMKVFILPMFDIJHFDONTHSRDLPMDIJKDOVNSKFFKFDLMNOIKMCDDD\JKDMKOZIR]̂_̂ àbcdêfc_
[LRDSNPILSIDIJKD\VLHPHPUDgPHIDINDQLSHTHILIKDLPRDVK[KMHLTDIVLHPHPUDIJLID[LRDPKKMDIND
XKDLM[HPHFIKVKMCDEPRDGHTTQZTDLPMDOZVONFKQZTDMKYHLIHNPFDQVN[DIJHFDONTHSRDFJNZTMDPNID
XKDILhKPDTHUJITRCD
D

D
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I SELECTIVE TRAFFIC ENFORCEMENT 
 
Selective Traffic Enforcement programs will be used to supplement and enhance the 
agency's role in traffic enforcement.  Selective traffic enforcement will never supplant the 
duty of patrol deputies to continue to take action upon violations committed in their presence, 
nor will it relieve on-duty deputies of the responsibility for the overall enforcement effort in 
detecting, apprehending and prosecuting traffic violators. 
 
A.  SELECTIVE TRAFFIC ENFORCEMENT PROGRAM   
 
Selective traffic enforcement is an activity of the Traffic Unit.  Selective traffic enforcement 
functions include the following procedures: 
 
     1. Review of traffic accidents will be done by the Traffic Unit Commander or his 

designee when there are a significant number of collisions to be analyzed. 
 
     2. Review of traffic enforcement activities will be performed by the Special Enforcement 

Division Commander or designee on at least an annual basis.  The traffic complaints 
received will be reviewed, as well as citations written, to determine if adequate 
enforcement is being applied to identify high accident rate and complaint locations. 

 
     3. Selective enforcement shall be undertaken in those areas where review of traffic 

accidents and violations indicate that special attention is needed.  Patterns of causes 
and / or sudden increases in the number and severity of accidents or violations are 
reasons for extra enforcement activity at a given location.  When the agency or traffic 
engineering department becomes aware of a particular problem that may or may not 
be reflected in accident report data, communication between the agencies will occur if 
necessary and steps will be taken to correct the problem. 

 
B.  SPECIFIC ASSIGNMENTS 
 
The Traffic Unit will mainly be responsible for selective enforcement, however, occasionally, 
the Patrol Divisions will assign a special car specifically to enforce selective violations at 
identified locations and for certain identified violations.  This unit will exclusively enforce 
selected hazardous moving violations, with no responsibility for answering radio calls or for 
any other patrol function. 
 

  

PROCEDURE:  SOP 3-3.201 SELECTIVE TRAFFIC 
ENFORCEMENT 

Rescinds/Amends:     

Effective Date: October 24, 2018 

Committee Review - Date: September 2018 

Related Policy(s): GO 3-3.2 

Authorized by:  Sheriff Ron H. Freeman 
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Selective enforcement information will be distributed to all agency supervisors and all 
supervisors should share the responsibility for ensuring selective enforcement is carried out. 
 
C.  RESPONSIBILITY FOR TRAFFIC REVIEW 
 
The Special Enforcement Division Commander is responsible for traffic data review for the 
agency.  Other personnel shall be assigned as necessary to conduct statistical reviews of 
accident and enforcement data for program evaluations. 
 
D.  TRAFFIC REVIEW FACTORS 
 
Information is gathered from the accident summaries based upon the motor vehicle accident 
reports submitted by individual deputies.  The review of traffic accidents will include 
geographic, temporal, and causative factors, such as: 
 
     1. Month, day, hour; 
 
     2. Location and directions, weather and road conditions; and 
 
     3. Intended driver action. 
 
E.  SELECTIVE TRAFFIC ENFORCEMENT ACTIVITIES 
 
Selective enforcement activities will be based upon the review of the traffic accident data 
compiled from traffic accident reports to provide effective countermeasures against factors 
contributing to traffic accidents.  Enforcement efforts will then be directed toward the 
behavior contributing to accidents.   
 
Selective enforcement activities will also be based upon traffic law violation complaint areas. 
 
F.  OBSERVATION OF ACCIDENT CAUSING TRAFFIC VIOLATIONS 
 
The Forsyth County Traffic Engineering Department conducts periodic statistical and visual 
surveys to determine by location, time and day of week the predominant violations that are 
causing accidents.  The Engineering Department members shall: 
 
     1. Observe and report traffic flow; 
 
     2. Look for improper driving behavior; 
 
     3. Be alert for hazardous environmental conditions; and 
 
     4. Identify and report emergency and or other service needs. 
 
G.  DEPLOYMENT OF SELECTIVE TRAFFIC ENFORCEMENT PERSONNEL 
 
Deployment of personnel for selective traffic enforcement shall be based on the review of 
traffic accidents and traffic-related calls for service covering the most recent three (3) year 
period.  This information will be obtained from the last three annual traffic accident report 
summaries.  These summaries will be provided once each year in order to follow any new 
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trends.  These summaries shall be examined to provide data that includes all seasons of the 
year and allows for variations that occur as the result of weather, population shifts and 
monthly or seasonal increases or reductions in the traffic volume. 
 
H.  SELECTIVE TRAFFIC ENFORCEMENT PROGRAM EVALUATION 
 
On at least an annual basis, the Special Enforcement Division Commander will evaluate the 
selective traffic enforcement program.  This review will attempt to ascertain whether selective 
enforcement efforts have met their objectives.  The selective enforcement evaluation will be 
used in the formulation of goals and objectives of the division and the agency in the 
subsequent year.    
 
I. SAFETY CHECKPOINTS 
 
The Forsyth County Sheriff’s Office will conduct periodic Safety checkpoints as a means to 
ensure the safety of motorists.   
 
A. Purpose: 
 
Checkpoints may be conducted for the following purposes: 
 

 check driver’s licenses; 

 check driver’s condition; 

 check vehicle registration; 

 ensure that vehicle safety equipment is in use (safety belts and child restraints); 

 as a containment procedure in response to a critical incident (to ensure that only 
authorized individuals enter the area of a critical incident) 

 locate a suspected criminal likely to be in the area; or  

 to check other requirements of the Georgia motor vehicle and traffic code.  
 
B. Supervisor Pre-Planning 
 
The supervisor preparing the plan for the safety checkpoint should utilize data from available 
resources such as RMS, Citizen Traffic Complaints, Traffic Engineering, Agency 
Reports/Analysis and other available data to determine the need for the checkpoint in a 
particular area. The supervisor shall complete the Safety Checkpoint Pre-Planning Form. 
 
C. Personnel Selection and Training 
 
Once the specific site(s) for the checkpoint has been identified, the required number of 
personnel to properly operate it can be ascertained.   Consideration should be given to the 
anticipated traffic volume, the number of vehicles to be stopped at any given time, the need 
to transport individuals placed in custody, additional personnel for individual relief, especially 
if inclement weather is anticipated, and the need for K-9 handlers. 
 
Deputies participating in safety checkpoint operations must be trained in safety checkpoint 
procedural aspects and their assigned checkpoint duties. 
 
D. Vehicles and Equipment 
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Only marked law enforcement vehicles and transport vans should be used. Personnel shall 
be required to have appropriate inclement weather gear, protective vests, and flashlights. 
 
E. Safety Checkpoint Criteria 
 
The initiation of a safety checkpoint must meet the following criteria: 
 

1. The decision to implement the checkpoint shall be made in advance by supervisory 
personnel rather than by field personnel and shall include the time and location of the 
checkpoint.  The supervisor will complete the Safety Checkpoint Pre-Planning Form.   
 

2. The supervisor must implement the checkpoint for a legitimate primary purpose that is 
specific in nature and consistent with data compiled from available resources.  A 
checkpoint will not be used for general crime detection. 
   

3. Checkpoints must be conducted pursuant to the plan developed by supervisory 
personnel that establishes specific and neutral criteria for all aspects of the 
checkpoint. 
 

4. The approving supervisor shall conduct a briefing with all personnel assigned to 
participate in the safety checkpoint. The purpose of the briefing is to educate all 
participants on the primary purpose and scope of the checkpoint and to review safety 
measures to be employed. 
 

5. The supervisor will notify dispatch and the jail of the location and expected duration of 
the checkpoint. 
 

6. Safety Checkpoints shall be conducted under the direct on-scene supervision with the 
rank of Corporal or above. 
 

7. The checkpoint must be clearly identifiable as a law enforcement checkpoint.  (blue 

lights-cruise lights, safety checkpoint signs, uniformed officers and any other identifying 

equipment) 

8. All vehicles must be stopped as opposed to random vehicle stops.  The checkpoint 
may be temporarily suspended to avoid unreasonable or dangerous backup and then 
resume after the backup is clear at the discretion of the on-scene supervisor.  Any 
backup/checkpoint suspension data will be documented on the After-Action Form.    
 

9. The delay to motorists must be minimal. The stop should be for a reasonable duration 
to make the necessary checks, unless a problem is identified that requires further 
investigation. 

 
10. The screening officer’s training and experience must be sufficient to qualify the officer 

to make an initial determination as to which motorists should be given field sobriety 
evaluations.  
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11. Use of K-9:  The use of a drug dog is permissible after an officer has first established 
articulable reasonable suspicion that the driver and/or occupants are involved in 
illegal activity and further investigation is required to confirm or dispel the suspicion. 
 

12. A drug dog shall not be used in an arbitrary, capricious or pretextual manner. Further, 
they shall not be employed against all vehicles directed to enter the checkpoint area. 

 
13. All participants will wear an agency issued reflective traffic vest at all times. 

  
14. For nighttime checkpoints, selection of the location will take sight distance and 

available lighting into account. 
 
F. After Action Report 

 
At the conclusion of the checkpoint all participants will provide the on-scene supervisor with 
statistical data related to the specific checkpoint.  The on-scene supervisor will compile the 
data and complete the after-action portion of the Safety Checkpoint After Action form.  The 
form will be forwarded to the Special Enforcement Division Commander or designee.  The 
Special Enforcement Division Commander or designee complete an annual administrative 
review of Safety Checkpoints to include recommendations for training, policy revision and/or 
procedural changes. 
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I TRAFFIC DIRECTION AND CONTROL 
 
Emergency conditions may dictate the manual control of traffic.  These include but are not 
limited to:  
 

 at the scenes of traffic accidents; 

 at the scenes of fires (firefighters might also be utilized); 

 malfunctioning traffic signals as a result of power outages or signal damage;  

 during periods of adverse road and weather conditions; 

 road construction; and 

 special events and functions. 
 
A.  HIGH VISIBILITY EQUIPMENT 
 
Deputies will wear high-visibility equipment for safety when directing traffic in the roadway.  
The following issued equipment will be utilized: 
 
     1. Reflective vest, reversible jacket or reflective rain gear.   
 
     2. Approved headgear (optional unless directed otherwise) 
 
     3. Flashlight and traffic cone (low light conditions) 
 
NOTE:  1 and 3 will apply at ALL times when directing traffic on or off duty. 
 
EXCEPTION: An exception to the above will be made only when the urgency of the situation 
requires that first responder deputies immediately administer first aid, relieve congested 
traffic or secure the scene.  As soon as the emergency situation stabilizes or assistance 
arrives on the scene, the deputy must don his / her high visibility equipment.  
 
B.  TRAFFIC CONTROL AT FIRE SCENES 
 
     1. Deputies engaged in traffic direction and control services at fire scenes will ensure 

ingress and egress from the scene by emergency vehicles. 
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     2. No vehicles will be allowed to cross fire hoses without the approval of the senior fire 
official on scene. 

 
     3. Parked vehicles which interfere with fire operations may be towed as needed.  
 
C.  TRAFFIC CONTROL DURING ADVERSE ROAD AND WEATHER CONDITIONS 
 
     1. The supervisor will request dispatchers to notify the local radio stations, public works, 

Forsyth County Fire Department, Forsyth County Sheriff’s Office Public Information 
Officer and other public safety agencies of adverse road conditions that will affect the 
motoring public. 

 
     2. Agency personnel will provide traffic direction and control services at the scene of 

downed power lines, broken gas lines and water mains or construction sites when the 
lack of traffic control would endanger the safe movement of traffic through the area. 

 
     3. The supervisor may close a street if the surface conditions and terrain create an 

unusually hazardous condition.  The commander should request assistance from the 
proper agency in alleviating the problem and request public service radio 
announcements be made in reference to the closure.  Other public safety agencies 
will also be notified. 

 
D.    ESCORTS 
 
     1. Funeral escorts are provided when requested and when Traffic Unit personnel are 

available. Escorts will only be provided by marked uniform patrol cars or motorcycles. 
The patrol vehicle(s) will utilize its emergency blue lights and alternating headlights at 
all times during the escort.  The patrol vehicle with its escort may proceed past a red 
traffic signal or a stop sign only after coming to a complete stop and checking that 
traffic has seen and stopped for him.  In most cases, assistance should be obtained 
by other deputies to block traffic.  The purpose for the blocking of traffic is to keep the 
procession together and moving in an orderly fashion. 

 
     2. Requests to escort public officials or dignitaries must be approved by the Sheriff, 

Chief Deputy or designee. 
 
     3. Forsyth County Sheriff’s Office vehicles will not be used to escort any emergency 

vehicle which has its own operating emergency equipment or private vehicles on 
emergency runs. Deputies may facilitate the movement of other emergency vehicles 
by assisting with traffic control at key intersections.  Deputies will request EMS 
personnel for medical emergencies.  

 
E.    SPECIAL EVENTS 
 
Special events such as parades, sporting events, highway construction and maintenance, 
picketing, etc., may require special traffic plans which cover all aspects of traffic control and 
direction.  Generally, the Traffic Unit will handle special events as they may occur. 
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1. Upon learning of a special event, the Traffic Unit commander will promptly designate 
certain personnel to ensure the preparation / implementation of a special traffic plan 
which addresses: 
 
a. assisting other agencies in coordinating the traffic movement based on 

anticipated  attendance, location and time; 
 

b. the route to be utilized to allow for normal and emergency activities to continue 
with a minimum amount of disruption; 
 

c. side streets and congested traffic areas used to their maximum potential by 
eliminating parking to assist in a smooth flow of traffic.  Deputies may be assigned 
to key areas to assist with this; 

 
d. emergency services (fire, Sheriff’s Office, ambulance) will be provided 

unrestricted access from at least one direction; 
 

e. crowd control by use of foot patrol and deputies in cruisers.  These deputies may 
be at a stationary post or mobile; 

 

f. information provided to the media at the earliest possible time addressing 
changes or alterations of the event, parking, etc.; 
 

g. providing a list of authorized personnel permitted to cross Sheriff’s Office lines.  
These may include press, promoters, vendors or VIP's; and 
 

h. allotment of adequate scheduled breaks for the deputies during the course of the 
event. 

 
F.  TRAFFIC CONTROL DEVICES 
 
     1. Temporary traffic control devices such as cones, barricades, etc., may be obtained 

from the Transportation Department, for special events or emergency situations.  
Supervisors may request these devices and determine the location for using them. 

 
     2. Temporary devices will be removed when the event or emergency situation is over 

and will be returned to the Transportation Department. 
 
2. Deputies do not have access to and will not manually operate traffic control devices 

(traffic signals). 
 

G. MANUAL DIRECTION OF TRAFFIC 
 

1.  Stopping Traffic.   To stop traffic, the deputy should: 
 

a. look directly at the person to be stopped until eye contact is made; and 
 
b. raise the hand at the wrist so that its palm is toward the person to be stopped. 

 
2. Starting Traffic.   To start traffic, the deputy should: 
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a. look directly at the person to be started; and 
 
b. with palm up, the arm is swung through a vertical semi-circle until the hand is 

adjacent to the chin.  This gesture is repeated until traffic begins to move. 
 

3. Right Turns 
 

Right turning drivers usually effect their turns without the necessity of being directed 
by the deputy.   
 
When directing a right turn becomes necessary, the deputy should extend the arm 
and index finger and gaze toward the driver, followed by swinging the extended arm 
and index finger in the direction of the driver's intended turn. 
 

4. Left Turns 
 

Left turning drivers should not be directed to effect their movement while the deputy is 
also directing oncoming traffic to proceed.   
 
Therefore, the deputy should either direct opposing vehicles to start while avoiding 
left gestures directed at turning drivers, which lead them to complete their turn only 
when there is a gap in the oncoming traffic, or to stop or hold oncoming drivers, after 
which the left turning driver can be directed into his / her turn.   
 
After stopping oncoming traffic, the extended arm and index finger and deputy's gaze 
are directed toward the driver who intends to effect a left turn.   
 
When the left turning driver's attention has been gained, the extended arm and index 
finger are swung to point in the direction the driver intends to go. 
 

H. SIGNALING AIDS 
 

1.  The whistle, if used, is to get the attention of drivers and pedestrians.  It is used as 
follows: 

 
a.   One long blast with a STOP signal. 
 
b.   Two short blasts with the GO signal. 
 
c. Several short blasts to get the attention of a driver or pedestrian who does not 

respond to a given signal.  Establish eye contact as soon as possible. 
 
2. The whistle should be used judiciously, however, it should not be used to indicate 

frustration.  The volume should be just that sufficient to be heard by those whose 
attention is required. Therefore, whistle blasts directed at pedestrians should be 
moderate in volume.   

 



STANDARD OPERATING PROCEDURE                                                                  Forsyth County Sheriff’s Office 

SOP 3-3.203 Traffic Direction and Control   5 

 

 The whistle should be used only to indicate stop, go, or to gain attention.  When its 
purpose has been achieved, the deputy should cease sounding the whistle.  If the 
whistle is utilized continuously, it ceases to hold meaning for drivers and pedestrians. 

 
3. The voice is seldom used in directing traffic.  Arm gestures and the whistle are usually 

sufficient.  There are numerous reasons why verbal commands are not used.  Verbal 
orders are not easy to give or understand and often lead to misinterpretations which 
are dangerous.   

 
 An order which is shouted can antagonize the motorist.  Occasionally, a driver or 

pedestrian will not understand the deputy's directions.  When this happens, the 
deputy should move reasonably close to the person and politely and briefly explain 
his directions. 

 
4. The flashlight can be used to halt traffic.  To stop traffic, slowly swing the beam of 

light across the path of oncoming traffic.  The orange traffic cone shall be attached to 
the end of the flashlight when directing traffic.   

 
 After the driver has stopped, arm signals may be given in the usual manner with the 

vehicles headlights providing illumination. 
 

This procedure is to be used in conjunction with all relevant existing agency policies, 
procedures, rules and regulations. 

 
I. TRAFFIC DIRECTION AT ACCIDENT SCENES 
 

1. Minor traffic accidents requiring only an accident report do not present a major 
problem relative to traffic direction.   

 
 In these cases, the deputy should note the position of each vehicle and other relevant 

physical evidence and have the vehicles moved to a safe location, restoring traffic 
flow, and then complete the accident report. 

 
2. In serious accidents requiring a more thorough investigation, the scene may need 

protection for an extended period of time.  In these cases, investigating deputies shall 
follow these procedures: 

 
a.   Summon sufficient manpower to handle traffic direction responsibilities. 
 
b.   Utilize sufficient equipment to protect the scene (barricades, traffic cones, etc.). 
 
c.   Detour traffic as necessary. 
 
d.   Give priority attention to collecting the information necessary at the scene to 

facilitate restoring normal flow of traffic. 
 
e.   Restore the scene to a safe condition (replace signs, etc.). 
 
f.   Continue traffic direction duties until traffic flow is normal. 
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I TRAFFIC ACCIDENTS 
 
A. TRAFFIC ENFORCEMENT GOALS AND OBJECTIVES 
 
The objective of the Forsyth County Sheriff’s Office's traffic enforcement program is the 
reduction of fatalities, personal injuries and property damage as a result of traffic accidents.  
To this end, the agency will collect and analyze traffic accident data in order to direct 
selective enforcement efforts to those areas or conditions that contribute to traffic accidents. 
 
The reduction of the number and severity of traffic accidents will be the sole motivation of the 
agency's traffic enforcement efforts.  The generation of revenue or imposition of quota 
systems will not be a determining factor.  The goal of each shift or unit involved in the 
agency's selective enforcement effort will be a reduction in the number or severity of traffic 
accidents in areas targeted as a result of accident data analysis. 
 
B. ACCIDENT INVESTIGATION - PURPOSE 
 
The Forsyth County Sheriff’s Office performs a variety of traffic accident investigation 
functions including providing emergency service to the injured, protecting the accident scene, 
conducting accident investigations and follow-ups, preparing reports and taking proper 
enforcement action relative to incidents.  The purpose of accident investigation is to properly 
determine the causative factors involved in an automobile crash and utilize these factors to 
develop enforcement that will reduce the incidence of accidents. The purpose of this 
subsection is to establish general guidelines for the agency's traffic accident reporting and 
investigation practices.  It is the policy of the Forsyth County Sheriff’s Office to respond to 
and investigate all traffic accidents, including school buses, which occur within Forsyth 
County.  Georgia State Patrol should be utilized, when available, to investigate traffic crashes 
In the event a traffic crash involves serious injury or fatality the crash will be investigated by 
the Traffic Specialist Investigators or the Georgia State Patrol.     
 
C.    ACCIDENT REPORT AND GENERAL INVESTIGATION 
 
     1. A deputy will be assigned, respond to, and prepare a report of accidents involving any 

of the following: 
 

 Death or injury; 

 Property damage or fire; 
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 Hit and run; 

 Impairment due to alcohol or drugs; 

 Hazardous materials; and  

 Damage to public vehicles or property.     
 
NOTE:  All of the above cases will require an accident report on public streets or highways 
as required in §40-6-278.  The only exceptions where accident reports will be completed on 
private property will be when a violation of applicable Georgia traffic law occurs in the 
following situations:   
 

 DUI 

 Hit and Run 

 Reckless Driving 

 Homicide by Vehicle 
 
     2.   In a particularly serious accident involving near death injuries, fatalities or complex 

accidents, it may be necessary to summon expert or technical advice or assistance 
from the Traffic Specialist Investigators.  Such assistance will be requested through a 
supervisor. As a matter of policy, a Traffic Specialist Investigator will respond and 
investigate all confirmed fatality accidents.  

 
     3.   Accident scene responsibilities of the first deputy at the scene: 
 

 Administering emergency medical care (basic life support measures) and fire 
suppression pending arrival of the Fire Department or EMS; 

 Summoning additional help as required (deputies, rescue, wreckers, etc.); 

 Protecting the accident scene and establishing a safe traffic flow pattern; 

 Preserving short-lived evidence (broken parts, skid marks, etc.); 

 Expediting removal of vehicles, persons and debris from the scene; 

 Locating witnesses and recording accident information; 

 Quell disturbances (if any) between parties involved.  
 

     4.   The deputy assigned to the beat in which an accident occurs shall normally be 
responsible for the investigation of any accident that occurs during his/her tour of 
duty. 

 
            If a Traffic Specialist Investigator is requested to conduct the investigation by a 

supervisor, the Traffic Specialist Investigator will be in complete charge of the 
investigation.  The on-scene units will secure the accident scene until the crash 
investigator arrives.  The investigating deputy will complete the Georgia Uniform 
Motor Vehicle Accident report, and any applicable incident reports required.  The 
deputy receiving the call or deputy(s) designated will assist the crash investigator(s). 

 
     5. In cases of private property accidents, accident reports need not be filled out if there 

is no violation of applicable Georgia traffic law as defined in O.C.G.A. §40-6-3.   
However, it is the policy of the Sheriff’s Office to make an accident report on private 
property at the request of any citizen.  The type of report will be as follows: 
 

 No damage, injury or death - SR-13 (self-reporting accident form) 
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 Traffic law violation - Uniform Motor Vehicle Accident report 

 Hit and run - Uniform Motor Vehicle Accident report 

 DUI involved accident - Uniform Motor Vehicle Accident report 

 Over $250.00 damage-Uniform Motor Vehicle Accident Report  

 Damage under $250.00-SR-13 (self-reporting accident form).  
 
     6. The accident investigation equipment and emergency medical supplies required in 

every patrol vehicle include (in addition to the standard patrol vehicle emergency 
equipment): 

 

 Fire extinguisher;  

 An emergency first-aid kit, including surgical gloves and all listed contents; 

 Sheriff’s Office line tape; and 

 Each deputy will have in their possession a sufficient supply of proper forms                                       
necessary in completing accident reports and investigations, a reflective traffic 
safety vest and a flashlight if the deputy is on duty during hours of darkness. 

 
     7. Vehicles assigned to the crash investigators will contain accident investigation kits 

with the following contents in addition to the above: 
 

 300 foot fiberglass tape measures; 

 100 foot fiberglass tape measures; 

 6 foot steel tape measure; 

 Lumberman's yellow crayon; 

 Spray paint (orange); 

 Traffic template; 

 Hammer; 

 Tire and tread depth gauges;   

 Concrete nails; 

 Still and video cameras; 

 Carpenter's level; and 

 Clipboard 
          
     8. Enforcement action will be taken when the deputy has detected a violation of a traffic 

law and when evidence exists to satisfy all the elements of that particular violation.  A 
deputy may also choose to take enforcement action on any other violation discovered 
during the accident investigation.  (EXCEPTION: when a crash investigator is 
requested, the investigating deputy will determine appropriate enforcement action.) 

 
D.    AT SCENE STABILIZATION ACTIVITIES 
 
     1. Upon the receipt of a report of a motor vehicle accident that requires the services of a 

deputy, the deputy assigned will proceed as expeditiously as possible to the scene. 
The Sheriff’s Office vehicle should not be parked at the scene in a manner that will 
endanger pedestrians, motorists or citizens.  The deputy should consider using the 
vehicle as a shield to protect the scene as well as the deputy. 
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     2. All Agency members shall wear a reflective traffic vest while in the roadway or 
investigating a crash.   

 
     3. In case of injuries, persons trapped in vehicles, etc., the Forsyth County Fire Department 

 and EMS should be immediately notified. Aside from exigent circumstances, Sheriff’s 

 Office deputies should not remove any occupants from the vehicle unless it is in the 

 course of life saving measures.  Sheriff’s Office deputies should attend to the victims, 

 check for injuries and wait for fire and/or EMS personnel to arrive.  Once Fire and /or 

 EMS personnel arrive the deputies will assist when requested with the removal and care 

 of the injured parties.     

     4. In case of danger of fire from leaking ruptured gas tanks, car batteries or where there 
is any sign of hazardous materials having been transported, the Forsyth County Fire 
Department and Hazmat, when necessary will be notified immediately. 

 
     5. Any deputy arriving at the scene of such an accident and seeing hazardous materials 

placards should immediately request the services of the Forsyth County Fire 
Department.  The Forsyth County Fire Chief or his designee will assume control of 
any scene involving hazardous materials and deputies will provide support as 
required.  Accident investigation will start upon release of the scene by the Fire Chief. 

 
     6. Normal traffic flow should be established as soon as possible after the injured are 

cared for.  If vehicles cannot be driven or pushed from the roadway (or the scene is 
being held for the arrival of the crash investigator) and are creating a hazard, the 
deputy will manually direct traffic around the scene or call for sufficient personnel to 
handle traffic direction.  If the scene will not be cleared for an extended period, the 
agency's portable detour signs will be delivered by a deputy or the Public Works 
Department will be called to deliver any barricades or traffic cones as may be 
needed. 

 
     7. If a fatality accident has occurred on a state highway and / or a portion is to be 

closed, it will be the responsibility of the supervisor on the scene to have the Georgia 
Department of Transportation notified immediately. 

 
     8. Any property belonging to accident victims will be protected from theft and pilferage 

and, if victims are not present, will be inventoried and turned into the Property and 
Evidence Unit along with a property sheet.  When deputies encounter currency, it 
should be immediately counted in front of witnesses and noted within the report. 

 
E.    ACCIDENT REPORTS AND RECORDS 
 
     1.   The Georgia Uniform Motor Vehicle Accident Report Form will be completed on all 

accidents involving death, injury, or property damage that occur on public property, 
certain private property accidents, or accidents which involve Forsyth County Sheriff’s 
Office owned vehicles and Forsyth County owned vehicles. 

  
For the purpose of accident reports, the following definitions will be used: 
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            a.   Public Property - any highway, roadway, street, or public parking lot maintained 
by the state, county or city. 

             
b.   Certain Private Property - any property, privately owned, on which an accident 

occurs that involves violation of an applicable Georgia traffic law as defined in 
O.C.G.A. §40-6-3. 

 
c.   County Owned - any vehicle owned by the Forsyth County Sheriff’s Office or 

Forsyth County Government 
 
d.   Self-reporting Accident Form (SR-13) is a form completed by the driver(s) 

involved and the drivers will be responsible for forwarding this information to their 
insurance companies.  An SR-13 can be issued under following circumstances:  

 

 Inclement weather - single vehicle with no injuries where weather is the only 
factor 

 Delayed reporting - if a driver fails to report a crash within 48 hours. 

 Private property and damage is under $250.00 
 
     2. Detailed instructions for preparing the Georgia Uniform Motor Vehicle Accident 

Report are contained in the Georgia Uniform Motor Vehicle Accident Report 
Instruction Manual; which is available from the Training Section. 

 
     3.   Coding of the Georgia Uniform Motor Vehicle Accident Report is standardized as well 

as mandated by the Georgia Department of Public Safety. 
 
 
F. ACCIDENT INVESTIGATION PROCEDURES 
 
The deputy receiving the call will handle the investigation unless he / she has requested 
through his / her supervisor a Traffic Specialist Investigator to respond to the scene.  The 
required investigative tasks to perform include: 
 

1. Question and obtain driver's license(s) from all drivers involved in the accident. 
 
2. Question and obtain names and addresses from any and all witnesses and assure 

that they not leave the scene until released by the investigating deputy.  Obtain their 
driver's license for identification.  If a witness must leave the scene prior to completion 
of the investigation, obtain the necessary information as quickly as possible and allow 
the witness to leave. 

 
3. Examine and record vehicle damage and effects on roadway. 
 
4. Investigate and determine the cause of the accident.  Note the position of all vehicles 

involved and take measurements, photographs and collect evidence when necessary. 
 
5. After the preliminary investigation is complete, clear the roadway quickly if possible, 

and refrain from blocking any portion of the roadway while completing paper work.   
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6. After clearing the roadway, the investigating deputy should turn off the blue lights as 
quickly as possible to reduce the existing hazard, by attracting less attention. 

 
7. When a violation of traffic law is involved, issue the appropriate citations and 

subpoena the witness(es), if any, and allow the witness to leave.  Insure that the 
principals have exchanged necessary information. 

 
8. If all necessary information has been obtained at the scene, and there was no 

transport of injured, a follow-up investigation may not be necessary.  If persons 
injured are transported, follow-up investigation at the hospital may be necessary. 

 
These procedures ensure that data collected permits tabulation according to standard 
classifications and in amounts needed to: 
 

 Support planning and coordinated accident prevention programs; and 

 Support prosecution for violation of traffic laws. 
 

G. FATALITY ACCIDENT INVESTIGATION 
 
The investigation and reporting of fatality accidents should be handled in the following 
manner.  The first deputy on the scene shall follow the procedures outlined in section D3 of 
this SOP.  In addition, the deputy will notify their supervisor, who will respond to the scene, 
and will request a Traffic Specialist Investigator on duty, or if after hours, the on-call Traffic 
Specialist Investigator to respond.  The supervisor upon arrival at the scene will assume 
responsibility and control until the Traffic Specialist Investigator arrives.  At that time, 
complete control of the accident scene will be relinquished to the Traffic Specialist 
Investigator. The on-scene deputies will not alter the accident scene or move any evidence, 
unless absolutely necessary to administer first aid or rescue, until the arrival of the Traffic 
Specialist Investigator.  Upon arrival of the Traffic Specialist Investigator, the UPS deputy will 
remain as long their assistance is necessary.   
 
Motor vehicle crashes involving any person over the age of 65 with heavy damage to either 

vehicle should consult with the TSU Investigator. Examples of heavy damage are including but 

not limited to, air bag deployment, roll over, substantial crush damage to any part of the vehicle 

or any abnormality to the vehicle that is deemed significant. 

In accidents where one or more persons involved are considered near death, the watch 
commander will go to the scene and determine if a Traffic Specialist Investigator is needed.  
If so, the supervisor will request the necessary assistance. 
 
At the start of the investigation: 
 

1. If possible, obtain the driver's license of the victim. 
 
2. Photograph and if possible, videotape the accident scene and all evidence, vehicles, 

bodies, etc. 
 
3. Note the position of all vehicles, evidence and bodies, etc. involved and take 

measurements using the Coordination, Triangulation, or Photogrammetry methods. 
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4. Question ALL witnesses and have them complete a Voluntary Statement Form. 
 
5.  From witness statements/physical evidence on the scene, the crash investigator will 

investigate and determine the cause of the accident, which will include reconstruction 
if necessary. 

 
6. If the body is taken from the scene prior to photographs being taken, the crash 

investigator will go to the location of the body and take the necessary photographs. 
 
7. ALL vehicles will be impounded and held for more extensive investigation. 

 
Per COOPER V. STATE (Oct. 6, 2003) Implied consent may now only be read to 
suspects “if arrested for any offense arising out of acts alleged to have been committed in 
violation of O.C.G.A. §40-6-391.  The test or tests shall be administered at the request of 
a law enforcement officer having reasonable grounds to believe that the person has been 
driving or was in actual physical control of a moving motor vehicle upon the highways or 
elsewhere throughout the state in violation of O.C.G.A.§40-6-391. This will include all DUI 
suspects conscious or unconscious.  Implied consent can no longer be based simply 
upon the existence of a serious injury or fatality. Implied consent must be based on 
probable cause, serious injury alone will not be a legal basis for reading implied consent 
or requesting submission to a state’s test.  If challenged, evidence collected based on a 
serious injury read will be suppressed.  
 
The notification of next-of-kin shall follow the procedures outline in SOP 3-7.201. 
 

H. HIT AND RUN ACCIDENTS 
 
The first deputy to arrive on the scene will: 
 

1. Administer first aid, if qualified, and advise the 911 Communications Center if a 
 rescue and an ambulance are needed. 

 
2. Obtain information and give a temporary lookout. 

 
3. Request a wrecker service if needed. 

 
4. If the hit and run involves a fatality, notify the supervisor to request a crash 
 investigator. 

 
The deputy receiving the call will handle the report and preliminary investigation.  The report 
will be forwarded to the Traffic Specialist Investigator for a follow-up investigation.  NOTE: If 
the preliminary investigation deputy chooses to initiate the follow-up investigation 
themselves, they will be completely responsible for the full investigation of the report. 
 

 a. Investigate and if possible, determine the cause of the accident. 
 

 b. Complete the Uniform Motor Vehicle Accident Report listing only the victim 
  information. The perpetrator side of the report will be left blank. Also, a  
  Forsyth County Sheriff’s Office Hit and Run Supplemental form listing ALL 
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  required information available on the perpetrator and perpetrator vehicle must 
  be completed.  This form is for agency use only to be utilized by the Crash 
  investigator. 

 
 c. If possible, give additional information for the lookout. The Traffic Specialist 

 Investigator will maintain a list of wanted persons and vehicles involved in 
 hit and run accidents. 

 
 d. The report will be forwarded through the proper chain to the Traffic Specialist 

  Investigator for follow-up investigation. 
 

 e. The Traffic Specialist Investigator will be responsible for generating hit and 
 run activity on the monthly report. 

 
NOTE:  If needed, a Traffic Specialist Investigator may be called out to assist the 
preliminary investigating deputy. 

 
I. D.U.I.  ACCIDENTS 
 
Deputies responding to traffic accidents involving DUI on public or private property will follow 
all procedures relating to DUI enforcement and include all necessary information on the 
Uniform Motor Vehicle Accident Report as required. 
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I IMMUNITY FOR TRAFFIC CITATIONS/ARRESTS 
 
A.    LEGISLATORS 
 
All legislators, state or federal, shall be free from arrest during legislative sessions or 
committee meetings, and in going thereto or returning there from, except for treason, felony, 
or breach of the peace.  When legislators are in session, citations or physical arrest shall not 
be initiated without prior approval of the arresting deputy's immediate supervisor.  (Ga. 
Const. Art.3, Sec.4, Para. IX) 
 
B.  PRIVILEGE OF MILITIAMEN 
 
The members of the organized militia or military forces shall in all cases, except treason, 
felony, or breach of the peace, be privileged from arrest during their attendance at drills, 
parades, meetings, encampments, and the election of deputies and going to, during, and 
returning from the performance of any active duty as such members. (O.C.G.A. §17-4-2) 
 
No doubt the legislative purpose of the immunity statutes was to prevent civil interference 
with the military on active duty in the performance of duty.  This purpose will be served only if 
the immunity is asserted at the earliest opportunity.  The legislative purpose is defeated if the 
militiaman allows himself to be deterred from the performance of his duty and then raises the 
privilege for the sole purpose of avoiding the criminal sanctions which he / she faces.  (140 
Ga.App.441 (5) 
 
Militia shall be composed of the Army National Guard, Air National Guard, the Georgia Militia 
when organized, and the Georgia State Guard when organized.  (O.C.G.A. §38-2-2(10) 
 
NOTE: Any sheriff or peace deputy may apprehend persons subject to the Georgia Code of 
Military Justice (GCMJ) upon reasonable belief that an offense has been committed and that 
the person apprehended has committed an offense. (O.C.G.A. §38-2-340) All members of 
the Georgia organized militia are subject to the provisions of the Georgia Code of Military 
Justice.  (O.C.G.A. §38-2-322) 
 
 
 
 

  

PROCEDURE:  SOP 3-3.205 IMMUNITY FOR 
TRAFFIC CITATIONS/ARRESTS 

Rescinds/Amends:    SOP 3-7.154 

Effective Date: January 1, 2017 
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Authorized by:  Sheriff Ron H. Freeman 

 



STANDARD OPERATING PROCEDURE                                                                  Forsyth County Sheriff’s Office 

SOP 3-3.205 Immunity for Traffic Citations/Arrests  2 

 

C.  WITNESSES 
 
Witnesses who come into or pass through Georgia pursuant to a summons issued under the 
"Uniform Act to Secure the Attendance of Witnesses" are immune from arrest or the service 
of civil or criminal process in connection with matters which arose prior to the witness' 
coming into the state under the summons (O.C.G.A. § 24-10-96). 
 
D.  DIPLOMATIC AND CONSULAR IMMUNITIES 
 
     1. Diplomatic Immunity 
 

a. The person of a diplomatic agent shall be inviolable.  He shall not be liable to any 
for arrest or detention.  The receiving state shall treat him with due respect and 
shall take all appropriate steps to prevent attack on his person, freedom, or 
dignity.  (Vienna Convention on Diplomatic Relations, Article 29-31, 23 
U.S.T.3227; 23 U.S.C. 254a et seq.) 

 
b. The term "diplomatic agent" includes the head of a mission (generally an 

ambassador) of a foreign government and members of the diplomatic, 
administrative and technical staff of a mission.  (22 U.S.C. 254a) 

 
c. The members of the family of a diplomatic agent forming part of his household 

shall...enjoy the privileges and immunities afforded the diplomatic agent.  (Vienna 
Convention on Diplomatic Relations, Art. 37) 

 
d.   Private servants of embassy personnel have no immunity. 
 

2. Consular Privileges and Immunities 
 
a. In the absence of a specific treaty, consular officials are not entitled to diplomatic 

immunity.  (Hall v. Coppell, 74 U.S. 549, 19 L.Ed 244,247) 
 
b. The Vienna Convention on Consular Relations, Article 41-42, 21 U.S.T. 78, 

provides that: 
 

                   1)  The receiving state shall treat consular officers with due respect and shall take 
all appropriate steps to prevent any attack on their person, freedom, or 
dignity. 

 
                   2) Consular officers shall not be liable to arrest or detention pending trial, except 

in the case of a grave crime (felony offense that endangers the public safety) 
and pursuant to a decision by the competent judicial authority. 

 
                   3)   Except as specified above, consular officers shall not be committed to prison.  
 

                4)   If criminal proceedings are instituted against a consular officer, he must                                                 
appear before the competent authorities. 

  
           c. In the event that a consular officer or employee or members of their families are 

taken into custody, the U.S. Department of State should be promptly notified. 
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           d. The term "consular officers" includes consul generals, consuls, vice consuls and 

consular agents who are official representatives of a foreign government 
accredited to the United States.  (Vienna Convention on Consular Relations, Art. 
1.)  Honorary consuls are not entitled to immunity under Article 41.  Georgia 
extends the same privileges and immunities as are extended to consulate general 
of foreign countries to the Coordination Council for North American Affairs of the 
Republic of China (Taiwan). (O.C.G.A. §50-1-1) 

 
           e. Family members of consular officials are not entitled to immunity.  (Vienna 

Convention on Consular Relations, Art. 57.) 
 
            f.    Traffic violations by Consular Deputies. 
 

                   1) The U.S. Department of State has taken the position that "authorities in all 
jurisdictions of the United States would be free to issue regular traffic tickets 
or summonses to any driver with diplomatic or consular status who fails to 
observe traffic laws and regulations."  (7 Digest of Int'l L. 17, p.172.) 

 
                   2) In DUI cases where a consular officer is considered a danger to himself or 

others, the U.S. Department of State advises that a law enforcement deputy 
may: 

 
                          (a) Take the consular official to the station or a location where he / she may 

recover sufficiently to drive safely. 
                          (b) Take him / her to a telephone to call someone to drive them home. 
                          (c) Call a taxi for him / her. 
                          (d) Take the official home. 

 (e)  In all cases involving a consular official, a superior deputy should be 
contacted. 

 
                   3)   Verification of Status of Persons for Whom Immunity is Claimed 
 
                         A person claiming immunity is required to produce satisfactory evidence that 

he is entitled to immunity.  The U.S. Department of State issues identification 
to diplomatic agents and consular officials accredited to the United States.  (7 
Digest Int'l. L. 8, p.108) The Georgia Secretary of State issues identification 
cards to honorary consuls and members of the families of career consular 
officials who are stationed in Georgia. 

 
                         In any situation in which a law enforcement official needs to establish 

entitlement to diplomatic or consular immunity and the person asserting it 
cannot produce satisfactory evidence thereof, i.e., identification card issued 
by the U.S. State Department, or the official wishes to verify that the 
employment from which the person's immunity or that a family member 
derives is still valid, confirmation of the correct status, or wishes advise 
concerning a particular situation, the official can telephone the U.S. 
Department of State as follows: 
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                           (a) During regular hours, the Office of Protocol, U.S. Department of State. 
 
                                    (1)   For Diplomats:  (202) 647-1404 
                                    (2)   For international organization employees:  (202) 647-1406 
                                    (3)   For Consular Deputies:  (202) 647-1664 
                                    (4)   For United Nations employees:  (202) 415-4131 
 
                           (b)    After normal hours, all calls should be made to the Command Center of 

the Office of Security, U.S. Department of State as follows: 
 
                                   (1)   (202) 895-3603 / (202) 647-2412 
                                   (2)   (202) 415-4444 (United Nations employees) 
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]mdJSp̂Jĝn̂ mhb_Jb_JmraebhkJboJmhJehgeiegzmfJkzqq̂kakJapmaJkp̂Xp̂JekJehibfîgJehJr_enehmfJ
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�=>HLMLKVKQLŜ>MPVNSSNRQS>RT>[RQZKSSNRQS>RYLMNQKP>PXTNQ\>MQ>NQLKT]NKU>VXSL>QRL>YK>
YMSKP>RQ>[RKT[NRQ̂>aTRVNSKŜ>PKOMdS>NQ>MTTMN\QVKQLŜ>RT>PKaTN]MLNRQS>RZ>[RXQSKO=>
>

�=>@Q>RTPKT>LR>XSK>M>SLMLKVKQL>NQ>[RXTL̂>M>SXSaK[L>XQPKT>MTTKSL>SWMOO>YK>MP]NSKP>RZ>LWK>
CNTMQPM>UMTQNQ\>MQP>LWK>PKLK[LN]K>VXSL>YK>MYOK>LR>PKVRQSLTMLK>LWML>LWK>SXSaK[L>
XQPKTSLRRP>LWRSK>TN\WLS>MQP>VMPK>M>lQRUNQ\>MQP>NQLKOON\KQL>UMN]KT>RZ>LWRSK>TN\WLS=>
>

�=>EWKQ>M>SXSaK[L>NQ]RlKS>WNSDWKT>TN\WL>LR>[RXQSKÔ>LWK>NQLKT]NKU>VXSL>YK>SLRaaKP>
NVVKPNMLKOd=>BWK>TK�XKSL>ZRT>[RXQSKO>SWRXOP>YK>TK[RTPKP>NQ>LWK>[MSK>ZNOK>QRLKS>MQPDRT>
LWK>NQ[NPKQL>TKaRTL=>
>

�=>�X]KQNOK>]N[LNVŜ>UNLQKSSKS>MQP>SXSaK[LS>VXSL>YK>\N]KQ>LWK>SMVK>[RQSLNLXLNRQMO>
aTRLK[LNRQ>MS>MPXOLS=>>BWK>ZROORUNQ\>SMZK\XMTPS>SWRXOP>YK>ZROORUKPj>

>
M=>>>fMTKQLS>RT>\XMTPNMQS>SWRXOP>YK>QRLNZNKP>UWKQK]KT>M>bX]KQNOK>NS>LMlKQ>NQLR>[XSLRPd>
RT>[WMT\KP=>

>
Y=>>BWK>QXVYKT>RZ>PKaXLNKS>KQ\M\KP>NQ>LWK>NQLKT]NKU>MQP>NLS>PXTMLNRQ>SWRXOP>YK>lKaL>
LR>M>VNQNVXV=>

>
[=>>i>YTNKZ>K�aOMQMLNRQ>RZ>LWK>bX]KQNOK>bXSLN[K>SdSLKV>MQP>�|wno���{s���ozwsaTR[KPXTKS>
SWRXOP>YK>aTR]NPKP=>
>

�=>@Z>LWKTK>NS>VRTK>LWMQ>RQK>_k̀>SXSaK[L>LR>YK>NQLKT]NKUKP̂>LWK>SXSaK[LS>SWRXOP>YK>
SKaMTMLKP>MQP>NQLKT]NKUKP>NQPN]NPXMOOd=>

>
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f\a\ca_i\Rh_UUR̂Yp\Ra[\RX\beUabRYiY_UYdU\RaTRa[\RZTUVWXYZ[\XkR
R
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R
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R



�����������	���
�������	��	����������������������������������������������������������������������������������������������� ��

!"#$%&%'()%$#*+,-./012345$67/89:/;9*:<� � =�>?�=�

�

@ABCDEFGFHIHCJDKLLDAFEMHCFCMDHCNBEOKMHBCDNEBODMPFDQFMFGMHIFRDMPFDABLSJEKAPDFTKOHCFEDUHLLDPKIFD
MPFDEHJPMDMBDQFMFEOHCFDHNDKCDFTKOHCKMHBCDHVDMBDWFDGBCQXGMFQYD
D
D D
D D
Z

Z

D



STANDARD OPERATING PROCEDURE                                                                  Forsyth County Sheriff’s Office 

SOP 3-3.504 Eyewitness Identifications   1 of 11 

 

             

             

 

I  EYEWITNESS IDENTIFICATION   
 
Eyewitness identification is the process of obtaining positive identification of a criminal  
suspect by having the witness / victim view either the person suspected or a photograph of  
that person.   
 
The following are approved methods for conducting eyewitness identifications: 
 
A. WITNESS / VICTIM PARTICIPATOIN 
 
Witness / victim participation in a show-up must be carefully controlled to prevent violence 
and to obtain fair identification.  Deputies should: 
 
a. Keep all witnesses separate during the process so as not to contaminate any 

potential identification. 
 
b. Remain completely neutral in the process.  Influencing a victim/witness or providing 

feedback is prohibited. 
 
c. The deputy will question each witness as to their level of confidence in the 

identification. 
 
d. The identification process shall be documented. 
 
e. Inform witness / victim that you want him / her to look at a person, but do not say the 

person is a suspect. 
 
f.    Avoid, or at least keep to a minimum, any display of force (e.g. weapons, handcuffs, 

etc.) 
 
g.  Be sure lighting is adequate and allow witness / victim enough time for thoughtful 

identification. 
 

d.   Separate witnesses / victims if more than one, so identifications are not biased by 
group opinion. 

 
h.  Witness / victim must be positive to provide probable cause for further detention.   

  

PROCEDURE:  SOP 3-3.504 EYEWITNESS 
IDENTIFICATIONS 

Rescinds/Amends:    SOP 3-7.302 

Effective Date: October 2, 2018 

Committee Review - Date: December 2017 

Related Policy(s): GO 3-3 

Authorized by:  Sheriff Ron H. Freeman 
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i. When presenting a suspect to a witness / victim for identification, a deputy shall not 

say or do anything to lead the witness to believe that the suspect has been formally 
arrested or detained, that he has confessed, that he / she possessed incriminating 
items on his / her person when searched or "frisked", or that he / she is believed to be 
the perpetrator. 

 
j.   In the event a show-up is used by uniform deputies, the case investigator must be 

notified of the witnesses / victims who participated in the show-up along with all 
circumstances leading up to their participation. A supplemental report should be 
completed by uniform patrol explaining each person’s participation and outcome of 
the show up. 

 
B. SHOW-UP OR CONFRONTATION 
 
     1. Definition: A show-up or confrontation occurs when a witness / victim views an      

individual(s) for purposes of identification. 
 
     2. Detention for Show-up 
 
 If a deputy reasonably suspects that a person has committed the offense, but 

probable cause to arrest the person is not present, the deputy may detain the suspect 
for a show up. In exercising this authority, the deputy may use such force - short of 
deadly force - as is reasonably necessary to stop the person or to cause the person 
to remain in the deputy's presence. 

 
            A deputy may arrange a show-up between a suspect and a witness / victim whenever 

a suspect is arrested or has been temporarily detained and the witness / victim states 
that he / she might recognize the person who committed the offense. 

 
            The length of time between the offense and the show-up will be determined by 

current case law.  Unless the suspect is under arrest, the suspect will only be kept 
briefly in the deputy's custody.  The length of the detainment will be reasonable. 

 
            A show-up should usually be conducted within a reasonable amount of time after a 

criminal event has occurred and when a suspect is apprehended nearby.  
 
 Too many deputies involved in a show up can be construed as coercion and therefore 

only those necessary to conduct the show up should be involved.  
 
           The purpose of a show-up is to obtain quick identification of a possible offender in 

order to determine the need for an arrest. 
 
     3. Location of Show-up 
 
            The location of a show-up will be determined by the type of crime, condition of the 

witness or suspect, distance between the site of the crime and the site of detention, 
availability of transport and the reasonableness of actions in general.  When at all 
possible, the suspect, if not under arrest, should remain at the place of detention and 
the witness or victim should be transported to that location.  Unless the suspect 
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consents, he / she should not be taken to the witness or victim's location. It is not 
recommended to transport the suspect to the victim / witness.  

 
            If a deputy has probable cause to arrest a suspect of the crime being investigated or 

for any other criminal offense or local ordinance, the deputy should make the arrest 
and avoid the show-up.  Time would then become available for further investigation 
and the possibility of a photographic or physical line-up to occur. 

 
            The suspect cannot be detained for longer than current case law allows unless: 
 
             a. probable cause to believe the suspect committed the offense has developed 

during the detention; or 
 
             b. the suspect, after being clearly informed that he / she is not required to cooperate, 

consents to take part in the confrontation. 
   
 

5. Cruising Area of Offense 
 
            Investigators may transport witnesses / victims in their cars to cruise the general area 

in which a crime has occurred in hopes of spotting the perpetrator and arranging a 
confrontation.  (When following this practice, it is important that the investigator avoid 
implicating anyone on the street or suggesting that a certain person looks 
suspicious.) 

 
6.   Right to Counsel 

 
            No person has a right to have a lawyer present at any show-up or confrontation             

procedure that occurs prior to the initiation of criminal judicial proceedings such as 
formal charge, preliminary hearing, indictment or arraignment.  Palmer v. State, 189 
Ga. App. 904 (1989). 

 
7. Release after Confrontation 

 
            If the suspect is not identified, he / she should be released, unless probable cause 

still exists to believe the suspect committed the offense.  If an identification and / or 
arrest is not made and suspicion still exists about the suspect's guilt, the deputy at the 
scene shall obtain as much information about the suspect that is possible, and note it 
on the Incident Report (IR).  If time and procedures allow, photograph the suspect.  
This information should then be forwarded to the appropriate investigative 
component. 

 
 8.   Juvenile Involvement 
 
            In the event that a juvenile becomes a suspect and a decision is made to conduct a 

show-up using the juvenile suspect, the same procedures will follow as mentioned 
above. If the juvenile is in state custody, photographs of the juvenile suspect will not 
be taken without prior consent from a Juvenile Court Judge. 
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9. Probable Cause 

 
            Whenever a show-up is conducted and a positive identification has been made, then 

probable cause exists for an arrest. 
 
C. PHOTOGRAPHIC LINE-UP 
 
     1. Definition 
 

      A photographic line-up is the next best method for identifying a suspect from among a 
group.  It is dependent upon the availability of photographs of neutral participants and 
the suspect.  It consists of a group of photographs of individuals being shown to a 
witness / victim in order to attempt to identify the perpetrator of a specific crime. 

2. When Permissible 
 
            Anytime an individual becomes a suspect in a criminal investigation and a 

photograph of the suspect is located, the investigating deputy may create a 
photographic line-up to show the witnesses / victims.  Should the only available 
photograph of a suspect be protected under the provisions of the Georgia First 
Offenders Act, permission to use the photo must be obtained from the supervisor. 

 
     3. Location of a Photographic Line-up 
 
            A photographic line-up may be shown at any time and at any location convenient to 

the witness / victim and investigator. 
 
     4. Right to Counsel 
 
            No person has a right to have a lawyer present during a photographic line-up unless 

 the defendant is present at the photographic line-up. 
 
     5. Primary Responsibility of Photographic Line-ups 
 
            Primary responsibility of conducting photographic line-ups will rest with investigators.   
     

6. Photograph Source 
 
            A master file of booking photographs will be maintained in the agency's RMS 

computerized photograph imager and will be available to all deputies. 
     

7. Composing a Photographic Line-up 
 
            When composing a photographic line-up, deputies should use one (1) photograph of 

the suspect and the other photographs should be of other individuals that are 
"similar". Similar does not mean identical or so close that it confuses any witness or 
victim.  Similar means that all subjects in the photographic line-up be: 

 

 of the same sex; 
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 of the same race; 

 within the same age range; 

 similar in facial features, such as facial hair, glasses, injuries, jewelry, etc.; 

 similar in hair color and length; 

 similar in photograph size; 

 similar in make-up, (e.g. color vs. black and white); 

 similar in photographic background, (e.g. mug shots vs. facial shots); 

 similar in body size, especially if the photographs consist of an entire body 
shot; 

 similar in the amount of body portion shown; and 

 similar in profile if arrest or mug shot photographs are used. 
 
                  All photographs that contain written information such as criminal history, case 

numbers, personnel information, etc., will have that information covered and the 
coverings will be uniform in appearance and position on each of the other 
photographs. 

 
      8. Number of Photographs in a Photographic Line-up 
 
            In creating a photographic line-up, deputies should use a minimum of six (6)             

photographs including only one of the suspect.  In the case of multi-suspects, 
additional photographic line-ups should be developed for each suspect. 

 
      9. Numbering of Photographs 
 
            The photographs will be numbered, # 1 through # 6.  The numbers will be placed on 

the front side of the photograph or folder and will not cover any of the facial features 
of each photograph. 

    
10. Presentation of the Photographic Line-up 
 

Witnesses / victims must be kept separated from each other and should not be able to 
overhear any conversation between other witnesses or investigators 

  
Once the photographic line-up has been assembled, it shall be presented to the 
victim/witness by a detective who is not familiar with the case. 

 
      Once the photographic line-up has been completed, certain instructions must be given to 

the victim/witness prior to their examination.  The victim/witness must be read a Photo 
Line-up Admonition. The Photographic Line-up Admonition shall contain the following 
points:  

 

 Advise the witness that he/she will be asked to view a group of photographs 
 

 Advise the witness that he/she does not have to make an identification, and the 
identification procedure is important to the investigation whether or not an 
identification is made 
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 Advise the witness that it is just as important to clear innocent persons from 
suspicion as to identify guilty parties 

 

 Advise the witness that the individuals depicted in the physical lineup may not 
appear exactly as the witness observed on the date of the crime because features 
such as hairstyles and facial hair are subject to change 

 

 Advise the witness that photographs may not always depict the true complexion of 
a person - it may be lighter or darker than shown in the photo 

 

 Advise the witness that the perpetrator may or may not be among those shown in 
the photograph lineup 

 

 Advise the witness that regardless of whether an identification is made, law 
enforcement will continue to investigate the crime 

 

 Advise the witness not to tell other witnesses that they have or have not identified 
anyone.   

 

 Confirm that the witness understands the lineup procedure 
 
The victim/witness shall not be coached or led in selecting one photograph over another. 
 
      11. Photographic Identification 
 
            If a victim/witness identifies the suspect as the perpetrator, the victim/witness will 

then be required to state whether the identification is positive or tentative.  The 
victim/witness will then sign the Photographic Line-up Admonition stating that he / she 
either: 

 
            a. can positively identify photograph number (indicate which number) as the person 

involved in the investigation; or 
 
            b. cannot positively identify any of the photographs as the person involved in the 

investigation. 
 
     12.  After Identification 
 
            Upon completion of the photographic line-up, the investigating deputy will be 

responsible for preserving and maintaining the line-up for future court use, as the line-
up itself is considered as evidence. 

 
     13. Use of a "Mug Book", Yearbook, Computer, etc. 
 
            The use of a mug shot book, yearbook, or any other book or directory with numerous 

photographs is appropriate when there is no particular suspect.  To insure an 
accurate identification, a reasonable number of photographs should be shown. If 
identification is made from a mug shot book, yearbook, etc., the investigating deputy 
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will ensure that either the book or a copy of the book used is preserved and 
maintained for future court proceedings. 

 
 
     14. Use of Juvenile  
 
            In order to use a photograph of a juvenile suspect in a photographic line-up, 

permission must first be obtained through a Juvenile Court Judge to either have a 
specific juvenile, who is in law enforcement or Juvenile Court custody, photographed 
or to use an existing photograph of a juvenile that is currently in the custody of the 
Agency or Juvenile Court.  Prior to photographing a juvenile who is not in law 
enforcement or Juvenile Court custody, the investigating deputy must first consult 
with a supervisor as to the legality of obtaining a photograph.  If a photograph 
currently exists of the juvenile and that photograph is available for public display, 
(e.g., school yearbook, directory, etc.) then prior approval from a Juvenile Court 
Judge is not needed. 

 
     15. Probable Cause 
  
 If a positive identification is made of a suspect in a photographic line-up, this in itself 

will be considered probable cause. If a tentative identification is made, then additional 
information will be required to establish probable cause. 

 
16. Recordings of the Photo Line-up 

 
            The presentation of the photo line-up should be recorded via audio, video or 

photographic means. 
 
D.    PHYSICAL OR FORMAL LINE-UP 
 
       1.  Definition 
 
            A physical or formal line-up is an identification procedure in which a suspect is placed 

in a live group setting and presented to a witness / victim.  This line-up is the 
traditional method used to obtain identification. 

 
       2.  When Permissible 
 
            Whenever identification by a witness / victim might be obtained, a physical line-up 

should be held following the arrest of suspect, unless one of the following makes a 
line-up unwise or impractical: 

 
            a. Unusual Appearance of Suspect - Lack of suitable persons to include in the line-up 

group (e.g., the suspect is very tall or very short, very young or very old; the 
suspect's hair length or facial hair is unusual). 

 
            b.   Prior Knowledge - The witness knew the identity of the suspect before the offense 

occurred (e.g., personal acquaintance, relative, neighbor, co-worker); or learns of 
his / her identity without law enforcement assistance after the offense (e.g., a 
victim spots the suspect at his / her place of employment, or an eyewitness 
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recognizes the suspect's picture in the newspaper); or the prospective viewer has 
had an opportunity to identify the suspect in an earlier confrontation procedure. 

  
            c.   Inconvenience - The suspect is in custody at a place too far from the witness. 
            

d.   Lack of Viewers - There is no witness willing or able to view a line-up. 
 
            e.   Uncooperative Suspect - The suspect threatens to disrupt the line-up. 
 
            f.    Suspect Released from Custody - The suspect was released on bond or 

recognizance before he / she could be viewed, 
 
            g.   For any other reason based on timing, or inconvenience for the viewers or 

deputies conducting the line-up. 
 
     3. Location of a Physical Line-up 
 
            All physical line-ups will be conducted at the Detention Center. 
 
     4. Primary Responsibility for Conducting a Physical Line-up 
 
            Primary responsibility of conducting physical line-ups will rest with deputies serving in 

an investigative capacity.  CIS personnel will arrange to conduct a physical line-up. 
 
     5. Coordinating with the Detention Center 
 
            Prior to setting a time and date for a physical line-up, the primary detective should 

confer with the Detention Center to arrange a convenient time and date. 
 
     6. Arranging a Physical Line-up 
  

Once a suspect is in custody, a time and date should be set in order to conduct a             
physical line-up.  The primary detective assigned to the criminal investigation should 
contact all witnesses and victims that might be able to identify the perpetrator and 
arrange for them to attend the line-up. 

 
            Physical line-ups should only be conducted once.  If there is reason to believe that 

the suspect may have been involved in other criminal acts, other detectives should be 
notified of the time and date.  When numerous witnesses / victims are to attend a 
physical line-up, a schedule should be developed.  This will reduce the chance of 
witnesses / victims communicating with each other prior to and after the line-up.  
Witnesses / victims attending a physical line-up should be separated to prevent any 
communications from occurring. 

 
     7. Developing the Physical Line-up / Suspect 
 

Once a suspect has been arrested and is still within custody, the suspect has no  right 
to refuse to participate in a physical line-up. 
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            The suspect must be advised, at least 24 hours in advance, of the physical line-up 
and that his presence is required.  The suspect should be told that he / she has no 
right to refuse to participate and that he has a constitutional right to contact an 
attorney and have the attorney present during the line-up.  If the suspect cannot 
afford an attorney, and wants one, an attorney will be provided, without cost.  If the 
suspect requests an attorney, the suspect should immediately be told that it will be 
his/her responsibility to contact an attorney.  If the suspect requests an attorney and 
states that he is indigent (cannot afford to hire an attorney) then the detective should 
immediately cease the interview.  Once any suspect has been advised that he / she is 
to participate in a physical line-up and the suspect requests an attorney, the case 
detective will contact the Forsyth County DA’s Office or Solicitor's Office. 

 
            After advising the suspect of these rights, the deputy will attempt to have the suspect 

sign a waiver acknowledging refusal of his / her right to have an attorney present. 
 
            The suspect should be dressed in the standard jail inmate uniform prior to the line-up. 
 
     8. Developing the Physical Line-up / Fillers 
 
            Each physical line-up will have a minimum of six (6) participants, including the 

suspect.  In the event of multi-suspects, the line-up should contain only one suspect, 
if possible. 

  
            Others participating in the physical line-up will be known as "fillers".  Fillers will be 

selected from the Detention Center, if possible, and this process should be carefully 
coordinated with the Detention Center. In selecting fillers, the deputy must 
understand that no one, other than the suspect, can be required to participate in a 
physical line-up.  The deputy must also select fillers that are similar.  Similar does not 
mean identical or so close as to confuse any witness or victim.  Similar means that all 
participants in the physical line-up be: 

  

 Of the same sex; 

 Of the same race; 

 Within the same age range; 

 Similar in facial and body features, such as facial hair, glasses, injuries, 
jewelry, amputations, deformities, etc.; 

 Similar in hair color and length; 

 Similar in height, weight and body size; 

 Similar in the clothing worn, such as type, style, color, etc. and 

  If possible, law enforcement officers should not be used in physical line-     
ups. 

 
                  Participants in a physical line-up from the jail will all wear the standard jail      

inmate uniform.  Each participant in the line-up, including the suspect will be 
assigned a number.  The suspect will however, be allowed to choose which 
number he / she desires. 

 
 9. Conducting the Physical Line-up 
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            All participants in the line-up will stand side-by-side, in numerical order.  Participants 
may be made to speak certain words, move or turn in certain ways, or try on articles 
of clothing during the line-up.  It is important to note that if any request of the 
participants is made, each participant, including the suspect must complete the 
request.  Participant #1 should first complete the request and through to the last 
participant who should end the request. 

 
            Participants can be required to make any reasonable display of physical 

characteristics if it does not unduly embarrass or harass them.  For example, display 
of a tattoo, scar, deformity, or other identifying feature recognizable to a witness. 

 
            The underlying idea is that the procedure must be FAIR and NEUTRAL.  There must 

be no suggestion to the witness / victim that a certain person is to be identified.  The 
procedure is intended to obtain identification of a suspect - nothing more. 

 
10. Legal Counsel Participation 

 
            The courts encourage legal counsel to be present during a physical line-up.  Any 

action on the part of law enforcement deputies might be interpreted as interfering with 
the suspect's expressed desire for assistance of counsel and may be judged as a 
violation of constitutional rights. 

 
            Counsel present at a physical line-up is there to observe.  Counsel is allowed to 

make suggestions during the process.  Counsel may not interview, question, object, 
or otherwise interfere with the physical line-up or the viewing by witnesses / victims.   

 
     11. Witness/Victim Participation 
 
            Witness / victim participation in a physical line-up should be carefully controlled by 

the investigator in charge.  Witnesses and victims must not be coached or led in 
selecting one individual over another. 

 
            a.   Witnesses / victims must be kept separated from each other and should not be 

able to overhear any conversation between other witnesses or investigators. 
 
            b.   Witnesses / victims must not be able to see the line-up participants, even briefly, 

prior to actual viewing of the line-up. 
 
            c.   Questioning of witnesses / victims must be done individually and privately. 
 

    d.   Each witness/victim should either complete a written report or sign a sworn 
statement detailing any positive or tentative identification made during the line-
up.  

 
            e.   Each witness / victim may request the line-up participants to speak certain 

words, move or turn in certain ways, or try on articles of clothing. 
 
            f.   Each witness / victim must be told: 
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 To examine each and every participant closely and carefully; 

 Do not feel obligated or compelled to select an individual from this group. 
The perpetrator may not be in this group. 

 That facial and body features and characteristics may change over a period 
of time. 

 
 
      12.  Identification 
 
             If a witness / victim identifies a suspect as the perpetrator, the witness / victim will 

then be required to state whether their identification is positive or tentative.   
     

13.  Photographs or Video Recordings of the Line-up 
 
             Photographs or video recordings will be taken of all physical line-ups. 
 
 14.  After Identification 
 
            Upon completion of the physical line-up, the investigating deputy will be responsible 

for preserving and maintaining documentation of the line-up for future court use, as 
the line-up itself is considered evidence. 

 
      15.  Presence of a Supervisor 
 
             A CIS supervisor will be present at all physical line-ups. 
 
     16. Juvenile Participation in a Physical Line-up 
 
            If a decision is made to conduct a physical line-up and a juvenile or juveniles will be 

used, permission must be granted by a Juvenile Court Judge before the line-up may 
be conducted.  If permission has been granted, a CIS detective must be present 
along with the juvenile's parent or guardian.  Permission must also be obtained from a 
Juvenile Court Judge prior to any video-taping or photographing of the line-up.  A 
juvenile will have the same rights of counsel at a physical line-up and all waivers 
obtained will be witnessed by a detective as well as the juvenile(s) parent or 
guardian. 

 
     17. Probable Cause 
 
            Any positive identification in a physical line-up will be considered probable cause.  

Any tentative identification must have additional information in order to establish 
probable cause. 
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PURPOSE: 

To provide guidelines for the collection, processing, maintenance, and sharing of suspicious incidents 
and criminal intelligence relating to individuals or organizations involved in criminal and homeland 
security activities that may present a threat to the community. 

POLICY: 

It is the policy of the Forsyth County Sheriff’s Office to collect and maintain intelligence information 
limited to individuals, organizations or members of organizations who appear to be involved in criminal 
conduct that could present a threat to the community. In addition, all employees of this agency share in 
the responsibility for collection, processing and sharing of suspicious incidents and criminal intelligence 
relating to criminal and homeland security activities. The collection/submission, access, storage, and 
dissemination of criminal intelligence information must respect the privacy and constitutional rights of 
individuals, groups, and organizations. 

DEFINITIONS: 

Intelligence Information: Information relating to specific crimes and criminal activities. Typical examples 
of areas of concern are organized crime, vice, illegal drug trafficking, terrorism, gangs, intelligence 
which may have an impact on the safety and well-being of the community and civil disorders. It is not 
information collected for political or other purposes unrelated to crime. 

Homeland Security: The agency’s local contribution to a concerted national effort to prevent terrorist 
attacks within the United States, reduce America’s vulnerability to terrorism, and minimize the damage 
and recover from attacks that do occur. It also refers to the agency’s role in responding to other 
hazards to the community resulting from adverse weather conditions, health emergencies or other 
unusual incidents. 
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Right to Know: Legality of disclosure/failure to disclose intelligence data.  Right to know exists only 
when (1) state or federal statutes mandate release to the person requesting such data, or (2) mandated 
by judicial action, specifically by subpoena. 

 

I. PROCEDURES: 
 

A. Operations and Administration  

 

1.  The functions of intelligence information collection, processing, and dissemination is the 
responsibility of the Criminal Intelligence Unit.  

a. During   the   course   of   a   day, any   employee   of   the agency may be exposed to 
information regarding criminal activities or terrorism threats within and outside of the 
jurisdiction. Such information may only be a small part of the bigger whole and may 
seem insignificant on its face. The information, however, should be recorded in an 
appropriate manner and forwarded to the Criminal Intelligence Unit. 

(1) Employees will receive periodic training on criminal intelligence process, their 
role in criminal intelligence and the sharing of information. 

b. Such information regarding immediate future or planned criminal activities should be 
reported to the Criminal Intelligence Unit as soon as possible. 

c. Employees are encouraged to use the field contacts module in the records    
management    system    or    submit    a miscellaneous report to document information 
and submit criminal intelligence information. Information may also be forwarded to the 
Criminal Intelligence Unit via the SO Intelligence email group. 

2.    Criminal intelligence information may be gathered by the Criminal Intelligence Unit and all 
personnel from their contacts with informants, concerned citizens, witnesses, offenders, social 
media, web sites and other sources. While criminal intelligence information may be obtained 
from criminal justice, non-criminal justice and individual sources, all information must be 
obtained in accordance with local, state and federal statutes. Intelligence information collected 
by agency employees shall be channeled through the Criminal Intelligence Unit before 
processing or disseminating to ensure information collected is limited to criminal conduct or 
relates to activities that present a potential threat to the community. 

a.   Information submitted will be analyzed for relationships with other intelligence data and 
when relationships are shown, the proper law enforcement officer/agency will be advised 
of the information. 

b.    Charts and graphs may be used to show flow and relationships when practicable. 
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c.    Once the criminal intelligence has been vetted, the information may be distributed to 
CID, Uniform Patrol or forwarded to proper law enforcement jurisdiction 

 

 

B. Type and Quality of Information  

1. Intelligence files may be established for persons, vehicles, organizations, and events.  Files 
should include all available information that pertains to criminal and/or homeland security 
activities. 

2. All information submitted to the intelligence files must be rated according to the source of the 
information and reliability of the information. This also includes information received via the 
confidential tip line for both email and voice recordings. Criminal Justices sources are the most 
verifiable and thus may be the most credible. Non-criminal justice sources are difficult to verify 
and may require additional research to confirm reliability. Information from Individual sources 
may be verified by past encounters or by obtaining corroborating information from more than 
one individual. 

3. Information retained in the criminal intelligence files, which include homeland security activities, 
shall be evaluated for source reliability and content validity.  

The following terms and guidelines are used: 

Source Reliability 

A. Reliable - The reliability of the source is unquestioned or has been well tested in the 
past. 

B. Usually Reliable - The reliability of the source can usually be relied upon as factual.  The 
majority of information provided in the past has proved to be reliable. 

C. Unreliable - The reliability of the source has been determined unreliable or sporadic in 
the past. 

D. Unknown - The reliability of the source cannot be judged.  The authenticity or 
trustworthiness has not yet been determined by either experience or investigation. 

Content Validity 

A. Confirmed - The information has been corroborated through sources and or verified by 
investigation. 

B.         Probable - The information is consistent with past accounts. 

C.         Doubtful - The information is inconsistent with past accounts. 



Standard Operating Procedure                                        Forsyth County Sheriff’s Office 

SOP 3-3.506 Criminal Intelligence   4 of 5 

 

D.         Cannot be judged, not evaluated. 

4. When relationships are seen among files, reports, etc. copies will be made and cross-reference 
to the related file. 

 

C. Dissemination and Utilization of Collected Intelligence  

1. Intelligence information collected by agency employees shall be regarded as sensitive and 
maintained as such. It should not be shared with members of the news media or other persons 
not associated with law enforcement unless approved by the Criminal Intelligence Analyst or 
designee. The collection/submission, access, storage, and dissemination of criminal intelligence 
information must respect the privacy and constitutional rights of individuals, groups, and 
organizations. 

2. Information shall be disseminated only to law enforcement officers on a need-to-know basis. 

a.         Inter-Agency Intelligence Exchange 

Pertinent information shall be disseminated to the appropriate operational units of the agency. 
This may be done verbally, by memorandum, intelligence bulletin and/or e-mail and any 
dissemination shall be documented as stated in this policy. Operational units are encouraged to 
provide feed-back to the intelligence component on the utility of information received. 

3. All disseminations shall be recorded by documenting at a minimum the following information: 

a. Name of law enforcement officer to whom dissemination was made. 

b. Data of dissemination. 

c. Purpose of dissemination. 

4. Equipment 

a.         Certain equipment is necessary to conduct intelligence operations. 

b. Necessary equipment should be readily available to those who are in need of such 
equipment. 

c. To prevent unauthorized use and loss of the surveillance and undercover equipment, the 
distribution and use of the equipment shall be approved by a Criminal Investigations 
Division. 

d.         All equipment shall be used within legal guidelines. 

e. It shall be the responsibility of officers using the equipment to attain an understanding of 
the operation of any equipment used. 
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D. Liaison with Other Agencies  

1. The   Criminal   Intelligence   Analyst   shall   be   primarily   responsible   for maintaining liaison 
with federal, state, and other local law enforcement agencies for the purpose of sharing 
intelligence. The Crime Analyst shall be the primary liaison with the Georgia Information Sharing 
and Analysis Center (GISAC). 

2. Membership in intelligence organizations shall be assigned as needed by the Criminal 
Intelligence Analyst or designated representatives of the agency. 

 

E. Maintenance and Security  

1. Intelligence information/records shall be in a secured computer network folder limited to 
authorized users by permissions of the system administrator.  If there is a need for paper 
intelligence files or information it will be maintained in locking file cabinets with access limited to 
the Criminal Intelligence Unit or Criminal Investigations Division. The Criminal Intelligence 
Analyst shall ensure that these procedures are in place to safeguard, secure and store criminal 
intelligence information. 

2. A review of the files should be conducted periodically so as to remain current. Information which 
is determined to be outdated, unreliable to the extent of providing nothing actionable, will be 
destroyed in such a manner so as to prevent its recollection and distribution by unauthorized 
persons.  

These   methods   could   include   permanent deleting of electronic files, purging, burning   
and/or shredding of paper files. All destruction of Intelligence files will be under the personal 
direction of the Criminal Intelligence Analyst. 

3. On an annual basis, a review of the procedures and processes associated with criminal   
intelligence   will   be   conducted   by   the   Criminal Intelligence Analyst or designee. 
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I  INFORMANT MANAGEMENT  
 
Detectives shall use and control the services of confidential informants in a productive and 
responsible manner. The use of informants must be carefully managed to avoid abuse of the 
law enforcement-informant relationship by either detectives or informants.  
 
Informants are not employees of the agency, but using an informant imposes a special 
responsibility on the agency.  Any detective working with an informant will carefully 
communicate what limitations are imposed on an informant.  For the Narcotics Taskforce to 
function effectively, the identity of the informant must be kept confidential and on a need-to-
know basis. 
 
A.  RESPONSIBILITIES 
 
The Narcotics Taskforce Commander is responsible for authorizing informant payments for 
all types of criminal information such as narcotics, robbery, homicide, thefts, terrorist or hate 
activities, or any other information of value relating to the law enforcement effort.  The 
Narcotics Unit supervisor will maintain all informant payment records and informant files.  
The Narcotics Unit supervisor is authorized to pay an informant up to $500.00. The Narcotics 
Unit Commander is authorized to pay an informant up to $1000.00. Any amounts greater 
than $1000.00 must be approved by the Law Enforcement Bureau Commander. 
 
The Narcotics Unit supervisor is responsible for guiding detectives in the use of informants.  
The controlling detective is responsible for the direct management of his or her informants.  
These responsibilities include: 
 
   1.   Instructing informants as to their limitations. 
 
   2. Ensuring, within legal and administrative requirements, the confidentiality of the 

informant's identity. 
 
   3. Determining when it may be appropriate to terminate the individual's informant status. 
 
B.  ACTION 
 

   1.   Evaluating Potential Informants 
 

  

PROCEDURE:  SOP 3-3.801 INFORMANT MANAGEMENT 
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Informants can be valuable in solving and preventing crime and are a necessary 
part of law enforcement.  Detectives must keep in mind that informants, unlike 
citizens who simply report crime to law enforcement, are often motivated by some 
self-serving interest.    It is not uncommon for some informants to claim that they 
"work for" an agency, intentionally giving the false impression that they are an 
employee.    Detectives must be alert for any attempts by an informant to control or 
manipulate them by:  

 
a. Interviewing the individual to determine the motive for assistance.   
 
b. Ascertaining that the individual has been an informant for another detective or 

agency.  The informant's participation must be completely voluntary. 
 
c.   Performing a criminal history record check.  If there is a history, obtain a copy 

and include it in their file.   
 

1) If the informant has criminal cases pending, the prosecutor having jurisdiction 
over those cases must be notified that the individual is seeking informant 
status with the agency.  This must be done prior to any informant being used 
for any directed activity, such as a narcotics buy. 

 
2) Any individual on parole or probation must receive approval from their 

current probation or parole officer before they may be used as a confidential 
informant. If parole or probation requires that the sentencing judge approve 
such a request, then it is the duty of the narcotics officer to contact the court 
and provide to the sentencing judge and probation/parole, in a written letter, 
why the officer desires to use this individual as a confidential informant.  If 
the individual is approved by their probation/parole officer and/or the 
sentencing judge, all agency procedures related to the use of confidential 
informants shall apply in addition to those required by probation, parole, or 
the sentencing judge. 

 
d. Check with other deputies and law enforcement agencies who may know the 

subject to determine credibility.  Try to determine whether the person is giving 
them the same information. This will have a bearing on both credibility and any 
consideration for payment.  Document on Confidential Informant (CI) Form any 
assistance to another agency. 

 
2.  Do not use the following individuals except in extraordinary circumstances and with 

the approval of the Narcotics Taskforce Commander. 
 

a.   Any individual previously shown to be unreliable. 
 
b. Any individual under the age of 17.  Before such an informant can be used, 

approval of the parent or guardian must be obtained.  The parent or guardian 
must sign the Confidential Informant Conduct Agreement Form.  The parent or 
guardian must also sign the Waiver of Liability Form.  These forms will be 
signed off by the Narcotics Taskforce detective and Narcotics Taskforce 
supervisor before continuing with the case investigation. 
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c. Any individual who is a defendant in any pending state or federal prosecution 
without the approval of the responsible agency. This approval will be noted on 
the CI form. 

 
d. Any individual who is deemed inappropriate by the Narcotics Taskforce 

Commander. 
  
C.  ADMINISTRATION 
 

   1.   Establishing an Informant 
 

A detective seeking to establish an individual as an informant will submit the following 
information to the Narcotics Taskforce supervisor on a CI Form: 

  

 the individual's true name, aliases, address, telephone number, social security 
number, date of birth, race, sex, weight, height, hair color, eye color, real and 
alias signature, fingerprint card, photograph and criminal history. 

 

 any additional information which would affect how the individual would be used 
as an informant, such as occupation, income, associates, personal 
idiosyncrasies, attitude toward law enforcement and places frequented. 

 
   2.   Approval 

 
         The Narcotics Taskforce supervisor will approve or disapprove the source as an 

informant.  If approved, the Narcotics Taskforce supervisor will issue an identifying 
number to be used by all detectives in referring to the informant in any reports, court 
testimony, financial statements, receipts, correspondence, or any other written 
reference.   

 
         The number will be constructed using the following format: CI-YY- MM-NN  
 

a. "CI" stands for "Confidential Informant". 

 
b. "YY" is the last two digits of the calendar year. 

 
c. “MM” is the two digits of the calendar month. 

 
d. "NN" is a two-digit sequential number. 

 
EXAMPLE:   The first informant approved for the month of January for the year 2014 

will be CI-14-01-01. 
 

The Narcotics Taskforce supervisor will check requests against a list of current and 
past informants prior to issuing new CI numbers.  If a record of the subject is located 
indicating that the individual is currently, or was previously an informant, the Narcotics 
Unit supervisor will determine whether or not to use the subject.  If the individual was 
deactivated for cause, the Narcotics Taskforce Commander and the Law Enforcement 
Bureau Commander will confer and must agree that it is in the best interest of the 
agency to reactivate the informant. 
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         Once the informant is assigned a number, the informant will retain that number as long 
as he or she is used by any controlling detective of the agency.  A reactivated informant 
will use the same CI number previously held unless consideration of confidentiality 
indicates a new number is needed. 

 
Each approved informant must sign the Confidential Informant Conduct Agreement 
using his or her real name signature, witnessed by the controlling detective.  Each 
payment to an informant will be recorded on the Voucher for Payment Form. 

 
         All contact with informants which provide substantial information or require action by 

law enforcement must be documented within 24 hours. 
 
         A photograph MUST be attached to the profile sheet. 
 
         A copy of all investigative summaries that contain the CI number MUST be a part              

of the file. 
 
         Deputies assigned to the Uniform Patrol Section will not use paid informants.    

D.  RECORDS 
 
   1. Informant Files 
 

Documentation concerning informants will be kept by the Narcotics Unit Supervisor 
under lock and key in the Narcotics Unit location with limited access, based on a need-
to-know.    

  
          The original of the Confidential Informant Profile Form and other documents are kept in 

a folder which will be kept strictly confidential.  This folder will not be removed from the 
office unless so ordered by the Narcotics Unit Supervisor, with access to this folder 
limited to Narcotics Unit personnel.  Any other person, including deputies of equal or 
higher rank, must have a right and need to know in order to have access to the file. 
This folder will serve to document the performance of the informant to establish legal 
reliability. 

 
          This folder is updated when necessary and serves mainly to record the issuance of the 

informant's number and pertinent information. 
  
E.  CONFIDENTIALITY OF INFORMANT IDENTITY 
 
The identity of all informants will be treated as confidential and no disclosure of any 
informant's identity will be made if at all possible. 
 
Informants may be classified as "Sources" or "Confidential Informants".  "Sources" usually 
provide investigative leads, but do not actively participate in investigations.  Detectives can 
usually assure "Sources" of anonymity. 
 
"Confidential Informants" who actually play an active role in investigations; i.e.; present at 
drug sales, etc., will not be promised anonymity, as the court may rule in an in-camera 
hearing that their identity must be revealed and they must testify if called by the defense.  
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F.  MANAGING INFORMANTS 
 
Informants are not employees of the agency, but using an informant imposes a special 
responsibility on the agency. Unsupervised or careless use of informants is 
counterproductive and creates problems for both the detectives who use them and the 
agency.    
 
Detectives receiving information from informants will never take enforcement action based 
solely on the word of an informant unless the informant has been proven reliable.  Informant 
information is only a part of the probable cause needed to initiate enforcement action. 
Detectives will substantiate informant information and obtain additional information from 
other sources sufficient to meet the requirements of probable cause.  Detectives will always 
attempt to determine the informant's motive for providing the information and be cautious not 
to make any promises to the informant. 
 
No detective will meet with an informant / defendant of the opposite sex without another 
detective present as a witness.  Any initial meeting with an informant / defendant will be 
made by two detectives. 
 
Detectives can meet informants / defendants alone after the initial meeting only when a 
surveillance deputy is informed of the meeting and is nearby.  If it is with an informant of the 
opposite sex, two detectives must be present at all times. 
 
Surveillance team members will be advised of: 
 

 The informant's physical description (provide a photograph) and any possible 
vehicles that are operated by the informant / defendant. 

 Any other known associates who may accompany the informant / defendant. 

 Meeting location and time. 

 Expected length of the meeting. 
 
Under no circumstances will a detective ask an informant to engage in any illegal conduct.  
Detectives will ensure that informants understand that any criminal behavior on their part will 
not be condoned or protected.  Detectives will ensure that the conduct of informants does not 
in any manner encourage the commission of a crime.  This is especially important where the 
informant is involved in active law enforcement-directed conduct such as a narcotics buy.  
Detectives will explain the provisions of the Georgia law regarding entrapment (OCGA 16-3-
25) to their informants.  Any encouragement of criminal activity can have serious 
consequences for the detective or agency, can raise the defense of entrapment and may 
nullify the entire case. 
 
Information of other criminal activity received by a Narcotics Taskforce detective will be 
passed on to the Narcotics Taskforce Commander for evaluation and further investigation. 
 
If an informant asks to be paid for information, the detective will arrange for an introduction 
between the informant and a detective with the responsibility of investigating the type of 
information being provided. If the informant refuses the introduction, the detective may seek 
to arrange for information payment as provided in subsection H of this directive.    
 
G.  INFORMANT BUYS 
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An informant may be able to make a buy from an individual that the undercover detective   
cannot.  Before the informant is used, thoroughly brief him/her as to what conduct is 
expected, including: 
 

1. The informant should not sell or deliver any controlled substance to anyone, except 
as directed by law enforcement. 

 
2. The informant should not sell or deliver drugs to anyone and then set up a buy of the 

same drugs by an undercover detective. 
 
3. The informant should never use sexual activity to induce an individual to sell or 

deliver drugs to an undercover detective. 
 
4.   The informant will not search any person, suspect, house, car, papers, or personal 

property. 
 
5. The informant must not become involved in activities that would constitute 

entrapment. 
 
6. The informant should not participate in acts of violence. 
  
7. Making it clear that there is a good chance that the informant may or will have to 

testify in court.  If possible; 
 
a. Have the informant telephone the suspect to arrange the buy while the call is 

monitored and recorded.   
 
b. The buy should take place with continued surveillance of the informant. 

 
Thoroughly brief all participating detectives and make sure they can recognize the informant. 
If cover personnel do not know the informant, photographs will be provided to each team 
member.  This applies to photographs of the prospective dealer as well, if available. 
  
Before sending the informant to make the buy, completely search them, along with their 
vehicle and then keep them under surveillance.  This precaution is very important, especially 
if the informant has to appear as a witness in court. 
 

1.  Give the informant marked or recorded money to make the buy. 
 
2.  After the buy, pick up the informant and secure the evidence.  Completely search the 

informant and their vehicle again to make sure that he / she does not keep any of the 
drugs. 

 
3. Obtain a statement from the informant, giving all details of what took place while the 

buy was being made.  Be sure the statement includes: 
 

 The location of drugs purchased; 

 The location and names, if possible, of others present; 

 The conversation between the dealer and any others present; 
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 The conversation between informant and the dealer; 

 Any visual presence of weapons; and 

 Any visual presence of dogs or other dangerous animals. 
 
H. PAYMENTS TO INFORMANTS 
 
Informant payments will be made from the Special Investigative Fund with the advance 
approval of the Narcotics Taskforce Commander.  The Narcotics Taskforce Commander will 
establish criteria for the payment of informants and has the responsibility of determining the 
circumstances under which payments are authorized and the amounts of payments. 
Amounts in excess of $1000.00 must be approved by the Law Enforcement Bureau 
Commander. 
 
No specific amount of payment in excess of $1000.00 will be discussed with the informant by 
any detective prior to a meeting between the Narcotics Taskforce Supervisor and Taskforce 
Commander. 
 
Upon payment, the informant will sign the Voucher for Payment Form and two deputies will 
witness the signature. The informant must sign the receipt for compensation, and his or her 
identifying number must be on the receipt.  This record will be kept at the Narcotics 
Taskforce office for fiscal management. The informant will be told that it is their responsibility 
to claim the income on their taxes and the detective will document on the Payment Voucher 
of said advisement.   
 
Each payment to an informant will be recorded on the Informant Payment Form Record.  An 
audit of informant payment records may be made by the Sheriff’s designee.    
 
I.  DEACTIVATION OF INFORMANTS 
 
If an informant violates the provisions of the Confidential Informant Conduct Agreement, his 
or her informant status may be terminated.  A report citing the violations or other reason for 
termination will be placed in the informant's folder.  Any consideration of retention must be 
approved by the Law Enforcement Bureau Commander. An audit of the Confidential 
Informant files will be conducted by the Narcotics Taskforce Supervisor every two (2) years. 
Any Confidential Informant that has become dormant with no contact for the past year or has 
violated the Confidential Informant Agreement will be marked “Deactivated” and will 
maintained in the same manner as the “Active” Confidential Informant files.  
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>A8B?:tFuMGH:YI=BAv:IsB<HGBJw:M>HIM:s>LB?<@B<AIM:IsB<HGBJ:I<K:>A8B?:IsB<HGBJ:qGA8G<:A8B:
E?G@G<IM:xFJAGHB:YvJAB@9::yFMM:H>>NB?IAG><:GJ:BzNBHABK:uv:IMM:@B@uB?J:>=:A8GJ:IsB<Hv9:
:
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PURPOSE: To establish guidelines whereby FCSO undercover operations targeting vice, drugs, organized 

crime and other types of criminal activity are conducted in a manner which maximizes Officer safety while 

achieving investigative objectives. These guidelines will be followed in all instances where FCSO personnel 

are working in an undercover capacity. 

 

Definition:  

Cover Team – Two or more deputies designated to monitor the activity of the undercover deputy through 

visual and/or audio means while fully prepared to perform an overt law enforcement action or rescue.  

Cover support – Investigative support exclusively dedicated to monitor the undercover activity in such a 

manner as to be immediately available to respond to any situations affecting deputy safety or the security 

of the operation.  

Descriptive Clothing – Clothing or attire that is properly marked with the FCSO badge and other markings 

that identify the wearer as a Forsyth County Deputy Sheriff and a law enforcement officer. Examples of 

descriptive clothing are raid jackets or marked FCSO body armor carrier (with markings displayed). 

 

I.  GENERAL  

A.  When working in an undercover capacity, FCSO Deputies will be covered at all times by FCSO Deputies 

or other law enforcement officers approved by the work unit supervisor. 

 

II. COVER GUIDELINES  

A. Visual Surveillance  

1. Visual surveillance of undercover activity is preferred and should be employed by covering personnel 

whenever possible.  
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2. The possibility of counter surveillance, location, terrain, and other factors may make visual surveillance 

impractical, impossible, or hinder the operation to the point of endangering the undercover deputy. In such 

instances, the cover team, will, at a minimum, be positioned to monitor radio communications from the 

undercover deputy in the event immediate assistance or intervention becomes necessary. 

 

B. Body Transmitter  

Undercover deputies will utilize a wireless transmitter while working in an undercover capacity unless 

specifically exempted by a FCSO supervisor who has direct involvement in the operation. 

 

C. Backup Communications  

1. A backup or alternative communications system will be devised for use in all undercover operations. This 

backup system will be utilized in the event of electronic failure or if supervisory approval has been obtained 

for not having transmitter in their possession due to the possibility of electronic countermeasures or other 

documentable reasons. 

2. The system must afford the undercover deputy a means to notify or alert the cover team should 

assistance or intervention be immediately needed.  

3. The system may consist of visual signals, prearranged time frames for re-contact, or other agreed upon 

nonverbal signaling. Backup communications should be developed considering factors such as the target’s 

prior criminal history, location of the undercover contact, and other relevant factors.  

4. All participating personnel are to be thoroughly briefed on the agreed upon backup communications 

system prior to the commencement of the undercover operation. 

 

III. SUPERVISOR RESPONSIBILITIES  

A. The supervisor responsible for the investigation will ensure that proper planning, the appropriate degree 

of cover, including as an adequate number of cover team members for the operation and an adequate 

backup communications system have been incorporated into the undercover operation.  

B. The supervisor must specifically approve all non FCSO cover team members participating in the absence 

of FCSO deputies. The supervisor must be satisfied as to the competence, diligence, and ability of the law 

enforcement officers performing the cover team function. The non-FCSO personnel must be briefed 

regarding the relevant requirements of this policy. 

C. The supervisor will ensure that any questions concerning legal issues relating to planned undercover 

operations are addressed to the appropriate state or federal prosecutor.  

D. The supervisor will coordinate requests for required assistance from other state, local or federal law 

enforcement agencies. 
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IV. CASE DEPUTY RESPONSIBILITIES  

A. The case deputy for an investigation that employs undercover deputy resources is accountable for the 

fulfillment of the same operational and administrative requirements as in any other case assignment.  

B. The case deputy will assume responsibility for the direction of the investigation and take appropriate 

action to:  

1. Designate a cover team leader and clearly identify the duties and responsibilities to be carried out by that 

individual. In many instances, the case deputy may also function as the cover team leader.  

2. Ensure that operational briefings are conducted as often as necessary and in sufficient detail so that all 

participants understand their duties and responsibilities and limitations as well as the specific objectives of 

the investigative action at hand. Participants are to be afforded the most current information available 

relevant to the suspect, including photographs, where practicable, as well as the results of all intelligence 

and criminal history checks, proposed meeting location, potential problems, time and location checkpoints, 

the primary and backup communications systems to be utilized, and other pertinent information. Primary 

and backup communications systems should be tested. Dependent upon time constraints and availability, 

maps, photographs, or videos depicting the target area(s) should be furnished to the cover team. 

3. Ensure that all necessary surveillance and support equipment is available and functioning properly. 

Personnel who are unfamiliar with the operating procedures for the equipment should be provided 

adequate instruction in the proper use of the equipment. Ideally, only personnel with previous training 

should be assigned primary operational responsibility for complex, sensitive technical/electronic 

equipment.  

4. Ensure that all confidential sources to be used are properly documented. Their participation should be 

clearly noted in follow-up correspondence to prosecutors at the conclusion of each investigation for which 

they have participated.  

5. Ensure that undercover deputies have obtained necessary buy funds and/or flash rolls in accordance with 

policy and directives. 

6. Make timely notification to the supervisor regarding the status of undercover operatives and the 

outcome of the investigative actions.  

7. Ensure compliance with provisions of related directives such as the handling of physical evidence, usage 

of buy funds, flash roll procedures, timely submission of reports, and any other applicable directives or 

supervisory guidelines.  

8. Ensure positive identification of suspects is achieved prior to arrest. Timely, appropriate follow-up 

investigative action is to be taken to assist undercover deputies in that regard.  

a. Prior to making application for the issuance of an arrest warrant or indictment, the case deputy is 

to have exhausted all reasonable means to ensure the positive identification of the named subject. 

Identification efforts include obtaining photographs for defendant identification, criminal histories, 

addresses, places of employment, vehicles, and other pertinent information. 
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b. Once a suspect has been detained, the case deputy should immediately arrange for the 

undercover deputy to verify that the detainee is the subject to be charged. The method used to 

attempt identification should be selected in accordance with applicable statutes, case law, and the 

preference of the responsible prosecutor. 

c. If the undercover deputy is immediately available, and a positive identification is made, a 

photograph should be made to depict the deputy and the defendant together provided a face-to-

face encounter would not jeopardize an ongoing investigation. Appropriate documentation should 

then be posted in the relevant case file to verify the identification. 

d. If an arrest is made outside the presence of the undercover deputy, immediate internet 

transmission of an arrest photograph can be used for positive identification. If such method is used, 

the transmitted photograph and proper documentation to support the identification will be posted 

in the relevant case file. 

e. In those instances where criminal charges arise from a FCSO undercover investigation, no 

prosecution is to be initiated until a positive identification of the suspect has been made by an 

undercover deputy who directly participated in, or who witnessed the transaction that formed the 

basis of the criminal charge. 

f. In those FCSO investigations that rely upon evidence obtained by, thru, or with the assistance of 

an informant, or other cooperating operative, it is the responsibility of the case deputy to ensure 

that a positive identification is made of any suspect prior to the initiation of a criminal prosecution. 

9. Ensure that any issued arrest warrant that cannot be served in a reasonable period of time is 

entered into the GCIC/NCIC computerized wanted files.  

a. Special notice is to be posted with any warrant that the case deputy is to be immediately notified 

upon the arrest of the named party.  

b. A similar notice is to be attached to the original arrest warrant and any copies that may be left 

with another work unit or other agency for service. 

 

V. COVER TEAM LEADER RESPONSIBILITY  

A. The role of the designated cover team leader is to provide immediate response or intervention to assist 

the undercover deputy as the situation may dictate. This includes the request for medical assistance should 

it be required.  

B. The cover team leader is responsible for:  

1. Coordinating any cover support activity with the undercover deputy so that all participants are 

familiar with any predetermined plan of action.  

2. Recording and having available a complete description of the undercover deputy, the deputy’s 

vehicle, and that of any cooperating party should adverse action necessitate an emergency 

dissemination of such information.  
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3. Ensuring that the undercover deputy is not followed by any suspect as the deputy departs from 

the target area after meetings or transactions. 

4. Relaying the circumstances regarding any changes in the pre-planned course of investigative 

action to the case deputy and all participants. The case deputy will notify the unit supervisor as 

circumstances warrant. 

5. Ensuring that each cover team member has immediate access to descriptive clothing and 

protective armor that readily identifies the cover team members as law enforcement should the 

cover team need to provide immediate response or intervention to assist the undercover deputy. 

Cover team members will be properly attired in descriptive clothing prior to initiating an arrest or 

initiating any type of overt contact with a suspect.  

 

VI. UNDERCOVER DEPUTY RESPONSIBILITY  

A. Deputies who are assigned to participate in an investigative action that requires them to work in an 

undercover capacity will act in a responsible, reasonable and safe manner. Unless specifically exempted by 

the unit supervisor, undercover deputies shall be armed with or have readily accessible an issued or 

approved firearm.  

B. Undercover deputies are to adhere to a pre-planned course of investigative action which has been 

approved by the unit supervisor and case deputy.  

1. The only exception shall be when unexpected circumstances arise that jeopardize safety. In such 

an instance, deputies are to take appropriate action to regain control and render the situation 

secure or withdraw from the area if this is not possible.  

2. Immediate notification of any deviation from the pre-planned course of investigative action 

should be made to the cover team leader. 

C. In as timely a manner as possible, undercover deputy should advise of their initial contact with the 

suspect(s) and relay physical descriptions of suspects, suspect vehicle(s) and other pertinent information to 

deputies who are covering or supporting the undercover action to enable them to assist in acquiring 

additional descriptive information, taking necessary enforcement actions or making preliminary 

identifications. 

D. Absent exigent circumstances, the undercover deputy will not initiate an arrest while in an undercover 

capacity.  

E. Upon safely withdrawing from an undercover situation, the undercover deputy should immediately make 

contact with the cover team leader to report his/her status and to arrange for whatever follow-up action 

may be appropriate or necessary.  

F. As soon as practical following any undercover investigative action, deputies should prepare detailed 

notes to document a complete description of the persons met or observed, where such took place, and 

specifics as to the events that occurred or action taken.  



STANDARD OPERATING PROCEDURE                                                                  Forsyth County Sheriff’s Office 

SOP 3-3.803 Undercover Operations   6 of 7 

 

G. Deputies acting in an undercover capacity are to preserve and maintain proper custody of physical 

evidence that may come under their control until it can be released to the case deputy, appropriate 

evidence storage facility. 

H. If an undercover deputy is placed in a position where alcohol consumption is necessary in the line of 

duty, the deputy is expected to consume the least amount possible in support of the operation and at all 

times maintain his/her sobriety to the extent he/she can efficiently and effectively perform all assigned 

duties. The deputy's degree of sobriety is also expected to remain at a level so as to ensure the deputy does 

not violate the laws of the State of Georgia. 

I. If an undercover deputy is participating in an investigation involving prostitution or masturbation for hire 

or any other sexually related crime, at no time will he/she engage in any act of sexual contact.    

 

VII. USE OF AUDIO OR VIDEO RECORDING DEVICES IN AN UNDERCOVER CAPACITY  

A. Audio and video recordings are potentially very significant evidence in the prosecution of crimes 

investigated using undercover techniques and an emphasis should be placed on utilizing them 

whenever possible. When an audio or video recording is obtained, the recording media must be 

secured by the undercover deputy until relinquished to the case deputy.  

B. Electronic media will be secured and stored in accordance with FCSO evidence policy. 

C. Access to the recording media will be limited to the undercover deputy, case deputy and the 

appropriate supervisors. The recording media will be secured until relinquished to the prosecutor or 

the case is otherwise disposed of by the court. Guidelines for the use of video recordings which are 

made in private residences in pursuit of state prosecution must be established with local prosecutors. 

The uses of video recordings in pursuit of federal prosecution are acceptable under current federal 

guidelines. 

D. The use of certain technical and disguised equipment by confidential informants is strongly discouraged 

as it poses issues of officer safety. 

 
 
VIII SURVEILLANCE AND UNDERCOVER EQUIPMENT 
 

The agency has access to many pieces of equipment to ensure the safety of its law enforcement 
personnel.  One of these is the body wire, or body mike.  It is designed to allow back-up detectives to 
monitor a law enforcement operative to ensure his / her safety, and its use is permitted upon approval 
from the Narcotics Unit Lieutenant or supervisor.   
 
Members of the Sheriff’s Office will not, under any circumstances, use a body wire for unauthorized 
verbal interceptions.  State and federal law prohibits such use and violators can be prosecuted.  Having 
knowledge of this activity and not reporting it will lead to prosecution as well as agency discipline. 
 
The appropriate checkout forms / logs will be used when checking out surveillance equipment. 
 

1. Body Wire   
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The body wire can be used as a prosecution tool when one person involved in the conversation 
has knowledge his or her conversation is being intercepted and permission was given beforehand    

 
2. Inventory Control for Investigative Tools 

 
In addition to the procedure for the body wire and   recordings, any other investigative tools will 
be issued to the Narcotics Task Force personnel and used solely by Narcotics Task Force 
personnel unless approved by the Narcotics Task Force Commander, Lieutenant or supervisor.  
The use of this equipment will be supervised by a member of the Narcotics Task Force.  When 
returned, the equipment will be inspected to determine its condition and ensure its operational 
readiness for future use.  Such equipment must be properly stored and maintained.  All 
intelligence equipment will be inspected by the Narcotics Task Force Lieutenant or supervisor on 
a monthly basis to ensure its operational readiness.  
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I FUND MANAGEMENT 
 
The Narcotics Unit Lieutenant will, on a quarterly basis, present an expenditure report to the 
CIS Commander for review. 
 
Monthly, and as scheduled by the Narcotics Unit Lieutenant, personnel assigned to the 
Narcotics Unit are required to "zero out".  This zeroing out is the accounting of all monies 
advanced to him/her. 
 
Personnel must show cash, travel vouchers, and/or Purchase Evidence / Purchase 
Information (PEPI) Form to equal the exact total that they have been advanced. 
 
Prior to requesting additional PEPI funds, the Narcotics Unit Lieutenant will forward to the 
CIS Commander a copy of expenditures from existing funds. 
 
A. ACCOUNTING OF FUNDS 
  
At the end of each year, the fund will be audited by the Sheriff’s Office Finance Unit.  The 
Narcotics Unit Lieutenant will be responsible for the disbursement of funds from the 
confidential fund account.  Payments in excess of $1000.00 will be approved by the CIS 
Commander.   
 
The Narcotics Unit Lieutenant will maintain documentation of all expenses of Forsyth County 
Sheriff’s Office funds.  At the time of submission of request for additional funds, the Narcotics 
Unit Lieutenant will forward a copy of this documentation to the CIS Commander.   
 
B. PROCEDURES FOR HANDLING CURRENCY 
 
The following procedures will be used whenever a sworn member of the Criminal 
Investigation Section seizes or assumes possession of currency: 

 
1. Counting: 

 
All currency coming into custody will be counted immediately in the presence of 
another law enforcement deputy. 
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When an extraordinary amount of currency makes an immediate count impractical, 
the count may be held in abeyance as follows: 

 
a. The currency will be secured in a sealed container; and 
 
b. Will be dropped into an evidence locker to be placed in their safe until the count is 

affected.   
 

Unless extraordinary circumstances exist, all currency will be hand-counted and 
verified by either an automated or second-hand count.  If an automated counter is 
used, the currency will be counted two (2) times and any discrepancy resolved by 
hand counting. 
 
The Narcotics Unit Lieutenant will be notified when an investigator assumes 
possession of currency in excess of $1000.00.  In the event that possession of 
$5000.00 or more is made, the on call evidence personnel will be called in to secure 
these funds in their safe.  The Narcotics Unit Lieutenant will in turn notify the CIS 
Commander in a timely manner should either of these events occur. 
 

2. Documentation and Verification 
 

All currency will be documented on a Receipt for Property Form in accordance with 
the provisions of agency procedure.   
 

3. Security 
 

All currency must be sealed and maintained in a tamper-proof deposit / evidence bag. 
The case number and the signature of the deputy will be written on the face of the 
bag at the time it is sealed. The property receipt will be securely attached to the 
outside of the bag. 
 
If a bag is opened for any reason, the currency will be immediately counted in the 
presence of the deputy who sealed it or a unit supervisor.  An investigative summary 
will be prepared to document the actions taken. 
 
All currency will be stored in strict accordance with agency policy regarding the 
Evidence / Property Room.  No seized currency will be stored for any reason at the 
Narcotic office without prior approval of the CIS Commander.    

 
Anytime a discrepancy in a recorded currency amount is detected, the Narcotics Unit 
Lieutenant will immediately report this to the CIS Commander.  
 

C. PURCHASE EVIDENCE / PURCHASE INFORMATION (PEPI) FUNDS 
 
PEPI funds may only be used for the following purpose: 
 

1. Purchase of evidence or contraband; 
 
2. Payment to informants; or 
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3. Miscellaneous expenses; expenses incurred by deputy(s) during the course of an 

investigation and concerning only that investigation. Miscellaneous expenses are 
defined as those expenses which a detective would not ordinarily incur except for an 
investigative action. For example, the purchase of official written documents 
necessary to the investigation, cover charges, and meals for informants, etc. 

 
D. FLASH ROLL PROCEDURES 
 
The following procedures will be used for flash rolls: 
 

1. The Narcotics Unit Lieutenant and/or supervisor must be present for this investigative 
action. 

 
2. Approval must be received by the CIS Commander prior to an investigative action. 
 
3. The Narcotics Unit Lieutenant and/or supervisor is responsible for the security of the 

flash roll. 
 
4. Flash rolls will not be spent. 
 
5. Flash roll denominations will not be changed. 

 
6. At the conclusion of using a flash roll, it will be returned to the Sheriff’s Office Finance 

Unit to be deposited back into the account from which it was withdrawn and a verbal 
report will be made immediately to the CIS Commander.    

  
E. EQUITABLE SHARING OF SEIZED AND FORFEITED PROPERTY WITH FEDERAL 

AGENCIES 
 
Federal laws now permit the sharing of forfeited property by federal agencies with state and 
local law enforcement agencies who have participated in drug investigations. 
 
When a member deputy of CIS participates in a seizure of tangible property or cash in which 
a federal asset share is requested, the detective shall immediately forward a DAG-71 
Federal Form to the Condemnation Coordinator for processing.    
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l89kaFZ?9A@[_Z=Ỳ9>=<<xZ=Ỳ9>7E@A7bZ=Y9@=?97FVYbZ=Y9Fa<E9<aZ?<=7<9
y89kaFZ?9AFV7bZ=Y9cFVE9;@7<̀9=F><9@=?9WFVAb9̂ b<=97F[[<7AZ=Y9@=?9D@7_@YZ=Y9
<aZ?<=7<9

z89kZE{?Ec9<aZ?<=7<9AbFEFVYb[c9X<;FE<9D@7_@YZ=Y9



�����������	���
�������	��	������������������������������������������������������������������������������������������������ �

!"#$%&%'(())$#*+,-*./$0++1� � � 2�34�56�

�

789:;<=>9>?@A>B=>9@B9B>C9D<D>E9F<GH9IE9>B?>;ID>HJ9AI9BIK9LH>9D;<HK@=9F<GH9IE9
HK<D;>H9

9
MI;;>=K@IB9IN9OPQ9R<SD;>H9

9
T89OI=LS>BK9KU>9HK<@B9C@KU9I?>E<;;V9S>A@LSV9<BA9=;IH>9LD9DUIKIGE<DUH9C@KU9<9

H=<;>8999
9
W89XK9@H9E>=ISS>BA>A9KI9=ISD;>K>9<9A@<GE<S9IN9KU>9;I=<K@IB9IN9KU>9HK<@BH899
9
Y89ZU>9KCI[HC<F9S>KUIA9C@;;9F>9LH>A9CU>B9=I;;>=K@BG9LB\BICB9OPQ9H<SD;>H899

ZU>9ME@S>9R=>B>9]B@K9HUIL;A9F>9=IBK<=K>A9@N9O>DLK@>H9<E>9LBN<S@;@<E9C@KU9KU@H9
DEI=>ALE>89QB9<A>̂L<K>9=IBKEI;9H<SD;>9HUIL;A9<;C<_H9F>9=I;;>=K>A9NEIS9<BA9
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�>=?:CBI:M?BI<K@:<>F:SIBA@MM=>K:MD<NN:=>ANlF@:<:R�RR:J=?:>lHr@I:N<r@N:o=?D:<NN:=>CBIH<?=B>:
I@�l@M?@F:<NB>K:o=?D:<>:<K@>AT:A<M@:>lHr@IL:F<?@:<>F:?=H@:BC:ABNN@A?=B>:<>F:?D@:><H@:BC:
@<AD:S@IMB>O:ABNN@A?=>K:<>F:M@<N=>K:?D@:J=?9::

���wv{x�~��v�{{�~�tv��tv{wu~��v�xv���x�x�v�{v�zx�uztx��vuzv�~�zx�uztx���v�>:A<M@M:oD@I@:?D@:
E=A?=H:AB>M@>?M:?B:<:M@kl<N:<MM<lN?:@k<H:rl?:ADBBM@M:>B?:?B:I@SBI?:?D@:M@kl<N:<MM<lN?:?B:N<o:
@>CBIA@H@>?L:?D@:M@kl<N:<MM<lN?:J=?:MD<NN:r@:<AA@S?@F:<M:=C:?D@:<MM<lN?:D<F:r@@>:I@SBI?@F9::

j@kl<N:<MM<lN?:J=?M:MD<NN:r@:?I<>MSBI?@F:?B:?D@:���:RI=H@:�<r:o=?D=>:��:F<TM:BC:ABNN@A?=B>:=>:
ABHSN=<>A@:o=?D:�9R9�9m9:�8����9:

�9:pI@M@IE<?=B>:BC:pDTM=A<N:�E=F@>A@:
:
mNN:SDTM=A<N:@E=F@>A@:ABNN@A?@F:<M:<:I@MlN?:BC:<>:<NN@K@F:M@kl<N:<MM<lN?:?D<?:AB>?<=>M:
r=BNBK=A<N:H<?@I=<NL:=>ANlF=>K:rl?:>B?:N=H=?@F:?B:M?<=>ML:CNl=FM:BI:D<=I:M<HSN@M:?D<?:I@N<?@:?B:?D@:
=F@>?=?T:BC:?D@:S@IS@?I<?BI:BC:<>:<NN@K@F:M@kl<N:<MM<lN?:MD<NN:r@:H<=>?<=>@F:rT:?D@:pIBS@I?T:
<>F:�E=F@>A@:�>=?:CBI:sD=I?T:G��O:T@<IM:CIBH:?D@:F<?@:BC:<II@M?:BI:M@E@>:T@<IM:CIBH:
ABHSN@?=B>:BC:M@>?@>A@L:oD=AD@E@I:BAAlIM:N<M?:<>F:=C:>B:<II@M?ML:?D@>:CBI:�=C?T:G8�O:T@<IM9:
:
�C:?D@:E=A?=H:ADBBM@M:>B?:?B:I@SBI?:?D@:<NN@K@F:M@kl<N:<MM<lN?:?B:N<o:@>CBIA@H@>?:<?:?D@:?=H@:
BC:@E=F@>A@:ABNN@A?=B>L:?D@:pIBS@I?T:<>F:�E=F@>A@:�>=?:MD<NN:H<=>?<=>:<>T:SDTM=A<N:@E=F@>A@:
ABNN@A?@F:<M:<:I@MlN?:BC:MlAD:<NN@K@F:M@kl<N:<MM<lN?:?D<?:AB>?<=>M:r=BNBK=A<N:H<?@I=<NL:
=>ANlF=>K:rl?:>B?:N=H=?@F:?B:M?<=>ML:CNl=FM:BI:D<=I:M<HSN@M:?D<?:I@N<?@:?B:?D@:=F@>?=?T:BC:?D@:
S@IS@?I<?BI:BC:?D@:<NN@K@F:M@kl<N:<MM<lN?:CBI:>B?:N@MM:?D<>:so@NE@:G��O:HB>?DM:CIBH:?D@:F<?@:
BC:<>T:MlAD:SDTM=A<N:@E=F@>A@:=M:ABNN@A?@F9:G�R�m:�U�8��O:
:

R9:j@kl<N:mMM<lN?:n=?:sI<AJ=>K:jTM?@H:mFH=>=M?I<?=B>:GjmnsjO:
:
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89:;<=>?:@A:;BCDEF?>G@;D9GHH;I:;J:DKF@D>IH:;LFJ;:@DCJ>@M;:GA9;D:NCGH;GDDGCHE;O>E;>D;
J:M>DE:J:?;>@;E9:;P:NCGH;QDDGCHE;R>E;8JGAO>@M;PSDE:T;UPQR8PV;GD;TG@?GE:?;IS;WFCD:;X>HH;
YZZ;G@?;E9:;P:NCGH;QDDGCHE;[:LFJT;GAE;FL;Y\Y]̂;89:;<=>?:@A:;BCDEF?>G@;D9GHH;CK?GE:;E9:;
PQR8P;:GA9;G@?;:=:JS;E>T:;E9:;D:NCGH;GDDGCHE;O>E;>D;TF=:?;G@?_FJ;KJFA:DD:?̂;

89:;<=>?:@A:;BCDEF?>G@;D9GHH;D:J=:;GD;E9:;DSDE:T;G?T>@>DEJGEFJ;LFJ;E9:;PQR8P;G@?;D9GHH;I:;
EJG>@:?;G@?;J:M>DE:J:?;>@;E9:;DSDE:T̂;89:;>@>E>GH;J:M>DEJGE>F@;G@?;EJG>@>@M;D9GHH;I:;AFTKH:E:?;
@F;HGE:J;E9G@;̀C@:;a\b;Y\YŶ;cE;>D;J:AFTT:@?:?;E9GE;G;IGAOCK;G?T>@>DEJGEFJ;U<=>?:@A:;
8:A9@>A>G@V;I:;J:M>DE:J:?;G@?;EJG>@:?;F@;E9:;DSDE:T̂;

;
defg hdijkidldkmgkngjokjpolqg
;
89:;KCJKFD:;FL;E9:D:;KJFA:?CJ:D;>D;EF;KJF=>?:;LFJ;E9:;?FACT:@EGE>F@b;KJ:D:J=GE>F@b;DGH:;
G@?;AF@=:JD>F@;FL;J:AF=:J:?;G@?;LFC@?;KJFK:JES;IS;G@;FJ?:JHS;KJFA:DD;J:DCHE>@M;>@;G;
TFJ:;:LL>A>:@E;>@=:@EFJS;AF@EJFH;G@?;A9G>@rFLrACDEF?Ŝ;;;

;
Q̂;s:L>@>E>F@D;

;
t@AHG>T:?;uJFK:JESr;Q@S;GJE>AH:;FL;LFC@?;FJ;J:AF=:J:?;KJFK:JES;v9>A9;>D;?:E:JT>@:?;

EF;I:;C@AHG>T:?;GLE:J;?>H>M:@E;:LLFJED;IS;E9:;<=>?:@A:;_;uJFK:JES;
[FFT;BCDEF?>G@;EF;HFAGE:;KJFK:J;Fv@:J;KJF=:;C@DCAA:DDLCĤ;;

;
uCIH>A;QCAE>F@;r;; 89:;KJFA:DD;IS;v9>A9;C@AHG>T:?;KJFK:JES;TG>@EG>@:?;>@;E9:;

<=>?:@A:_;uJFK:JES;[FFT;>D;DFH?;EF;E9:;M:@:JGH;KCIH>Â;
;
w:GKF@D;LFJ;s:DEJCAE>F@r; Q@S;v:GKF@;?:D>M@GE:?;IS;KJFA:?CJ:b;AFCJE;FJ?:J;FJ;

G?T>@>DEJGE>=:;GKKJF=GH;EF;I:;?:DEJFS:?;IS;G@;GKKJF=:?;
v:GKF@D;?:DEJCAE>F@;AF@EJGAEFĴ;

;
X̂;[:TF=GH;FJ;[:H:GD:;FL;uJFK:JES;

;
x>@GH;?>DKFD>E>F@;FL;LFC@?b;J:AF=:J:?;G@?;:=>?:@E>GH;KJFK:JES;TCDE;I:;GAAFTKH>D9:?;
v>E9>@;D>N;UyV;TF@E9D;GLE:J;H:MGH;J:zC>J:T:@ED;9G=:;I::@;DGE>DL>:?̂;;cE:TD;I:>@M;9:H?;
GD;:=>?:@A:;_;KJFK:JES;TGS;I:;J:TF=:?;FJ;J:H:GD:?;IS;F@:;FL;E9:;LFHHFv>@M;T:E9F?D{;
;

;;;;;;; ]̂;;;8F;E9:;[>M9ELCH;|v@:J;
;
;;;;;;;;;;;;;;;;;;s:KCE>:D;v>HH;TGO:;:=:JS;J:GDF@GIH:;:LLFJE;EF;=:J>LS;J>M9ELCH;Fv@:JD9>K;EF;KJFK:JES;

G@?;E9:;>?:@E>ES;FL;E9:;K:JDF@;EF;v9FT;E9:;KJFK:JES;>D;I:>@M;J:H:GD:?̂;;uJFK:JES;
UFE9:J;E9G@;AF@EJGIG@?;G@?;>HH:MGH;DCIDEG@A:DV;TGS;I:;>TT:?>GE:HS;J:H:GD:?;IS;
G@S;?:KCES;EF;E9:;J>M9ELCH;Fv@:J;F@A:;GHH;HGv;:@LFJA:T:@E;CD:;FL;E9:;KJFK:JES;>D;
DGE>DL>:?;G@?;E9:;?:KCES;v9F;DCIT>EE:?;E9:;KJFK:JES;9GD;}~��;E9:;KJFK:JES;LFJ;
J:H:GD:̂;

;
;;;;;;;;;;;;;;;;;;|@A:;AFCJE;J:zC>J:T:@ED;9G=:;I::@;DGE>DL>:?b;E9:;DCIT>EE>@M;?:KCES;D9FCH?;

GEE:TKE;EF;AF@EGAE;E9:;Fv@:J;IS;E:H:K9F@:;FJ;>@;K:JDF@;G@?;G?=>D:;E9:T;FL;
KJFA:?CJ:D;EF;AHG>T;E9:>J;KJFK:JEŜ;;cL;E9:;DCIT>EE>@M;?:KCES;AG@@FE;AF@EGAE;E9:;
Fv@:Jb;FJ;E9:;Fv@:J;?F:D;@FE;J:DKF@?;>@;G;J:GDF@GIH:;E>T:b;E9:;ACDEF?>G@b;FJ;G@S;
FE9:J;?:KCES;TGS;TGO:;J:GDF@GIH:;:LLFJED;EF;AF@EGAE;E9:;Fv@:J;IS;E:H:K9F@:;FJ;
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89:;<9=><:=?@A8<@?<BCD=<9=><BCDAD<ECD<FA@FDAEG<89G<HD<I;9:8D>J<<K?<ECD<@B=DA<
I9==@E<HD<;@I9ED><@A<?9:;L<E@<I;9:8<ECD<FA@FDAEG<9?EDA<9<FDA:@><@?<=:=DEG<MNOP<>9GLQ<
ECD<FA@FDAEG<B:;;<HD<I@=L:>DAD><R=I;9:8D>J<

<
<
<<<<< SJ<<<TD;D9LD<E@<U:=>DA<
<
<<<<<<<<<<<<<<<<<<U@R=><FA@FDAEG<M@ECDA<EC9=<I@=EA9H9=><9=><?:AD9A8LP<89G<HD<AD;D9LD><E@<ECD<

?:=>DA<@?<ECD<:ED8<:?<ECD<A:VCE?R;<@B=DA<:L<R=W=@B=<@A<I9==@E<HD<;@I9ED>J<<XCD<
FA@FDAEG<89G<HD<AD;D9LD><E@<ECD<?:=>DA<9?EDA<9<FDA:@><@?<=:=DEG<MNOP<>9GL<C9L<
F9LLD><9=><ECD<@B=DA<C9L<=@E<I;9:8D><ECD<:ED8J<<YRD<E@<DEC:I9;<I@=L:>DA9E:@=LQ<
F@ED=E:9;<I@=?;:IE<@?<:=EDADLE<@A<FDAIDFE:@=L<@?<I@=?;:IE<@?<:=EDADLEQ<D8F;@GDDL<@?<ECD<
9VD=IG<89G<=@E<I;9:8<FA@FDAEG<?@R=><HG<ECD8<9=><LRH8:EED><E@<ECD<FA@FDAEG<
A@@8Q<ADV9A>;DLL<@?<ECD<I:AIR8LE9=IDLJ<

<
<<<<<< ZJ<<<U@A?D:ED><[A@FDAEG<
<

[A@FDAEG<EC9E<:L<?@A?D:ED><E@<ECD<9VD=IG<FRALR9=E<E@<LE9ED<@A<?D>DA9;<;9B<@A<9=G<
@ECDA<8R=:I:F9;<@A>:=9=ID<B:;;<=@E<HD<AD;D9LD><E@<:EL<@B=DA<@A<?:=>DAJ<<XCD<\]̂_̀aabc<
dDAe:IDL<Y:e:L:@=<I@889=>DA<B:;;<ADfRDLE<EC9E<I@RAE<@A>DAL<9AD<FADF9AD><
>DLIA:H:=V<LRIC<?@A?D:ED><FA@FDAEG<9=><@RE;:=:=V<:EL<>:LF@L:E:@=J<<<

<
<<<<<< gJ<<<he:>D=ID<
<

he:>D=ID<B:;;<=@E<HD<AD;D9LD><R=E:;<I;D9AD><?@A<AD;D9LD<9=><R=E:;<I@RAE<9=><
De:>D=E:9;<ADfR:AD8D=EL<9AD<L9E:L?:D>J<<KE<:L<ECD<ADLF@=L:H:;:EG<@?<ECD<:=eDLE:V9E:=V<
>DFREG<E@<FA@8FE;G<=@E:?G<ECD<[A@FDAEG<T@@8<iRLE@>:9=<BCD=<ECD<I9LD<C9L<HDD=<
I@8F;DED>J<
<
he:>D=ID<AD;9ED><E@<9<>D9EC<:=eDLE:V9E:@=<B:EC<9=<@FD=j:=9IE:eD<LE9ERL<LC9;;<HD<
89:=E9:=D><9L<De:>D=ID<?@A<9<C@8:I:>D<I9LD<R=;DLL<=@E:?:D><@ECDAB:LD<HG<ECD<
k9l@A<iA:8DL<m=:EJ<

<
<<<<<<<<<<<nJ<<<oD9F@=L<
<

Y9=VDA@RL<BD9F@=L<CD;><9L<De:>D=ID<89G<@=;G<HD<AD;D9LD><9?EDA<ECD<I@RAE<I9LD<
:L<>:LF@LD><@?<@A<>A@FFD>Q<9=><B:EC<FDA8:LL:@=<@?<ECD<:=eDLE:V9E:=V<>DFREGQ<ECD<
FA@LDIRE@A<@A<ECD<p9B<h=?@AID8D=E<qRAD9R<i@889=>DAJ<
<
oD9F@=L<>DL:V=9ED><?@A<>DLEARIE:@=<HG<dCDA:??bL<r??:ID<9>8:=:LEA9E:eD<FA@ID>RAD<
@A<I@RAE<@A>DA<89G<=@E<HD<AD;D9LD><=@A<I@=eDAED><?@A<9VD=IG<RLD<B:EC@RE<
9REC@A:s9E:@=<@?<ECD<dCDA:??bL<dDAe:IDL<qRAD9R<i@889=>DAJ<

<
U:AD9A8L<8RLE<HD<ICDIWD><ECA@RVC<tiKi<j<uiKi<9=><vXU<FA:@A<E@<HD:=V<AD;D9LD>J<<
[A:@A<E@<AD;D9LDQ<ECD<@B=DA<8RLE<HD<ICDIWD><ECA@RVC<ECD<UqK<?@A<9<?D;@=G<ADI@A>J<<
K?<ECD<@B=DA<C9L<9<?D;@=G<ADI@A><9L<@RE;:=D><R=>DA<LE9ED<;9BQ<CD<j<LCD<B:;;<HD<
=@E:?:D><EC9E<CD<j<LCD<:L<R=>DA<>:L9H:;:EG<9=><ECD<BD9F@=<I9==@E<HD<AD;D9LD><E@<
ECD8J<<<

wJ<<[A@ID>RAD<?@A<YDLEARIE:@=<@?<oD9F@=L<
<
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88889:;<=>?<@AB8AC8D:EFAB;8;GEHH8I:8F:=CA=J:K8IL8EB8EFF=AM:K8;:=M@?:8F=AM@K:=N8OG:8
?AB<=E?<A=8F=AM@K@BP8D:EFAB;8K:;<=>?<@AB8;:=M@?:;8;GEHH8I:8?EFEIH:8AC8?AJFH:<:HL8
K:;<=AL@BP8:E?G8D:EFAB8F=:M:B<@BP8@<;8C><>=:8>;:8E;8E8D:EFABN8OG:8QM@K:B?:8
R>;<AK@EB8@;8=:;FAB;@IH:8CA=8:B;>=@BP8F=AF:=8KA?>J:B<E<@AB8AC8D:EFAB;8
K:;<=>?<@AB8@;8JE@B<E@B:KN8

8
8888 SN888TAB:L8
8

UFAB8=:H:E;@BP8JAB:LV8EP:B?L8F:=;ABB:H8;GEHH8AF:B8<G:8;:EH:K8FE?WEP:8@B8<G:8
F=:;:B?:8AC8<G:8ADB:=8A=8C@BK:=8EBK8?A>B<8<G:8?AB<:B<;8<AP:<G:=8D@<G8<G:8ADB:=8X8
C@BK:=N88YC8<G:=:8@;8EBL8K@;?=:FEB?LV8E8;>F:=M@;A=8;GA>HK8I:8BA<@C@:K8@JJ:K@E<:HLN88
OG:8F:=;AB8=:?:@M@BP8<G:8JAB:L8J>;<8;@PB8E8F=AF:=<L8=:H:E;:8CA=JN88TAB:L8<GE<8@;8
CA>BK8EBK8>B?HE@J:K8A=8CA=C:@<:K8>BK:=8<G:8F=AM@;@AB;8AC8;<E<:8A=8C:K:=EH8HEDV8D@HH8
I:8K@;FA;:K8AC8@B8E??A=KEB?:8D@<G8<G@;8F=A?:K>=:8EBK8F=AM@;@AB;8AC8HEDN8

8
RN8Z:H:E;:8C=AJ8QM@K:B?:8[<E<>;8<A8\=AF:=<L8
8
UFAB8BA<@C@?E<@AB8C=AJ8<G:8EFF=AF=@E<:8RA>=<;V8<G:8\=AF:=<L8ZAAJ8R>;<AK@EB8;GEHH8
?GEBP:8<G:8:M@K:B<@E=L8@<:J];̂8<A8F=AF:=<L8;<E<>;N88OG:8QM@K:B?:8R>;<AK@EB8;GEHH8
BA<@CL8<G:8ADB:=8<GE<8<G:L8GEM:8B@B:<L8]_̀ 8̂KEL;8<A8?HE@J8<G:@=8F=AF:=<LN8
8

9N8\>IH@?8a>?<@AB8\=A?:K>=:;8888
8

bN8[EH:8AC8UB?HE@J:K8\=AF:=<L8
8

\=AF:=<L8DG@?G8=:JE@B;8>B?HE@J:K8CA=8E8F:=@AK8AC8B@B:<L8]_̀ 8̂KEL;8EBK8DG@?GV8
EC<:=8E8K@H@P:B<8:CCA=<8<A8C@BK8<G:8<=>:8ADB:=8GE;8I::B8JEK:8D@<GA><8;>??:;;8JEL8
I:8;AHK8E<8F>IH@?8E>?<@AB8>FAB8=:?:@F<8AC8E8?A>=<8A=K:=N888
8
OG:8EP:B?L8JEL8?AB<=E?<8D@<G8E8F>IH@?8E>?<@AB8?AJFEBL8<A8?ABK>?<8;EH:;8AC8@<:J;8
<A8I:8;AHKN888

8
cN8aKM:=<@;:J:B<8AC8[EH:8

8
aHH8@BM:B<A=@:;8AC8>B?HE@J:K8F=AF:=<L8<A8I:8;AHK8E<8E>?<@AB8D@HH8I:8EKM:=<@;:K8@B8E8
HA?EH8P:B:=EH8?@=?>HE<@AB8B:D;FEF:=8AB?:8E8D::W8CA=8CA>=8]d̂8?AB;:?><@M:8D::W;N88
OG:8EKM:=<@;:J:B<8D@HH8I:8AC8;>CC@?@:B<8;@e:8EBK8<LF:8<A8I:8:E;@HL8=:EK8EBK8
>BK:=;<AAK8IL8<G:8P:B:=EH8F>IH@?N88OG:8EKM:=<@;:J:B<8;GEHH8?AB<E@B8BA<@?:8AC8<G:8
CAHHAD@BPf8
8
EN8a8H@;<8AC8@<:J;8I:8;AHK8E<8>F?AJ@BP8E>?<@AB8
IN8OG:8BEJ:8EBK8?AB<E?<8@BCA=JE<@AB8AC8<G:8E>?<@AB8?AJFEBL8CA=8C>=<G:=8K:<E@H;8
E;8<A8<G:8KE<:8EBK8<@J:8AC8<G:8;EH:N88

?N8aHH8@<:J;8D@HH8I:8;AHK8gE;8@;g8
KN8OG:8hA=;L<G8RA>B<L8ijklmnnopqrnnms:V8<G:8?AB<=E?<:K8E>?<@AB8?AJFEBL8BA=8
hA=;L<G8RA>B<L8F=AM@K:;8EBL8DE==EB<@:;8:@<G:=8:tF=:;;:K8A=8@JFH@:KN8

8
a<8<G:8:BK8AC8<G:8duD::W8EKM:=<@;@BP8F:=@AKV8@BM:B<A=@:K8F=AF:=<L8D@HH8I:8<>=B:K8
AM:=8<A8<G:8E>?<@AB8?AJFEBL8CA=8;EH:8E<8<G:8B:t<8;?G:K>H:K8E>?<@ABN8
8
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I@\<7=:7=H<7gFJG<ED<h89:;<9=>7i::\f7
7
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I CRIME ANALYSIS  

 

The crime analysis function will identify and analyze methods of operation of criminal activity 
and provide crime pattern recognition.  The Crime Analysis Unit will collect data from arrest 
files, incident reports, arrest reports, U.C.R. data and field interrogation data.  Reports will be 
prepared identifying the frequency of crime by crime type, geographic, temporal and 
chronological factors, victim and target descriptors, modus operandi information, suspect 
descriptors, physical evidence information, suspect vehicle descriptors and community 
policing strategies as needed. 
 
The Crime Analysis Unit will also be responsible for briefing the Sheriff and Command Staff 
on crime patterns or trends as determined by the crime analysis function.  The necessity of 
this briefing is to keep the Staff informed of trends through efforts generated by the Forsyth 
County Sheriff’s Office, rather than through outside sources. 
 
Documentation of temporal and geographical distribution of selected crimes shall be in the 
form of monthly reports.  The Crime Analysis Unit shall document the effectiveness and 
utilization of crime analysis information through feedback and program evaluation.  Surveys 
of the effected units should attempt to ascertain whether the crime analysis process is 
efficient and whether its products are effective tools for combating crime.  In order to provide 
timely data for the crime analysis programs, data entry for incidents shall be the responsibility 
of the Records Section. 
 
Computer generated pin maps are utilized for additional documentation of temporal and 
geographical distribution of the following crimes: 
 

1. Robberies; 
 
2.  Burglaries; 
 
3. Automobile Thefts; and 
 
4.  Entering Automobiles. 
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A. CRIME ANALYSIS DATA 
 
Crime analysis data will be generated from field reports to include residential burglary, 
business burglary, motor vehicle theft, theft from motor vehicles and robbery.  All incidents 
reported during the previous 24 hour period will be available to the Crime Analysis Unit on a 
daily basis. 
 
Crime patterns and trend will be presented to the Sheriff, Chief Deputy and Command Staff 
on a timely basis through the Crime Analysis Unit.   
 
B. CRIME ANALYSIS REPORTS AND DISSEMINATION 
 
Report data will be collected, collated, analyzed and distributed throughout the agency in 
order to present an overview of current crime trends and aid in crime prevention efforts. 
 
These reports will assist the various executive, administrative, division and unit commanders 
in developing tactics, strategies, and plans for crime suppression, as well as current and 
future manpower/resource allocations. 
 
Reports will be compiled by the Crime Analysis Unit showing a victim listing and frequency of 
occurrences in chronological order.  A summary page will include target description, physical 
evidence information and modus operandi factors.  All reports listed below will be distributed 
to:  Command Staff, captains, lieutenants, Policy/Certification Unit and the Finance Unit. 
 

1. Frequency of Reports 
 

 Weekly  

 Monthly  

 Semi-annual  

 Annual   
 
C. CRIME ANALYSIS FEEDBACK 
 
Feedback is necessary to evaluate the effectiveness of the crime analysis function.  All 
feedback from the Sheriff, Chief Deputy, division directors, division commanders, section 
commanders and unit supervisors will be carefully reviewed as it applies to their respective 
responsibilities in order to ascertain whether crime analysis, as it is performed, is an effective 
tool for combating and suppressing crime or planning for manpower and resource allocation. 
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I COMMUNITY RELATIONS/CRIME PREVENTION 
 
The Community Relations Unit is under the Operations Division and the assigned personnel 
report to the assistant division commander. 
 
A. COMMUNITY RELATIONS UNIT RESPONSIBILITIES 
 
The Community Relations Unit will help and assist in the creation and establishment of 
programs for community, neighborhood, business and professional groups in all areas of 
Forsyth County interested in crime prevention.  The Unit will maintain a close working 
relationship with each group and will establish a liaison for the purpose of creating and 
establishing crime prevention programs and activities. 
 
B. COMMUNITY RELATIONS/CRIME PREVENTION DEPUTIES 
 
Community Relations Unit deputies will assist in developing community relations programs 
for the agency which, at a minimum, shall provide the following: 
 

1.   Establishing liaisons with formal community organizations and groups, i.e., 
neighborhood groups, scouts, Elks Clubs, garden clubs, etc; 

 
2.   Informing all agency personnel that they are responsible for achieving the agency's 

community relations objectives; 
 
3. Developing community relations and crime prevention policies for the agency; 
 
4. Publicizing agency goals, objectives, problems and successes, with the various 

community, civic, professional and business groups; 
 
5. Conveying information transmitted from citizens' organizations to the agency; 
 
6. Improving agency practices bearing on law enforcement-community relations; 
 

7. Identifying agency training needs through interviews with citizen representatives, 

consultations with those involved in internal investigations and conferences with 
command personnel throughout the agency;  
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8. Helping and assisting in the creation and establishment of community and 

neighborhood groups where such groups do not exist;  
 
9.   Designing, scheduling and conducting presentations on various public safety topics 

for community, civic and neighborhood groups, schools, professional and business 
associations; and 

 
10. Obtaining pamphlets, brochures and booklets concerning public safety topics that 

would be of public interest. 
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I  LEGAL PROCESS 
 
This directive addresses areas of agency procedure and discretion in the execution and 
recording of the legal process.  
  
It is applicable to all personnel of the Forsyth County Sheriff’s Office. Deputies who are 
assigned to divisions or units which are more involved with arrests and search and seizures 
may be required to further their knowledge relating to this field. 
 
Any violation of the rules set forth in this policy shall result in administrative and/or 
disciplinary action.   
 
A. EXECUTION OF LEGAL PROCESS 
 
A record system is maintained for criminal warrants on a 24-hour basis.  This information is 
accessible through these sources: 
 

 Warrant Unit 

 GCIC or NCIC 

 Records Management Software (RMS) 
 

Information regarding each item of all legal process is recorded and should include the 
following elements: 

 
    Date and time received 
    Type of process 
 Nature of document 

       Source of document 
       Name of complainant and defendant 
       Deputy involved, date assigned 
       Date served / inactive and date service is due by 
       Warrant/Court Docket number 
 
Deputies attempting to serve criminal/civil warrants shall record in the RMS System warrant-
tracking module the address where service was attempted, the date, time and name of 
deputy attempting to serve the warrant, and any other information obtained. 
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Deputies successfully servicing criminal/civil warrants and/or search warrants must include 
the following elements in their report: 
 
      Date and time served 
      Name of deputies serving and method of service 
      Defendant's name (or on whom search warrant was executed) 
      Property/evidence seized and its disposition 
      Location of incident 
  
Any execution of the criminal process in other counties of the State shall be accomplished 
through the Sheriff's Office or the local authority having venue.  Any execution of the criminal 
process in any other State or foreign jurisdiction shall be accomplished through the Forsyth 
County Sheriff's Office or the local authority having venue. 
 
B.   APPOINTMENT OF INDIVIDUAL EMPLOYED BY THE FORSYTH COUNTY 

SHERIFF’S OFFICE AS SPECIAL AGENTS TO SERVE PROCESS.   
 
In an attempt to better serve the courts of Forsyth County, the Forsyth County Sheriff’s Office 
would seek to have the Chief Superior Court Judge of the Bell – Forsyth Judicial Circuit 
(courts) appoint designated civilian staff employed by the Sheriff’s Office of Forsyth County 
as Special Agents to Serve Process. 
 

1. Each individual currently employed by the Forsyth County Sheriff’s Office, Georgia 
and assigned to the Civil Process Section to be appointed must be citizens of the 
United States, above the age of eighteen (18) and otherwise qualified to act as 
special agents for service of process. (O.C.G.A. § 9-11-4 (c)(4) 

 
2. These special agents to serve process shall abide by the following provisions: 
 

a. They shall not serve process on any entity of which they are an employee, officer 
or shareholder and they shall not serve process on any person to whom they are 
related by blood or marriage. They shall not serve process in any action in which 
they are a party or may have an interest.  

 
b. All returns of service shall be made by completing a Sheriff’s Entry of Service and 

indicating near the signature line that said individual is designated as a Special 
Agent for Service of Process under an internal order of the courts of Bell - Forsyth 
Judicial Circuit (Courts). The Sheriff’s Entry of Service shall be promptly filed with 
the courts after service is made upon a party to be served. 

 
c. The authority to act as a Special Agent for Service of Process is limited to serving 

process as part of their official duties as an employee of the Forsyth County 
Sheriff’s Office Civil Process Section. They shall not serve process outside of their 
official duties as an employee of the Sheriff’s Office. All authority granted by the 
order from the courts shall be immediately terminated and revoked upon their 
transfer from the Civil Process Section and/or separation, resignation or 
termination as an employee of the agency.  

 
d. They shall serve process in a professional manner, avoiding rudeness and 

unprofessional conduct. 
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e. They shall protect the rights and confidentiality of any persons to whom legal 
process is directed. 
 

f. Civilian process servers shall not misrepresent their role or impersonate or 
pretend to be a sworn officer. 

 
3. The order appointing Special Agents to Serve Process may, in the sole discretion of 

the courts or at the request of the Sheriff’s Services Bureau Commander to the court, 
be revoked at any time hereafter, and will be revoked if the parties to be served are 
not properly served or properly attested returns of service are not timely filed with the 
courts. It shall be noted that any ethical or legal breach of the duties connected 
hereto will not, and cannot be tolerated. Lawful service of process is the cornerstone 
to due process of law. The Sheriff’s Office along with the courts have an inherent 
responsibility to ensure that due process standards are properly met and that returns 
of service are legally accurate and sufficient on their face. No separate motion and 
order need be filed in each respective case as the standing order of the court gives 
these individuals such authority. The authority of each of these persons to act as a 
Special Agent for Service of Process is authorized by the order of the courts and shall 
remain in effect for the duration of the term set forth herein in the order or until 
revoked by further order of the courts. 

 
4. The order appointing Special Agents to Serve Process is not assignable to any other 

persons or entity. It is only to those individuals assigned to the Civil Process Section 
as outlined in the order of the courts. These persons shall have no authority to assign 
to any other person, any of the rights, privileges, duties or responsibilities contained 
herein to any other third party or entity. 

 
C.  SERVING OF CIVIL PROCESS 
 

1.  Methods of Service Generally 
 

a. Except where the defendant has waived service, the summons and complaint 
shall be served together, normally within five business days from the date they 
were received from the court.  Personal service is the preferred method, whereby 
the defendant is notified in person by directly handing the individual the summons 
and complaint. 

 
b. Service to minors shall be made to the individual and to the minor's parent, 

guardian, or guardian ad litem unless the minor is married, in which case service 
shall not be made on the parent or guardian. 

 
c. Service to those judicially declared of unsound mind or incapable of conducting 

their own affairs shall be made to the individual and to the guardian. 
 
d. Service to counties, municipalities, cities, or towns, shall be made to the 

Chairman of the Board of Commissioners, Mayor, County or City Manager, or to 
an agent authorized by appointment to receive processes.  If against any other 
public body or organization, service shall be made to the chief executive officer or 
clerk. 
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e. Service upon Georgia corporations may be made to the president or other officer 
of the corporation, a managing agent thereof, or to the registered agent 
designated for service of process for such corporation.  Service upon a non-
resident corporation having an agent within this State, service may be made upon 
such agent or registered agent designated for service of process. 

  
 The term Managing Agent means a person employed by a corporation who is at 

an office or facility in this state and who has managerial or supervisory authority. 
 
f. Service on another person (Notorious Service) who resides in the same residence 

as the individual being served that appears to be mature and responsible, may be 
performed when the defendant cannot reasonably be served. Individuals not 
actually residing with the defendant cannot be served when personal service is 
required.  Examples of persons who do not qualify for notorious service are: 

 

 Baby-sitters,  

 attorneys (initial process only),  

 fellow employees or sub-contractors,  

 guests,  

 neighbors,  

 acquaintances, or  

 children who reside with another parent. 
 
g. Tacking is a manner of service that may be used in those instances when the 

principal sum in the suit is less than $200.  The summons is securely affixed to 
the defendant's most generally known place of residence in a prominent place 
where it is certain to be observed.  Special care must be made to ensure that the 
summons is properly sheltered from the effects of inclement weather.  Tacking 
must be followed up with a mail copy the same day. 

 
D.     SERVING SUBPOENAS 
 
Service may be made personally by a deputy or by any person 18 years of age or older, by 
registered or certified mail with a return receipt.  Service upon a party may also be made by 
serving the person's legal counsel of record.  O.C.G.A. § 24-10-23. 
 
Employees of the Forsyth County Sheriff’s Office will be served with subpoenas via 
PowerDMS. Subpoenas will be entered into PowerDMS by the Civil Unit. Employees will 
receive an email from PowerDMS concerning the pending document. It is the responsibility of 
the employee to log into PowerDMS and sign for the subpoena in a timely manner.    
 
E.  WRIT OF EXECUTION 
 
      1. Writ of Execution is to order the execution of the judgment rendered by the court. 

Deputies are responsible for levying on the property, real or personal, necessary to 
fulfill the judgment. 

 
      2. Levy: In all cases of levying on land, written notice of the levy must be given 

personally or delivered by certified mail or statutory overnight delivery to the tenant in 
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possession and to the defendant if not in possession, within five days thereafter. 
Where any person holds legal title or an interest or equity therein of levied property, a 
second written notice of the levy and time of sale shall be given by the levying officer 
to:  

  • The vendor or holder of the title given to secure the debt, if known,  
  • The defendant in execution  
  • In case of death, to their legal representatives  
 
 Depositing a properly addressed and stamped letter into the United States mail shall 

be deemed sufficient notice.   
 

a. Fieri Facias (fi fa):  A command to levy on a debtor's goods in order to satisfy a 
money judgment.  The defendant in execution shall be at liberty to point out what 
part of his property he may think proper to be levied on which the property the 
sheriff or other officer shall be bound to take and sell first if the same is, in the 
opinion of the levying officer, sufficient to satisfy the judgment and costs. 

 
b. Only property of the defendant may be levied.  If property is in the possession of 

a person not party to the judgment, it cannot be taken.  Other property that 
cannot be levied may include:  property that is jointly owned by the defendant 
and a non-party in the suit, property leased by a third party to the defendant, 
property belonging to the defendant that is leased by a third party before the 
lease expires and public and school property. Any questions regarding whether a 
particular item of property is subject to levy should be directed to a supervisor 
who, where appropriate, will seek legal advice. 

 
            c. If the defendant does not designate which of his/her property or land is to be 

levied, the deputy may use discretion, so long as the action is reasonable.  
However, care must be taken not to levy property that has been expressly 
exempted by the court. 

 
            d. If the property is in the form of a growing crop, it cannot be levied upon until the 

crop is mature and fit to be harvested.  However, if the debtor attempts to 
remove himself or abscond from the county or state, they may be levied prior to 
maturity. Growing crop may be sold with the land. 

 
            e. Land outside the county may not be taken unless it is part of a tract or tracts of 

land divided by the line of the county. If the defendant is a resident of one of the 
counties within which the land is located, it may be sold only if the defendant is a 
resident of Forsyth County. 

 
            f. All property seized is immediately moved to a storage facility until the requisite 

notice can be given for the next scheduled judicial sale.  A detailed inventory list 
will be made including quantities, description, and condition of the property 
seized.  A copy will be given to the defendant if possible. The original inventory 
list will be attached to the fi.fa. 

 
           g. Mortgage Foreclosures shall be released directly to the party(s) seeking 

foreclosure once it has been seized. 
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F.     SERVICES OF OTHER CIVIL PROCESS 
       
     1. Dispossessory Proceedings shall be initiated upon the court’s issuance of a 

summons and a copy of the landlord’s affidavit commanding a tenant to respond to 
the landlord’s allegations.  A copy of the summons and affidavit shall be served 
personally upon the defendant.  If the defendant cannot be served in person, then the 
summons and affidavit shall be delivered to any person residing on the premises who 
is not a minor, and able to manage their own affairs.  If no such person can be found, 
one copy of the summons and affidavit may be tacked to the door of the premises 
and another copy delivered by mail to the defendant at his/her last known address.  
O.C.G.A. § 44-7-51. 

 
           a. A "set-out" of the tenant’s possessions will be initiated when directed by a writ of 

possession issued by the court.  During the "set-out" the owner of the property 
does not have to be present. 

 
           b. The removal of mobile homes and trailers shall be made no sooner than 10 days 

from the date of a writ of possession.  O.C.G.A. § 44-7-59.  During the actual 
removal of the property, deputies shall be present to keep the peace, to ensure 
that the orders of the court are properly executed, and to ensure that property 
does not hinder or block the public roadway.  Any contraband discovered will be 
immediately seized.  The contraband will be released to the Evidence and 
Property Custodian for appropriate safekeeping and disposition. 

 
          c. Any items that may be harmful to the environment or to minors shall be seized for 

safekeeping and released to the Evidence and Property Custodian. 
 
          d.    The removal of property shall not be conducted during inclement weather.  
 
          e.   It is the responsibility of the plaintiff/property owner to actually move the 

defendant's belongings to some portion of the landlord’s property and that the 
property does not cause a hazard to, or otherwise impede the flow of pedestrian 
or vehicular traffic. 

 
2. Ejection of intruders shall be initiated based upon the written affidavit from a person, 

stating that he/she legally possesses property, which is currently in the hands of 
someone without proper authority who refuses to abandon said property.  The 
affidavit will then be delivered at the "earliest possible day" to the intruder.  At that 
time, the individual can produce a counter-affidavit stating that he/she has a good 
faith claim to legal possession of the property.  If the person does not produce a 
counter-affidavit, the person shall be ejected following service.  O.C.G.A. § 44-11-30.  

 
           a. Should the individual desire to tender a counter-affidavit, the Sheriff may 

personally administer the oath and take the affidavit.  O.C.G.A. § 44-11-31.  
 
           b. If the person is in possession of a counter-affidavit, he/she shall not be ejected.  

Rather, both the original and counter-affidavits shall be returned to the Clerk of 
the Superior Court for appropriate action.  During actual ejection of the intruder 
and his/her property, deputies shall be present to keep the peace and insure the 
orders of the court are properly executed.  Any contraband discovered will be 
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immediately seized.  The contraband will be released to the Evidence and 
Property Custodian for appropriate action.  O.C.G.A. § 44-11-32.  

 
          c. The procedures for the physical ejectment of intruders is the same as listed under 

dispossessory proceedings in this directive and should be done only pursuant to a 
writ of possession issued by the court. 

 
3. Eminent domain (Condemnation of Property) is a process of claiming private property 

for the public good.  A notice of condemnation shall be served on the person(s) 
holding title to the property that is to be taken for public use through the power of 
eminent domain. 

 
           a. If the owner is a minor or is suffering from any disability, the notice shall be served 

upon the person(s) representative.  If the minor has no representative, the notice 
shall be served on the Judge of the Probate Court. 

 
4. Attachment is a proceeding whereby a property belonging to a debtor is seized and 

held pending a final judgment in a suit. 
 
           a. When an attachment order is issued, it shall be served by going to the defendant's 

residence or business, and the property of the defendant will be seized in the 
amount specified in the order. 

 
           b. If the defendant has removed property beyond the county line but within the State, 

efforts shall be made to locate and seize the property.  Coordination will first be 
made with the law enforcement agency in which jurisdiction the property is located 
before seizure is attempted. 

 
           c. Property shall be levied in the order in which it is received by the deputy.  The 

year, month, day of the month, and hour of the day when the property is levied 
must be entered on the face of the attachment. 

 
5. Garnishment is a means of obtaining money owed to a plaintiff by collecting the 

money from a third party who owes money to an insolvent defendant. Upon the 
garnishment service documents being delivered to the agency, garnishments shall be 
served on the garnishee (and potentially the defendant) and an entry of service will 
be made on the affidavit and returned to the court.   

 
 
G.    SERVICE OF TEMPORARY PROTECTIVE ORDERS (TPO) / STALKING ORDERS 
          

1. Temporary Protective Orders, Stalking Orders and Consent Agreements are issued 
by the Superior Court for the purpose of bringing about a cessation of family violence 
and require enforcement action as specified in the order. (O.C.G.A. 19-13-4) 
Temporary Protective orders are valid until a court hearing. Final orders are typically 
good for twelve months but can be shorter or longer on a case by case basis. 
Permanent orders do not expire. TPO’s are delivered by the court to the Civil Unit for 
service.  
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a. Deputies assigned to serve the TPO will check the order to ensure that the order 
is complete and that there are no conflicts in the instructions. If the order appears 
incomplete or if the order appears to have conflicting instructions, the deputy shall 
contact a supervisor. If the matter cannot be resolved, the supervisor will 
immediately contact the Civil Unit supervisor or the watch commander for 
direction. 

 
b. The Temporary Protective Order can only be served personally. The serving 

deputy shall read the Ex Parte or 12-month order to the Respondent and then 
provide that person with the order. Service cannot be refused. 

 
c. Once service is perfected, the deputy shall contact the 911 Center indicating that 

the order has been served. On the attached Sheriff’s Entry of Service and the 
Civil Unit’s cover sheet, the deputy shall indicate the following: 

 
1)   The name of the person served 
2)   Time of service; 
3)   Date of service; and, 
4)   Deputy’s name (Printed and Signed) and badge number. 
5) Any notes concerning actions taken during service (i.e. Keys turned over, 

property pick-up completed). 
 

d. Once service has been perfected, scan the Civil Unit’s Cover Sheet, Personal 
Data Sheet and Entry of Service to “GCIC” via Email. Ensure the scanned 
documents are readable and inform GCIC that service was perfected. The 
Petitioner shall be called shortly after service is perfected by the serving deputy, 
regardless of the time of day. The contact information for the Petitioner is located 
on the Personal Data Sheet. The original Civil Unit Cover Sheet, Personal Data 
Sheet and Entry of Service shall be delivered to the Civil Unit office placed with 
the returns. 

 
e. All unserved TPO’s shall be returned to the on-duty Patrol Division watch 

commander or on duty sergeant prior to the end of the deputy’s shift. The watch 
commander or on duty sergeant will turn over the TPO to the oncoming Patrol 
Division watch commander or on duty sergeant after insuring that all actions taken 
are properly documented on the Civil Unit’s Cover Sheet. This process will 
continue until the first reporting civil deputy returns to duty and retrieves the TPO 
from the on-duty Patrol Division watch commander or on duty sergeant. 

 
 

H. SERVICE OF TEMPORARY PROTECTIVE ORDERS (TPO’S) AFTER HOURS 
 

1. The Civil Unit deputy assigned the TPO will send an email to the Patrol Division 
Watch groups for North or South District and to the Civil Unit to inform them that a 
TPO will be dropped off at the appropriate precinct.  Include the court case # and 
name in the subject line. (example: Subject: TPO Drop Off: North Precinct: 13CV-
2031-2: John Taylor) In the body of the email, summarize the type of order (FV ex 
parte, stalking, 12 months…), and point out information in the order that Patrol 
Division will need to be made aware of.  If attempts have already been made, 
include the notes from those attempts.  The Civil Unit deputy make verbal contact 
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with the appropriate Watch supervisor and inform them of the TPO. The Civil Unit 
Deputy will also notate in the RMS Civil-Tracking module who is delivering the 
TPO, the date and time, and to which precinct it is being delivered to.  They will 
then deliver the TPO to the precinct and place the TPO in the bin reserved for the 
TPO’s. 

 
2. Patrol Division supervisors are to ensure that the TPO’s are assigned to a deputy 

for service.  The deputy should then read the order to be familiar with it.  All TPO’s 
should be served with a minimum of two deputies present.  One deputy is to read 
the order; the other is for officer safety.  All attempts are to be notated on the 
Service Control Form. 

 
a. Upon contact with the respondent, fill out the Entry of Service form by 

checking the “Personal Service” box and filling in respondent’s name, marking 
the date AND time, and signing that the order is served.  ONLY PERSONAL 
SERVICE IS ACCEPTABLE.  The respondent cannot refuse service if the 
respondent’s identification has been verified through state issued ID or 
personal knowledge.  The deputy must read the Ex Parte portion of the TPO 
to the respondent.  If the respondent interrupts or attempts to leave the area, 
the reading of the order is waived and the order is in effect.  Hand a copy of 
the Entry of Service and the TPO to the respondent.  The deputy is to retain 
possession of the Confidential Information Form, Service Control Form, and 
two copies of the Entry of Service Form.  If the respondent refuses to accept 
paperwork, it may be placed in an area where the respondent can retrieve it 
(in door, on porch, on vehicle, or on ground at the respondent’s feet.). The 
deputy is to retrieve any items signed off on by the judge (keys, garage door 
openers, insurance cards, etc.).  If the order requires removal of the 
respondent from the residence, that is to happen at the time of service.  If 
removal of personal property is initialed by the judge, use officer discretion on 
scene as to whether the respondent can retrieve items after service or must 
make an appointment with the Civil Unit so the petitioner can be present 
before removal of the property.  Any items retrieved or property pick up 
allowed must be notated on the Service Control Form.  If ordered to be 
removed, the respondent must vacate before the deputies leave. 

 
b. After service, the deputies must immediately attempt to notify the petitioner of 

service.  If contact with petitioner is made, leave items in place the petitioner 
dictates or attach the items to the Service Control Form and the petitioner can 
pick up the items from the Civil Unit office.  Notate the notification and type of 
notice (in person, via phone, voicemail, etc.) on the Service Control Form.  
The Service Control Form and the Entry of Service must be scanned and sent 
to GCIC for notification of service and returned to the TPO bin for the Civil Unit 
to pick up.  The deputy is to notify their supervisor of the return of the TPO to 
the bin.  The Patrol Division supervisor will be required to reply to all with the 
original email and notify all that the TPO is ready for pickup at the appropriate 
Precinct TPO bin. 

 
3. All Civil Unit deputies will be responsible for checking email daily to see if the TPO 

had been delivered to the precinct.  If a TPO has been delivered, a Civil Unit 
deputy will retrieve the TPO from the bin and review it.  If there are any questions, 
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the civil deputy will get them answered before leaving the precinct.  The Civil 
deputy will bring the TPO back to the Civil Unit office for further attempts for 
processing to return to courts. 
 

4. Removal Actions require that an individual(s) be removed from a residence or 
household immediately upon being served the court order. If the Respondent is 
removed at the time of service, they are afforded time to remove toiletries and 
clothing to suffice until the court date. There will be no return trip by the Forsyth 
County Sheriff’s Office unless ordered again by court order. No community or 
common property shall be removed, unless otherwise specified in the order. 
 

5. Temporary Custody Actions requires the party served to relinquish custody of a 
minor child immediately. The child shall be taken and immediately released to the 
authorized parent or guardian as specified in the order. No property shall be taken 
unless specified by the court order or freely relinquished by the parent from whom 
the child is taken. 
 

6. Following service of Temporary Protective Orders, violators are subject to arrest 
and if charged with the violation shall not be eligible for bail prior to being taken 
before a judicial officer pursuant to Code Section 17-4-21 (O.C.G.A. 17-6-1(b)(2)). 

 
 

I. FEES FOR SERVING OF CIVIL PROCESS 
 
1. Collection of Fees 

 
a. All fees will be in accordance with GA Code § 15-16-21. 

 
b.  For the services of the sheriff in civil cases, the following fees shall be 

charged: 
 
(1) Serving copy of process and returning original, per copy......$ 50.00 
(2) Action from another county, to be paid in advance.................50.00 
(3) Summoning each witness.........................................................10.00 
(4) Each levy or writ of fieri facias..................................................50.00 
(5) Search and return of nulla bona...............................................20.00 
(6) Serving summons of garnishment or rule against garnishee....50.00 

If more than one, for each additional copy........................6.00 
(7) Commissions on sales of property: 

On sums of $50.00 or less..................................................8% 
On excess above $50.00 up to $550.00.............................6% 
For all sums exceeding $550.00, on excess........................3% 
No commissions shall be charged unless property is actually sold. 

(8) Making out and executing titles to land..................................50.00 
If presented by purchaser..............................................20.00 

(9) Executing bill of sale to personal property, when demanded by 
purchaser.......................................................................20.00 

(10) Forthcoming bonds...............................................................13.00 
(11) Serving process against tenant over or intruder upon land to 

dispossess them.............................................................25.00 
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(12) For dispossessing tenant or intruder....................................25.00 
(13) Taking and returning counter-affidavit when summary process to 

dispossess tenant or intruder is resisted.......................13.00 
(14) Settling each execution in his or her hands, settled without sale... 

......................................................................................20.00 
(15) Levying an attachment........................................................50.00 
(20) Collecting tax fi. fas. $100.00 or less, each........................10.00 
(21) Collecting tax fi. fas. over $100.00, each...........................20.00  

                 d.   No fee shall be assessed against the alleged victim of a violation of Code  
Section 16-5-90, 16-5-91, 16-6-1, 16-6-2, 16-6-3, 16-6-4, 16-6-5.1, 16-6-22.1, 
or 16-6-22.2 or against the alleged victim of any domestic violence offense for 
costs associated with the filing of criminal charges against the stalking 
offender, sexual offender, or domestic violence offender or for the issuance or 
service of a warrant, protective order, or witness subpoena arising from the 
incident of stalking, sexual assault, or domestic violence. 

 
                 e. All fees will be paid for by cash, check, or money order.  Checks and money 

orders will be made payable to the Forsyth County Sheriff’s Office.  
 

f. All transactions must be recorded and a receipt issued.  
 

g. All fees collected will be turned over to the Finance Unit with a report of all 
transactions once a week. 

 
 
I.   ESCORTS IN CIVIL MATTERS/DOMESTIC RELATIONS/BOND CONDITIONS  
 
During the course of divorce actions, TPO filings and other domestic related court 
proceedings, it is often the order of the court that the defendant must be accompanied by a 
deputy to retrieve his/her personal belongings.  Patrol Division deputies will not be 
dispatched to these type calls.  The requester/arrestee/defendant will be advised to contact 
the Civil Unit during normal business hours to schedule a convenient time when a deputy can 
be assigned to comply with the court order/bond conditions. 
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L

xKLLL\̀mhcdeLnm̀LQ̂ _̀abLM_̀ _̀cleL
L
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mnLlb̂Lmnn̂cêLfcLamcĉalfmcLqflbLqbfabLlb̂Lq_̀ _̀clLfeLfeeĥd�L
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EVÀ[UÂ]XX]_̀AS\A\UXYUdfA]AvdajeSZ]̀UAZWjgA\[]eeAbUAeUV̀ÂS̀[A]_gAjUX\W_AVXWTÂ[WTA
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C
_OCYCK@FBpgIpK@FBCBA@cL@DGEJCF?ELcaCgBCaEJBCEJCf?BD?BMC@CJEpRJEKRCZMEAGFGEJCGFC
@ZZMEZMG@DBOCCCtGK?@MaFCAOC̀ GFKEJFGJTCdV[CzOSOĈ{dTCUU]CSOrDOCU_UyCPUWW]\OCCnJC
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I VEHICLE SEARCH & SEIZURE 
                              
A. VEHICLE STOPS   
 

1. SIGNIFICANCE OF STOP:  A "seizure" occurs whenever a vehicle is stopped, even 
though the purpose is generally limited and the detention quite brief; therefore, the 
Fourth Amendment applies. 

 
2. GROUNDS FOR STOP:  There must be reasonable articulable suspicion to justify an 

investigatory stop of an individual vehicle.  Law enforcement deputies do not have an 
unrestricted right to stop people, either pedestrians or drivers. 

 
3. SAFETY CHECKPOINTS:  Vehicles may also be stopped at safety checkpoints which 

serve legitimate law enforcement purposes.  If the purpose of the safety checkpoint is 
legitimate, (e.g., to check driver's licenses and not randomly stop vehicles, and if 
evidence of other crimes is observed, the deputy has the right to take reasonable 
investigative steps as described herein. 

 
      Vehicle roadblocks shall be prohibited, unless approved by a UPS watch 

commander. 
 
4. INITIAL INTRUSION:  Law enforcement deputies may take reasonable action to 

protect themselves after a lawful stop of a motor vehicle.  A deputy may prefer to ask 
the driver of a vehicle to step out of the vehicle.  Law enforcement deputies may 
consider external factors such as weather, crowds, etc., prior to asking anyone to 
step out of his/her vehicle. 

 
5. FURTHER INTRUSION:  If the law enforcement deputy has a reasonable belief that a 

person stopped is presently armed and dangerous, he may conduct a limited 
protective search of the vehicle and frisk of the person. 

 
B.    VEHICLE SEARCHES   
 

1.  Any traffic stop can result in additional law enforcement actions by a deputy.  Based 
on their training and experience, it may become apparent to the deputy conducting 
the traffic stop that criminal activity is taking place.  In those circumstances, many 
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issues related to statutory and case law must be considered.  Deputies will be 
expected to carry out their duties in a reasonable and legal manner. 

 
a.  Consent to search:  While a law enforcement officer may ask for a consent to 

search, such requests shall be made based on the deputy’s ability to “reasonably 
articulate” their suspicions. Whenever consent is given, it is the deputy’s 
responsibility to show that the consent was given voluntarily. In court proceedings, 
the “totality of the circumstances” will be the basis for judging the reasonableness 
of the deputy’s actions. A deputy can articulate their suspicions based on 
combinations of the following factors: 

 
1)  The driver’s behavior: 

 Actions that raise officer safety issues; 

 Inappropriate reactions to the circumstances; 

 Failure to comply with directions/requests; 

 Furtive movements; 

 Exaggerated/inappropriate physical movements including eye contact, 
nervous ticks, hand/arm movement, muscle tremors, etc. 

 
2)   Passenger behavior: 

 Items listed in the “driver’s behavior” section; 

 Inconsistent/contradictory explanations; 

 Flight from the scene; 
 
3)  Situational factors: 

 Time/location; 

 History of criminal activity in immediate area; 

 Existing BOLO’s; 

 Knowledge about prior criminal activity of the occupants of the vehicle (this 
shall not be used as the only factor for requesting to conduct a search); 

 Driver is confirmed to have a 4th Amendment waiver as part of their 
probation and a search by a law enforcement officer is authorized by 
Parole/Probation. 

 
4)  Guidelines: 

 Consent may be withdrawn by the person giving it at any time; 

 If consent is withdrawn, the search must be stopped; 

 A person giving consent may give “limited” consent; 

 A Miranda Warning is not necessary; 

 The person granting consent must have legitimate access to the area to be 
searched. 

 
5) Factors that help to verify that consent is voluntary: if the person giving     

consent; 

 was not in custody when consent was given; 

 was advised what the deputy was looking for prior to the search; 

 signed “Consent to Search” form; 

 admitted guilt prior to the search; 
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 assisted in the search; (used their keys, etc.) 

 did not withdraw their consent during the search; 

 was, in no way, restrained during the search; 

 appeared to be educated, intelligent, and not under the influence of 
alcohol or drugs. 

 
b.  Moveable vehicle doctrine:  If a deputy is able to articulate probable cause, under 

the movable vehicle doctrine, a search of the vehicle may be conducted without a 
warrant.  For example, based on their training and experience, a deputy can 
articulate the fact that probable cause exists of a crime is being committed based 
on their ability to identify the smell of raw or burnt marijuana.  Once probable 
cause has been established, the vehicle may be searched without a warrant 
because case law recognizes that a vehicle is moveable and the evidence of a 
crime may be transported away while an officer obtains a search warrant.  
(Gondor v. State, 129 GA. App. 665 (1973)).  A warrant is needed to search a 
vehicle that the officers can legally control without fear that it will be moved.  (U.S. 
v. Johns, 469 U.S. 478). 

 
c.  K-9 free air sniff:  The basic rule is that if the initial traffic stop was justified and the 

investigation/stop is not unreasonably prolonged, a K-9 search is permissible.  
Since the scent capability of a K-9 is notably superior to most persons, a trained 
K-9’s response to drugs being present establishes probable cause and under the 
movable vehicle exception, no search warrant is needed to proceed. 

 
2. Time and Place Search:  If probable cause and exigent circumstances existed 

originally, the law enforcement officer may search the vehicle after towing it to the 
impound lot without securing a search warrant.  When probable cause exists without 
exigent circumstances, a warrant is required.  (Caito et al. v. State, 130 GA. App. 83 
(1974)). 

 
3. Arrest of Occupant:  If a person is arrested after his vehicle is stopped, areas of the 

vehicle accessible to him may be searched incident to the arrest only if it is 
reasonable to believe that the arrestee might access the vehicle at the time of the 
search or that the vehicle contains evidence of the offense of arrest (Arizona V. Gant 
556 U.S. 332 (2009)).  The courts have construed this area to include the passenger 
compartment of the vehicle.  Included in the category of vehicles are vans and 
recreational vehicles which are used primarily for transportation and not kept in an 
area which indicates that the purpose of the vehicle is for use as a residence.  

 
C. CONTAINER AND LUGGAGE SEARCHES  
 

1. Standard:  Containers generally may only be searched pursuant to a warrant based 
on probable cause. 

 
2. Automobiles:  A deputy who has legitimately stopped an automobile and who has 

probable cause to believe contraband is located somewhere within the car may 
conduct a warrantless search of the vehicle, including compartments and containers 
within the vehicle whose contents are not in plain view. (U.S. v. Ross, 456 U.S. 798, 
31 Crl 3051 (1982)). 
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3. Exceptions:  The Search Incident to arrest and Plain View doctrines will generally 
make unnecessary the need to secure a warrant to search containers.  When a lawful 
arrest has been made, the deputy may examine the contents of any container found 
within the passenger compartment within reach of the arrestee.  (Area of immediate 
control). 

       
D. INVENTORY OF VEHICLES  
 

1. Seizure of Vehicle:  For an inventory of a vehicle to be valid, the law enforcement 
custody of the vehicle must be lawful.  An inventory of a vehicle is not a search. An 
inventory is an agency policy designed to insure that valuable possessions within a 
vehicle under law enforcement custody are accounted for.  Any contraband which is 
found inadvertently during an inventory may be seized. 

 
2. Justification:  The inventory must be conducted only to fulfill the law enforcement 

caretaking function of securing the contents of the vehicle. 
 
3.  Nature of Inventory: The “inventory search” must be a routine part of standard law 

enforcement procedures for impounding vehicles, rather than a pretext for an 
investigatory search, and may not extend to locked luggage or other similar 
repositories of personal effects. Closed, but unlocked containers may be opened 
during an inventory search of a vehicle. (Ill. v. Lafayette, 162 U.S. 640 (1983)). It shall 
be standard operating procedure for law enforcement deputies to inventory all 
impounded vehicles as outlined in.  (South Dakota v. Opperman, 428 US 364 (1976)) 
for purposes of: 
 
a.  Protecting the law enforcement officer and the agency from false claims of lost/ 

stolen property from the vehicle that was towed. 
 
b. Protecting the person who owns the vehicle from having their property lost or 

stolen. 
 
c. Protecting law enforcement and towing company employees from danger from 

items in the vehicle. 
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I ARRESTS FOR SHOPLIFTING   

 

A. PROCEDURES 
 
Upon receipt of a call for shoplifting, the responding deputy will review all relevant facts and 
evidence surrounding the case and determine if probable cause exists to believe the 
accused has or has attempted to commit the crime of theft by shoplifting. 
 

1. Felony Cases 
 

a. If the crime is a felony as defined by O.C.G.A. 16-8-14, and the property 
stolen exceeds $500 in value, then the deputy will arrest the suspect and 
transport him or her to the Forsyth County Detention Center. The deputy will 
apply for an arrest warrant.   

 
2. Misdemeanor Cases 
 
If after the investigation, the deputy determines the crime to be a misdemeanor under 
O.C.G.A. 16-8-14 (less than $500), then the officer shall do the following: 
 

a. If the offender is located on scene, the deputy will arrest the offender and 
deliver the offender to the detention center. The arresting document will be a 
uniform traffic citation/accusation. Detention Center employees will provide a 
court date upon release.  
 

3. Cases Where a Physical Arrest is Made 
 

In all cases, felony or misdemeanor, where an arrest is made, the deputy shall; 
  
a. Complete an incident report detailing the arrest; 
 
b. May have the retail establishment’s agent complete a retail theft affidavit or 

written statement; 
 

c. Collect all relevant information/evidence; 
 

d. Check the arrestee for warrants through GCIC/NCIC; 
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e. Deliver the arrestee to the Forsyth County Detention Center. 
 

B. JUVENILE ARRESTS (Refer to SOP 3-4.100) 
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NRZWMYZÙÛUPURZdOhM_RVRN]OUPOUZOUaWMNPXYPOPMOYMPROPQXPO_QRYRVRNOXYORaŴM\RROUZOcR̂R[XPRcO
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[CaCMEZCFA[̂AEARCMFGHASHOCMAlhÂCEMFAGLAEZCAe@I@f@g@Akjkjlk@hA

A
UYCAOCVJFJGHAGHA\YCKYCMAKGAJFFSCAEAVJKEKJGHAGMAKE]CAEHAGLLCHOCMAJHKGAVSFKGÔAPÊA[CA[EFCOAGHA
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I   IMMUNITY FROM ARREST 

 
A.   PERSONS ENTITLED TO PRIVILEGE AND IMMUNITY 
 
      1. Staffs of Diplomatic Missions 
 
Three categories of persons are entitled to privileges and immunities under international law.  
The first of these, staffs of Diplomatic Missions (usually called the Embassy), are composed 
of Diplomatic Agents, administrative, technical, and service staff.  Diplomatic Missions are 
the principal communication link between the country which sends them and the host 
country.  Diplomatic Agents and family members forming part of the household enjoy the 
highest degree of immunity and privileges.  These include complete immunity from the 
criminal jurisdiction of the host state and from prosecution no matter how serious the offense. 
This high degree of immunity and privilege from the criminal jurisdiction is shared by 
members of the Diplomatic Agent's diplomatic, administrative and technical staff and their 
immediate families, with the only distinction being with regard to immunity from civil 
jurisdiction.  Service staff members have only official act immunity, which in practical terms is 
simply an affirmative defense to be raised by an accused staff member before a United 
States Court with subject matter jurisdiction over the alleged crime.  If such court, in full light 
of all the relevant facts, determines that the action complained of is an official act, only at that 
point does international law preclude the further exercise of jurisdiction by the U.S. Court.  
Because the judicial determination in a case of this type is very much dependent on the facts 
surrounding the incident, a full and complete report may be critical in permitting the court to 
make a just decision.  The families of service staff members enjoy no privileges or 
immunities. 
 
      2. Members of Consular Posts 
 
The second category consists of members of Consular Posts which are composed of 
Consular Officers, Consular employees, service staff and Honorary Consuls.  Consulates are 
distinct from Diplomatic Missions in that they do not have the principle role of providing 
communication between the two countries but rather perform a variety of functions of 
principle interest to their respective sending countries (e.g., issuance of travel documents 
and generally promoting the commerce of the sending country).  The current treaty regime 
recognized a hierarchy within the staff of the Consular Posts but, since the privileges and 
immunities are few, there is not a great deal of practical difference in the degree of immunity 
afforded the various general categories of persons.  Generally, members of Consular Posts 
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have only official act immunity as explained above with respect to both criminal and civil 
matters.  It is essential to know that no law enforcement deputy is expected or authorized to 
determine whether a given set of circumstances constitutes an official act.  Rather, this is an 
issue which may only be resolved as a matter of law by the host country court with subject 
matter jurisdiction over the alleged crime; however, international law holds that consular 
members may only be arrested pending trial provided that the underlying offense is a felony 
and that the arrest is made pursuant to a decision by a competent judicial authority, (e.g., a 
warrant issued by an appropriate court).  Hence, the degree of the offense will usually dictate 
the course of action to be taken.  Finally, without a special bilateral agreement to the 
contrary, neither the service staff nor family members of consular members in general enjoy 
personal inviolability.  The only exception here, beyond that afforded by any bilateral 
agreement, involves an immunity enjoyed by service staff from any obligation to provide 
evidence as a witness with respect to official acts. 
 
Honorary consuls are not entitled to immunity from arrest or detention.  They are subject to 
the civil or criminal jurisdiction of the courts of this State unless they were performing official 
acts in the exercise of their consular function. 
 
      3. International Organization Personnel 
 
The final general category of individuals to which privileges and immunity extend consists of 
International Organization Personnel and National Missions to such organizations.  The 
nations concerned here have concluded treaties embodying grants of privileges and 
immunities, agreeing that the important purposes of their envoys may only be accomplished 
if these measures are afforded.  The vast majority of International Organization Personnel 
have only official act immunity.  In certain cases however, the most senior executives of such 
organizations have been accorded privileges and immunities equal to those afford Diplomatic 
Agents.  The assignment of International Organizations is differentiated generally on the 
basis of the functions performed.  Pursuant to international law, the most senior 
representatives in these Missions of International Organizations have privileges and 
immunities equivalent to those afforded Diplomatic Agents.  The remainder of the staffs of 
these Missions have only official immunity. 
 
B.   TRAFFIC ENFORCEMENT 
 
Stopping a foreign official and issuing a citation does not constitute an arrest or detention 
and is permissible, although signature of the citation by such an individual may not be 
required.  Accordingly, a deputy should never hesitate to follow normal procedures to 
intervene in a situation involving a traffic violation which he or she has observed even if 
immunity ultimately bars any further action at the scene.  Sobriety tests may be offered in 
accordance with ordinary procedure but may not be required or compelled.  If the deputy 
judges the individual to be intoxicated, the deputy should not permit the individual to continue 
to drive since the primary concern here should be the safety of the public and the intoxicated 
driver.  Under such circumstances a number of options are available:  the deputy could 
summon a friend of the driver, if appropriate, call a taxi, or the deputy could provide 
transportation.  In any event, the deputy involved with the incident should fully document the 
facts of the incident, the identity of the individual, and a written report of the incident should 
be forwarded to the Department of State.  See SOP 3-7.155 for traffic procedures on immune 
officials. 
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C.   IDENTIFICATION OF PERSONS ENTITLED TO PRIVILEGE AND IMMUNITY 
 
The only authoritative identity document providing an accurate indication of the status of the 
holder is the identity card issued by the Department of State, Protocol Office.  There are 
three types of identification cards:  Diplomatic (blue border for Diplomats), Official (green 
border for employees), and Consular (red border for consular personnel).  Identification cards 
contain a photograph of the bearer along with the bearer's name, title, mission, city and state 
or country, date of birth, identification number, expiration date, and a United States 
Department of State seal.  A brief description of the bearer's immunity will be printed on the 
reverse side. While this form of identification is generally to be relied upon, agency personnel 
are nonetheless urged to seek immediate verification as indicated below in connection with 
any traffic or criminal incident or any other case where they have reason to doubt the validity 
of the card.  Additionally, deputies should be alert to the fact that newly arrived members of 
diplomatic and consular staffs may not yet have these official identity documents and should 
be prepared to coordinate with the United States Department of State for verification if 
confronted with such a situation. 
 
D.    PROCEDURE 
 
Should any deputy of this agency have grounds to arrest a person who claims immunity, he 
or she must proceed by coordinating with the State Department of the United States utilizing 
the following procedure: 
 
      1. Whether the case involves an ordinance violation, a misdemeanor or a felony, the 

suspect may be briefly detained until his diplomatic status can be verified.  Extreme 
patience and courtesy are called for in these situations and the use of handcuffs or 
other restraints should be avoided, if possible. 

 
      2. The ranking deputy who is on duty at the time should be notified.  The State 

Department should be contacted as soon as possible so that the individual's status 
can be determined.  This notification to the State Department should be made by the 
ranking deputy. 

 
            The telephone numbers are: 
            (202) 647-1404 Staffs of Diplomatic Missions  
            (202) 647-2412 All Inquiries  
            (202) 647-1664 Members of Consular Posts  
            (202) 647-1406 International Organizations 
            (202) 647-7277 After hours line for all Personnel 
            (212) 415-4131 United Nations Personnel 
            (212) 415-4444 United Nations Personnel (after hours) 
 
      3. If the State Department does not verify the diplomatic status of the suspect, the 

suspect should be processed routinely.  If the suspect's immunity is confirmed, the 
suspect should be handled in accordance with the instructions provided by the State 
Department personnel. 
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SECTION 1 
Policy / Authority  

 
1-1  LAW ENFORCEMENT COMMUNICATIONS POLICY 
The purpose of this policy is to establish procedure for all radio communications, which are in compliance with 
the local, state, and federal laws and with Federal Communications Commission’s rules and regulations.  The 
Forsyth County Sheriff’s Office’s goal is to ensure citizen and deputy safety during the rapid and efficient 
response to law enforcement calls for service by using clear and concise radio transmissions and following 
standardized procedures.  All Forsyth County Sheriff’s Office employees will abide by this policy.  The Forsyth 
County Sheriff’s Office is charged with providing law enforcement protection and services to the citizens of 
Forsyth County; therefore the Sheriff of Forsyth County sets the standards and policies concerning law 
enforcement procedures.  All procedures contained in the Law Enforcement Radio Procedure Policy shall 
comply with all applicable communications standards as established by the Commission on Accreditation for 
Law Enforcement Agencies, Inc.  Forsyth County 911 Center will adopt this document into their Policy and 
Procedure Manual so law enforcement related procedures flow smoothly; preventing conflicting policies which 
could result in delay of law enforcement related 911 calls for service being handled.  Only the Sheriff of Forsyth 
County, or his designee (Law Enforcement & 911 Radio Procedure Committee), is authorized to make 
amendments, revisions or alterations of this document.  If such amendments or revisions are made, 
recommendations will be forwarded to the Law Enforcement & 911 Radio Procedure Committee for review and 
implementation. 
 

1-2   GENERAL CONSIDERATIONS 
1-2.1 Integrity, accuracy and courtesy 

A. Attention to detail, integrity, accuracy, and courtesy are expected of all personnel in official 
communications. 

1-2.2 Interference with official communications 
A. Profanity and discourtesy in official communications are strictly prohibited.  Do not willfully or 

maliciously interfere with any radio communications or signals. 
1-2.3 Watch commander, field supervisor and 911 supervisor responsibility 

A. Field Supervisors/Watch Commanders and 911 Center Supervisors have the responsibility to 
monitor  radio communications of their employees for compliance with this policy. 

 

1-3  AUTHORITY 
1-3.1 Forsyth County Sheriff’s Office employees 

A. Forsyth County Sheriff’s Office deputies/employees work under the authority of the Sheriff of 
Forsyth County.   

B. “Watch Commanders” are FCSO deputies in command of a shift, watch, division, section or unit.  
C. “Field Supervisors” are FCSO deputies charged with supervision of other FCSO deputies on an 

assigned shift or unit. 
D. “Field Units” are FCSO deputies that are assigned to a shift or unit 

1-3.2 Forsyth County 911 Center employees 
A. Forsyth County 911Personnel (Dispatchers and Call Takers) work under the authority of the Director 

of Forsyth County 911 Center in the performance of their duties. 
B. “911 Supervisors” (Communications Officer IV) are supervisory personnel within the Forsyth 

County 911 Center. 
C.  “Dispatchers” (Communications Officer III) are 911 Center personnel assigned to work a radio 

channel or talkgroup. 
D. “Call Takers” (Communications Officer II) are 911 Center personnel assigned to answer phone calls 

for service and initiate phone calls when requested. 



Law Enforcement Radio Procedure Policy 
FCSO Command Staff approved 12-01-09 
Revised 04-26-10 

1 | P a g e  
Section 2 

SECTION 2 
Radios / Procedures 

2-1  USE OF RADIOS 
2-1.1 Deputies making radio contact with other Deputies: 

A. Deputies will not ask a dispatcher to make contact with another employee when both employees 
have radio communications capabilities.  Instead, the deputy will switch their radio to that 
employee’s radio channel and make direct contact.  If deputy does not have radio communications 
capabilities, they may ask the dispatcher to relay necessary information. 

2-1.2 Official Use Only of Radio Channels 
A. Forsyth County Sheriff’s Office main precinct radio Talk Groups (i.e. S Pct, N Pct) are to be used 

for emergency and other official communications; non-essential business related “car to car” 
communications will be conducted on the Tac channels (i.e. S Tac, N Tac) in plain language.  Do not 
use radio channels to conduct personal business. 

B. Other county Forsyth County radio channels can be used by FCSO personnel as directed 
1. I.e. -County 1, Fire Department, CPD, Roads and Bridges, etc. 

2-1.3 Unit number and dispatcher identity 
A. Deputies MUST always identify themselves by their assigned unit number or badge number when 

generating radio traffic on any radio channel. 
B. When the deputy raises the dispatcher or another unit, the deputy will state their unit number first 

and then the person they are trying to reach. (i.e. “702 to radio” or “702 to 1210”) 
C. When a field unit is being called on the radio, the field unit will answer with their unit number to let 

the caller know he/she has reached the right unit.  Once conversation has been established by using 
radio numbers, it is NOT necessary to use radio numbers for every radio transmission.  

D. When deputies call a dispatcher on the radio, the dispatcher will answer the deputy with the deputy’s 
unit number to let the deputy know it is their turn to talk. 

E. Dispatchers will be identified by the name “Radio” regardless of which radio channel or talk group 
they are using. 

F. If Forsyth County 911 or FCSO field units contact another agency via radio on that agency’s radio 
channel or frequency, they must identify themselves as “Forsyth County  911” or “Forsyth County 
S.O. (unit#)”. 

2-1.4 Portable and Mobile Radio I.D. assignments/Alias 
A. The Forsyth County, Radio Systems and Mobile Data Manager is responsible for programming 

portable and mobile radios and maintaining radio serial numbers, identification numbers and “radio 
alias” information. 

B. Each FCSO portable and mobile radio will display a “radio alias” at the dispatcher’s console when 
field units key up their microphone. 

C. Portable radios will display the field units last name and first (or first and second) initial.  Mobile 
radios will display the FCSO vehicle number, with the preffix of “SO” (i.e. “SO276 “ = Sheriff’s 
Office, Vehicle# 276) 

D. When emergency buttons are activated, the same information is displayed (see section 7-5) 
2-1.5 Off-duty use of radios. 

A. Deputies will use their badge number for all transmissions when they are off duty. 
2-1.6 Listen before transmitting.  

A. Never key a radio without first listening to see if someone else is talking or the “Channel Marker” 
has been activated indicating a “10-3” situation. 
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2-1.7 Courtesy: 

A. Deputies and dispatchers should strive to be impersonal.  Voice inflections should convey a calm, 
competent, decisive voice tone. 

B. Deputies and dispatchers should avoid jargon or slang and should use proper call types. (i.e. “crotch 
rocket”, “stop and rob”, etc.) 

C. Deputies and dispatchers should assume gratitude and refrain from using such words unless deemed 
necessary. 

2-1.8 Clipping radio traffic 
A. Failure to depress the transmit button before beginning the radio transmission or releasing the 

transmit button before completing the radio transmission will result in “clipping” radio traffic.     
B. Dispatchers do not have to un-key their radio to prevent the radio from “timing out”. 

2-1.9 Acknowledgement: 
A. The dispatcher should always acknowledge a unit.  If the transmission is understood, 

acknowledgment should be “(unit #), “Clear” or “Received” (i.e. “702, clear”).   
1. There are 3 (three) Unit Statuses that dispatchers should echo to acknowledge a field unit’s status 

when pertaining to a field unit on calls for service.  They are: 
a. Enroute 
b. On-scene 
c. In-service 
 i.e. “702 to radio On-Scene on accident with entrapments (dispatcher will reply) “702 On-

Scene 
B. If the transmission is not understood due to technical problems (static), acknowledgement should be 

“Radio to last unit repeat transmission, (then reason)” 
C. If partial transmission is not understood, acknowledgement should be a request to repeat information 

needed. 
EXAMPLES: 

“(Unit #), repeat the tag # only. 
  “(Unit #), repeat cross street with Peachtree Pky 

“(Unit #), repeat business name. 
D. As previously stated, each time a portable or mobile radio transmits from the field, the deputy’s last 

name, (or first or second initial) (portable radios) or the vehicle number (mobile radios) for that radio 
appears in the radio channel’s ICON display at the dispatcher’s console.  The deputy’s name or 
vehicle number should be used as a resource in determining the identity of a deputy whose 
transmission was not understood.  A list of radio identification assignments should be maintained at 
each dispatch position to ensure quick identification of units for unreadable traffic or emergency 
button activations. 

2-1.10  Switching between Precinct Radio Channels 
A. FCSO units travel throughout Forsyth County constantly.  When these field units cross precinct 

boundaries, the field unit must switch their radios to the precinct radio channel they are physically 
within. 

B. When field units are about to cross precinct boundaries, field units will advise the current dispatcher 
by radio they (field unit) are switching to the opposing precinct radio channel 
1. i.e. (while on the South Precinct radio channel) “702 to radio, switching to North Precinct” 

C. The dispatcher will acknowledge by stating the unit# and “Clear or Received” 
D. Once the field unit crosses into the new precinct boundary, the field unit will switch their radios to 

the new precinct’s radio channel, listen before transmitting to make sure the radio channel is clear to 
transmit on, then advise the new precinct dispatcher they are on the precinct radio channel. 
1. i.e. (while on North Pct radio channel) “702 to radio, In-Service on North Precinct”. 

E. The EXCEPTION to this section is during pursuits, as stated in Section 8 of this manual, pursuits 
will remain on the initiating precinct radio channel the entire duration of the pursuit. 
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2-1.11 “Parrot Phrasing” or “Echoing” (repeating radio traffic):  

A. Dispatchers “Parrot Phrasing” or “Echoing” NON–SERIOUS radio traffic is NOT ACCEPTABLE 
UNLESS ATTEMPTING TO VERIFY RADIO COMMUNICATIONS THAT WAS 
UNREADABLE.   

2-1.12  Repeating radio traffic pertaining to critical situations/deputy safety 
A. Although “Parrot Phrasing” and “Echoing” are not acceptable, certain radio traffic should be 

repeated by the dispatcher pertaining to critical situations and/or deputy safety. 
B. Dispatchers may repeat radio traffic they (dispatcher) feels is important for other units at their 

(dispatcher) discretion. 
1. i.e. “702 to radio, shots fired” (dispatcher would reply) “radio clear, 702 shots fired” 

2-1.13  “Time Stamping” 
A. Dispatchers stating the time at the end of any transmission is no longer needed.  

2-1.14 Use of exciting words  
A. Use of words to “excite” or give the perception for call to be upgraded should be avoided.  

Dispatchers should only state the facts the caller/complainant advises the call taker. 
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SECTION 3 
“Plain Talk” Call Types / Unit Status /  

Unit Numbers 
 

3-1  Call Types, Unit Status, Phonetic Alphabet 
3-1.1 Use of “Plain Talk” / Unit Status / Phonetic Alphabet  

A. Deputies and dispatchers should use only the call types, deputy safety signals and phonetic alphabet 
in this guide.   

B. FCSO utilizes “Plain Talk” during all radio transmission with the exception of deputy safety signals, 
welfare checks and call disposition codes. 

C. If users encounter a situation not described by these call types, or if transmission of additional 
information is necessary, use language that is clear and concise. 

3-1.2 Use of non-approved Call Types and alphabet prohibited 
A. Call Types and phonetic alphabet letters adopted by policy should be used.  

3-1.3 Multi-Agency or Mutual Aid events 
A. If FCSO or Forsyth County 911 Center personnel are involved in any multi-agency or mutual aid 

event, ALL personnel WILL ALWAYS USE plain language for all radio transmissions. 
3-1.4 FCSO Call Types / Deputy Safety Signals / Unit Status:  

A. See “Attachment A”
3-1.5 Just Occurred or In Progress suffix to prioritize Call Types 

A. For CAD and MDT purposes, some call types will require a suffix to upgrade or downgrade the 
priority of the call.  This will expedite the process in call handling for dispatchers and field units. 

B. “In-Progress” calls for service call types will have the suffix of “IP” 
1. “In-Progress” calls for service are situations STILL IN PROGRESS at the time the call is 

received. 
C.  “Just Occurred” calls for service call types will have the suffix of “JO” 

1. “Just Occurred” is a situation that occurred just prior to the call being received. 
3-1.6  The following is a listing of FCSO “Plain Talk” 10-Codes: 

A. See “Attachment A”
3-1.6    The following is a listing of FCSO Disposition Codes 

A. See “Attachment A”
3-1.7 FCSO recognizes the International Phonetic Alphabet 

A. The purpose of using the phonetic alphabet is for clarity over the radio. Often times a "B" can sound 
like a "D", or "M" can sound like an "N" over the air. When calling in license plates or spelling 
names over the air, the phonetic alphabet should be used. 
1.  Example: License AMX-123 would be pronounced, A alpha, M mike, X x-ray, 123. 

B. International Phonetic Alphabet 
1. See “Attachment A” 

3-2  FCSO RADIO / BADGE NUMBERS 
3-2.1 Responsibility to assign FCSO Radio Numbers 

A. It is the responsibility of the Forsyth County Sheriff’s Office, Sheriff’s Adjutant or designee to 
assign FCSO radio numbers. The Sheriff’s Adjutant or designee is responsible for proving Forsyth 
County 911 with revisions. 

3-2.2 FCSO Radio Unit Numbers 
A. See “Attachment B” 

3-2.3 FCSO Badge Numbers 
A. The FCSO Supply Unit is responsible for maintaining the FCSO badge number list. 
B. See “Attachment C”
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SECTION 4 
Dispatching Calls 

 

4-1  Dispatch Procedures 
4-1.1 Dispatching Calls 

A. Call Takers will screen incoming requests for service and determine the appropriate Call Type for 
each request as stated in the “Forsyth County Sheriff’s Office Call Taking Guide”. 

B. Prior to dispatch the dispatcher should quickly review the text of the call to check for doubtful 
words, names, or locations and arrange all information in logical sequence and complete detail.  All 
transmissions should be brief and to the point, using approved procedures, Call Types and codes.  
The dispatcher should take special care to speak clearly and precisely.  The dispatcher should keep 
his or her  voice level and constant. 
1. Field units should allow ample time for dispatchers to read/summarize the call prior to dispatch. 

C. The dispatcher will raise the field unit and provide the call type (i.e. “Radio to 702, copy auto 
accident with entrapments).   

D. The field unit will respond with the assigned unit number  
E. The dispatcher will repeat the field unit number and proceed with the dispatch  

1. Responding units will be given the primary call type, the location, officer safety information (i.e. 
person armed with a handgun) and any roadway obstruction information on each dispatch.  (i.e. 
“Radio to 702 auto accident with injury/entrapment, Peachtree Pky&McGinnis Ferry Rd, 
overturned vehicle with entrapments, vehicles are a road hazard”).  

2. There is NO reason for the dispatcher to advise on information that does NOT exist (i.e. 
“negative smoke, negative flames, negative fluids”).  This is unnecessary radio traffic, stating 
facts of the call are all that is required. 

F. Field units will not request additional or repeated information unless absolutely necessary. 
G. If the field unit fails to respond, the dispatcher will call the field unit again.  If the field unit does not 

respond after three calls by the dispatcher, the dispatcher will notify that field unit’s supervisor that 
the field unit did not acknowledge the attempts to contact that field unit.  It is then the responsibility 
of the field supervisor to contact the field unit being called or have the dispatcher reassign the call to 
another field unit. 

H. At the end of the dispatch, the field unit will state unit#, enroute, call type and location 
1. (i.e. 702, enroute, audible alarm at 123 Main Street) 
2. The MDT laptop is a resource for deputies to obtain more information on a call if needed.   

I. Once the deputy acknowledges the call, the dispatcher will show the deputy enroute to the call in the 
CAD and state “(unit#) enroute” 
1. i.e. “702 enroute” (dispatcher will reply) “702 enroute” 

4-1.2 Post Dispatch Rules 
A. Post dispatch is the period after initial dispatch of the call but before the first unit arrives on the 

scene. 
B. The dispatcher must relay deputy safety/pertinent  additional information received from the caller(s) 

to the responding unit(s). 
C. The dispatcher must ensure that additional information received from one or more of the responding 

units are relayed to other responding units. 
D. If a unit advises they need additional information, the dispatcher, or call taker, must attempt to re-

contact the complainant for the information. 
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4-1.3 Reassignment of Calls 

A. All calls must be handled as assigned.  The field supervisor is responsible for approving any 
changes after a call is dispatched. 

4-1.4 Back-Up Units at time of dispatch 
A. Some calls require a back-up unit to be sent at the time of the original dispatch to ensure field unit 

safety.   
B. Those Call Types are identified on the list of call types at the end of the manual (Attachment “A”) 
C. The need for additional backup units will be determined by the field supervisor based on all 

available information. 
D. When the call is dispatched to a primary unit, the field supervisor will assign backup. 
E. The first deputy on the scene of the call will advise the dispatcher as soon as possible, the need for 

additional unit(s).   
1. Additional units will be requested or cancelled at that time.   

E. Dispatcher cancelling or downgrading other responding units MUST BE relayed to the responding 
back-up units immediately to help prevent responders from possibly being involved in automobile 
crashes due to the emergency response. 

4-1.5 Scene Arrivals 
A. When deputies arrive at the scene, they will notify the dispatcher by providing their assigned unit 

number, the words “On-Scene” and the Call Type (i.e. “702 to Radio On-Scene on the auto 
accident”).   

B. The dispatcher will acknowledge by repeating the unit number and stating “On-Scene”.   
1. “702 On-Scene on the Auto Accident” (dispatcher will reply) “702 On-Scene”. 

C. The dispatcher is responsible for putting the deputy on the scene in the CAD 
1.  Deputies should not use the MDT to put their self “On-Scene”.   

4-1.6 Field Supervisor Awareness of Calls 
A. Field supervisors will notify the dispatcher of their awareness of Priority 1 and some Priority 2 calls 

(see Call Type list, Attachment “A”, at end of this document indicating which Call Types must be 
acknowledged by a Field Supervisor) by stating they are “Clear” as soon as the primary unit 
indicates they are enroute to the call. 

B. If the supervisor is responding to the call as back-up, he/she will advise the dispatcher he/she is 
“Clear and enroute.” (i.e. “3111 clear on the domestic dispute, I am enroute”)  

C. If the field supervisor fails to acknowledge the Priority 1 or Priority 2 call, the dispatcher should 
make the field supervisor aware.  If the field supervisor is not able to be raised, the dispatcher should 
contact the watch commander. 

4-1.7 Situation Under Control 
A. It is imperative that field units advise via radio when a situation is “under control” AS SOON AS 

POSSIBLE. 
B. Upon receipt of a “Situation Under Control” the dispatcher WILL immediately announce “Radio to 

all units enroute to the (call type) at (partial location), (unit number) is advising situation under 
control” 
1. i.e. “Radio to all units enroute to the Pursuit on Main St, 702 is advising Situation Under 

Control” 
C. Dispatchers must ensure all other responding units clear on the Situation Under Control status. 

1. Failure for other responding units to clear on a “Situation Under Control” could result in a 
continued emergency (lights/siren) response, placing the deputy and citizens at risk. 

4-1.8 In Service from Calls for Service 
A. When deputies complete a call, they will notify the Dispatcher by stating their unit number and 

advising they are In-Service and disposition code (i.e. “702, In-Service, Code 9”). 
B. The Dispatcher will acknowledge the transmission by repeating the unit number and stating “In-

Service” 
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4-1.9 Precinct Desk Deputy 
A. After a call is dispatched, field supervisors may have the call reassigned to the precinct desk deputy. 

 
 

4-2 CALLS FOR SERVICE ON PRECINCT BOUNDARIES 
4-2.1 Calls on precinct boundaries 

A. Calls on Canton Hwy (SR 20): 
1.  Calls on Canton Hwy, any location with a Canton Hwy street address will be the responsibility 

of the South Precinct. 
2. Streets and street addresses on the north side of Canton Hwy (non Canton Hwy addresses) are 

the responsibility of the North Precinct. 
B. Calls on Bald Ridge Marina Rd: 

1. Call on Bald Ridge Marina Rd or ANY road that is accessible from Bald Ridge Marina Rd will 
be the responsibility of the South Precinct. 

C. Calls on GA 400: 
1. The precinct boundary on GA 400 is the Bald Ridge Marina Rd overpass. 
2. Calls south of Bald Ridge Marina Rd overpass are the responsibility of South Precinct 
3. Calls north of Bald Ridge Marina Rd overpass are the responsibility of North Precinct. 

4-2.2 Priority 1 calls  
A. Dispatchers will sound Alert Tones and will “simulcast” the following calls on BOTH FCSO 

precinct and City of Cumming Police Department radio channels : 
1. DEPUTY NEEDS HELP (SIGNAL 63) 
2. PURSUIT 
3. ARMED ROBBERY IN-PROGRESS 
4. ARMED ROBBERY JUST OCCURRED  
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SECTION 5 

Deputy Initiated Activity 
 

5-1 DEPUTY INITIATED CALLS VIA USE OF RADIO 
5-1.1 Vehicle Stops 

A. All traffic stops must be given verbally over the radio.  Deputies can NOT self initiate the stop on 
their MDT. 

B. When deputies initiate a traffic stop,  they will provide their unit number 
  and “Traffic Stop” (i.e. “702 to Radio, Traffic Stop”) 

C. The Dispatcher will acknowledge the transmission by repeating the unit number.  Deputies must 
wait for the Dispatcher to acknowledge them before broadcasting the details of the traffic stop. 

D. For all traffic stops, deputies will provide information in the following order:   
1. Location 
2. Tag (give 2 times, once with phonetic alphabet then 2nd time without phonetic alphabet) 
3. Vehicle Description 
4. Any additional information. (i.e. multiple occupants, etc.) 

E. The Dispatcher will acknowledge the deputies traffic stop by repeating the unit number and repeat 
the traffic stop location. 

F. If the deputy fails to provide a tag number, vehicle description, cross street and or street numbers, or 
business name at the initial vehicle stop notification, it is the responsibility of the dispatcher to ask 
for this information.   

G. Deputies must respond to any requests by the dispatcher to confirm information if needed. 
5-1.2 Deputy Initiated Calls for Service  

A. When a deputy initiates a call for service of any kind (other than business checks, subdivision 
checks, area checks, public relations events or part time jobs) the deputy must do so verbally by 
radio.  
1. Examples: 

Suspicious Persons  Animal Control Calls  Warrant Service 
Suspicious Vehicles  Ordinance Violations  Transports 
Accidents   Medical Calls 
Flag downs   Civil Paper 

B. The deputy will use their assigned radio number and raise the dispatcher advising the dispatcher to 
copy a call 
1.  (i.e. 702 to radio, copy Suspicious Vehicle). 

C. The dispatcher will reply with the unit number (i.e. “702”).   
D. The deputy will then repeat their assigned radio number and advise the location, descriptions and 

any other pertinent information related to the incident. 
1. i.e. “702 to radio, Suspicious Vehicl at Forsyth Central High School on Tribble Gap Rd, GA tag 

ABC123, will be a black Buick, 1 occupant.”   
E. The dispatcher will acknowledge with the unit number and repeat the incident location.   
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5-2 DEPUTY SELF INTITIATED CALLS VIA USE OF MDT 
5-2.1 Calls permitted to be “Self Initiated” via MDT by deputies 

A. The following calls are the ONLY calls permitted to be “self initiated” via MDT by a deputy: 
1. Part Time Jobs (Signal 90) 
2. Subdivision Checks (Signal 94) 
3. Business Checks (Signal 85) 
4. Area Checks (Signal 27) 
5. Public Relations Events (Signal PR) 

5-2.2 Part Time Jobs 
A. Deputies working a part time traffic or security detail that are utilizing a departmental vehicle 

equipped with a MDT Laptop will “self initiate” themselves on a call using their badge number 
(logged on to MDT with their badge number instead of their radio number) on a Part Time Job 
(Signal 90). 

B. Deputies will type in the exact street address in the location field.   
C. Deputies will type in the remarks field the business name and the expected end time of the off duty 

job (i.e. South Forsyth High until 2200hrs).   
D. If the deputy does not have a MDT Laptop, the MDT is NOT working properly or they are not using 

a departmental vehicle, the deputy will advise the dispatcher via radio of their assignment using their 
badge number, along with their location and duration of the off-duty assignment.  

E. It is very important for deputies working part time job details to go In-Service via MDT or radio.  If 
deputies haven’t gone in-service within 30 minutes of the end of shift time as previously advised via 
MDT or radio, the dispatcher will attempt to contact the deputy via MDT or radio.  If no contact is 
made, the dispatcher will contact the on-duty field supervisor. 

5-2.3 Subdivision, Business, Area Checks and Public Relations Events 
A. Subdivision, business and area checks self initiated via MDT Laptops do not have to be called in 

over the radio unless there are deputy safety issues or other concerns. 
B. Deputies will “self initiate” themselves on Business Checks (Signal 85), Subdivision Checks 

(Signal 94), Area Checks (Signal 27) or Public Relations Events (Signal PR) via their MDT laptop 
C. Deputies will enter the street address or subdivision name in the location field, then putting the 

business name and any other pertinent information into the comments section.   
D. Dispatchers will check on deputies that have self initiated themselves on Residence, Business or 

Area checks within 10 minutes from the time the deputy initiates the call.  Deputies may alter the 
amount of time for welfare checks based on Section 7-1.3.  

E. If the deputy does not have a MDT Laptop or the MDT laptop is NOT functioning properly, the 
deputy will advise the dispatcher via radio of the Residence or Business Check via radio. 

5-2.4 Welfare checks while on MDT “self initiated” calls 
A. Dispatchers will conduct welfare checks (signal 35) on deputies who self initiate themselves on 

subdivision, area and business checks after 10 minutes.  This time has been pre-programmed into the 
CAD. 

B. After the first welfare check by the dispatcher, the field unit may cancel their welfare checks or 
extend the amount of time between welfare checks. 

C. Field units indicating in the narrative of the self initiated call that they (field unit) wish to cancel 
welfare checks will NOT be recognized by the dispatcher.   

5-2.5 Availability for calls while on self initiated calls 
A. On-Duty field units are available to be dispatched to calls while they are on self initiated calls. 
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5-2.6 Deputy Self Clearing, “Self Initiated Calls” via MDT 

A. Deputies should “self clear” themselves from self initiated Business Checks (Signal 85), Subdivision 
Checks (Signal 94), Area Checks (Signal 27), PR Events (Signal PR) or Part-Time Jobs (Signal 90) 
by using the STAUS button and selecting “Clear Call”. 

B. Verbally telling the dispatcher is not necessary unless the deputy does not have an MDT laptop or 
the MDT laptop is not functioning properly. 

C. Dispatchers and/or dispatch supervisors should monitor self cleared calls and clear them from the 
CAD often. 

5-2.7 MDT “Status” for NON Call Locations 
A. This procedure is important so dispatchers and field supervisors can track where field units are in 

case the deputy walks into a critical situation (i.e. armed robbery, fight, etc.) or the deputy activates 
his/her emergency button. 

B. Each time a deputy that utilizes a marked patrol car exits their vehicle for a NON CALL FOR 
SERVICE reasons (i.e. getting a drink, using restroom, out at the precinct, etc.) will use the 
“STATUS” button on their in-car MDT, selecting the “out of car” status and typing in their location. 

C. If the MDT is not working or they have contact with the public (i.e. flag downs), the deputy will 
advise the dispatcher of their location and status over the radio.   

D. While answering calls for service, deputies and dispatchers will follow procedures outlined in 
section 5-1 of this manual. 

E. When the deputy returns to their patrol vehicle from a NON CALL FOR SERVICE reason, they 
should change their status to “In Car”.   
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SECTION 6 
Call Priorities / Alert Tones / Pending Calls 

 
6-1  CALL PRIORITIES  

6-1.1 Call priorities are determined by the Call Type chosen to describe an event. 
A. Call Takers will assign Call Types to events according the information the caller provides 

based on the call questions from the “Forsyth County CAD Questions Guide”.  These questions 
are programmed into the CAD system, prompting call takers to ask the questions. 

B. Field supervisors have the authority and responsibility to change the response mode of 
any call due to existing conditions and manpower.  

6-1.2 Priority 1 Calls for service: 
A. Require immediate dispatch to the beat car and field supervisor. 
B. Certain Priority 1 Calls will be preceded by a short alert tone and will be dispatched 

immediately upon receipt in the 911 Center. 
1. See Attachment “A” for call types that require an Alert Tone. 

C. If a “non-assigned unit” (i.e. Special Operations Division Unit) is responding to a Priority 1 
call, that deputy will advise the dispatcher of their assigned unit number and that they are 
responding. 

D. Field units will NOT constantly asks the dispatcher for updates; dispatchers and call takers will 
be extremely busy trying to obtain the needed information.   

E. Dispatchers MUST relay Priority 1 Call information to field units immediately upon receipt of 
the information. 

6-1.3 Priority 2 Calls for Service: 
A. Require an immediate dispatch to the beat car. 
B. If the beat car is not available, the dispatcher will notify the field supervisor responsible for 

that area and will advise the field supervisor the Call Type (Signal) and beat that the call is 
located in  
1. i.e. “Radio to 1213, holding Domestic Dispute in 92 beat”.  

C. If the supervisor does not have immediate access to his/her MDT Laptop, he/she may request 
more information via the radio if needed.  

D. Describing the entire call that is pending is not necessary since the implementation of the 
MDT Laptop unless the supervisor request more information. 

6-1.4 Priority 3 Calls for Service: 
A. Require a routine response and may be held until the beat car or beat partner are in service.   
B. Field Supervisors will be notified of a call that is pending within 10 minutes of receipt of 

the call.  
C. The dispatcher will make a notation in the CAD system indicating the Field Supervisor was 

notified.   
D. Dispatchers will assign a “PND__” unit number to the call to enable 911 Center Personnel to 

track accurate times. 
6-1.5 Pending Calls 

A.  When calls have been approved to hold per a field supervisor, the dispatcher will assign a 
“PND__” unit number to the call. 

B. If the call has not been assigned to a beat unit within 10 minutes, the dispatcher will re-advise 
the field supervisor.  This will continue until the call has been dispatched. 
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6-2   IN-PROGRESS OR JUST OCCURRED CALLS 
6-2.1 “In-Progress” Calls and “Just Occurred” Calls  

A. “In-progress” calls are incidents actually occurring at the time the caller is calling. 
B.  “Just Occurred” calls are calls that occurred just prior to the call taker receiving the call.  
C. The dispatcher must broadcast in-progress or just occurred calls as quickly as possible and 

should not delay broadcast while attempting to obtain a full and complete description. 
D. A brief description, if available, should be broadcast at time of dispatch. 
E. As further information is obtained, the dispatcher will relay said information to affected units. 
F. If multiple field units are responding, the dispatcher will state “All units responding to 

(location), (and advise update).  The primary field unit and field supervisor will acknowledge 
the updates. 

G. In the event that the beat unit is NOT available, the field supervisor will be called and the in-
progress or just occurred call will be dispatched to him/her. 

H.  If the field supervisor(s) are busy or can NOT be contacted, the dispatcher will notify the 
Watch Commander.   

I. All pertinent information will be verbally dispatched as it is received.  The field supervisor 
should clear on the call and direct the response and other units as needed. 

J. Field supervisors will clear on all in-progress calls and just occurred calls.  If the field 
supervisor does not clear on the in-progress or just occurred call, the dispatcher should obtain 
clearance from the field supervisor and make them aware of the call. 

 
6-3   ALERT TONES 

6-3.1 Use of Alert Tones 
A. An alert tone is an electronic tone that is controlled by the dispatcher.  
B. The alert tone should be used to distinguish emergency traffic or calls from routine traffic or 

calls. 
6-3.2 The following Call Types will be preceded by an Alert Tone and simulcast on multiple 

radio channels: 
A. Dispatchers will sound Alert Tones and “simulcast” the following calls on BOTH FCSO 

precinct channels and the City of Cumming Police Department radio channels. 
1. DEPUTY NEEDS HELP (SIGNAL 63) 
2. PURSUIT 
3. ARMED ROBBERY IN-PROGRESS 
4. ARMED ROBBERY JUST OCCURRED 
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SECTION 7 
Welfare Checks and Deputy Safety 

 
7-1 DEPUTY WELFARE 
7-1.1 Welfare Checks on Deputies (Signal 35) 

A. The dispatcher is responsible for checking “Signal 35” status of deputies while they are on calls. 
B. Dispatchers will check the welfare of field units based on call priority and the signal of the call.  The 

CAD will have pre-set times for timers (see Attachment A for Welfare Timer times). 
1. The CAD system should be programmed accordingly by the 911 CAD Manager to set timers 

based on the recommended times.   
7-1.2 Cancellation / Continuance of Welfare Checks 

A. Field units will make an assessment upon scene arrival and determine if he or she needs to continue 
or cancel welfare checks. 
1. Field units can advise the dispatcher to “Cancel 35s”. 
2. Field units can advise the dispatcher to lengthen their welfare check time. 
3. Field units may reinstate welfare checks if needed at their discretion. 

B. If the deputy wants to continue their welfare checks while on a call, when the dispatcher checks 
signal 35 status, the deputy will state their unit number and “code 4”  
1. i.e. “702 Code 4”. 

C. A deputy stating they are “Code 4” will let the dispatcher know to continue checking on the deputy 
based on the pre-set time of the Call Priority and call type the deputy is assigned to.   

7-1.3 Unable to contact Deputy on Welfare Check 
A. If the dispatcher is unable to contact a deputy by radio after three attempts to check Signal 35 status, 

the dispatcher will sound 1 alert tone and 10-3, 10-33 the channel and activate the Channel Marker. 
B. The deputy’s supervisor will be contacted and advised of the deputy’s failure to respond to Signal 35 

status.  
C. The field supervisor is responsible for assigning other units to respond to the deputy failing to answer 

the Signal 35.   
D. At the discretion of the field supervisor, the field supervisor may have the dispatcher attempt to 

contact the location or complainant phone to attempt to make verbal contact with the deputy in 
question to obtain Signal 35 status.   The field unit needs to tell the dispatcher he/she is “Code 4”, in 
order for the dispatcher to confirm and relay the field unit is OK.   

E. If the dispatcher RECEIVES THE “CODE 4” RESPONSE, the dispatcher will relay this information 
to the field supervisor and other responding back-up deputies immediately. 

F. The dispatcher can then 10-39 the channel and deactivate the Channel Marker.   
G. If the deputy failing to answer the Signal 35 status, other deputies or callers advise the deputy in 

question NEEDS HELP, follow the “DEPUTY NEEDS HELP” radio procedure (section 7-3). 
H. The dispatcher must log all “Signal 35” checks in the CAD system. 
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7-2 CODE 11 (Deputy requesting back-up) 
7-2.1   “CODE 11” request from Deputy 

A. Deputies will request “Code 11” (request backup) when the deputy needs a back-up unit dispatched 
to him/her on ANY call type. 

7-2.2 Dispatcher acknowledgement of Code 11 Request 
A. The dispatcher will acknowledge the “Code 11” request and then immediately broadcast “Radio to 

ANY unit in the area of (location of deputy), (unit#) is requesting Code 11”.  THE DISPATCHER 
MUST ENSURE THE FIELD SUPERVISOR IS CLEAR ON THE CODE 11 REQUEST. 
1. i.e. “Radio to ANY unit in the area of Keith Bridge Rd and Jot em Down Rd, Unit 702 is 

requesting Code 11”. 
B. The dispatcher will log in the CAD the Code 11 request and log the responding back-up units to the 

call in the CAD. 
7-2.3 Deputies response to Code 11 Request 

A. Responding back-up units are to assume the back-up response mode is NON-emergency (Priority 2 
response) unless the deputy requesting the Code 11 advises he/she needs the back-up “10-18” or the 
field supervisor instructs the responding back-up unit(s) to respond emergency (Priority 1). 

B. Responding back-up units and field supervisors will assume only 1 (one) back-up unit is needed 
unless the deputy requesting Code 11 advises he/she needs more than 1 (one) or the field supervisor 
advises more than 1 responding back-up unit should be enroute. 

7-2.4 Code 11 Under Control (10-25) 
A. If the deputy requesting “Code 11” advises the situation is under control and units can either “10-25” 

or slow their response, the dispatcher must sound 1 (one) Alert Tone and  ensure that the responding 
back-up units are clear on the cancellation or “downgrading” of the response.   
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7-3 DEPUTY NEEDS HELP / DEPUTY DOWN (Signal 63) 
7-3.1 This call type is the HIGHEST PRIORITY CALL in Law Enforcement. 

A. DEPUTY NEEDS HELP calls (Signal 63) can be initiated by ANYONE.  This includes the deputy 
needing the help, other field units, dispatchers or citizens.   

B. “Citizens” may contact the 911 Center by telephone or may use the deputy’s portable or mobile 
radio to call for help for a downed deputy.   
1. Dispatchers will NEVER delay in sending HELP immediately when a citizen or unknown caller 

indicates a deputy needs help.  Trying to verify who the caller is and the validity of the call can 
be dealt with after the help call has been handled.  

2. Sending help is the primary concern. 
C. Field units may initiate a Deputy Needs Help call by activating their Emergency Button on their 

portable or mobile radio (see Emergency Button Activation section on how the radios and consoles 
operate during an activation, section 7-5) 

D. Deputy Needs Help calls are situations where ANY Law Enforcement Officer is in extreme danger 
of bodily harm or peril and BACK-UP FROM ANY AVAILABLE SOURCE IS NEEDED.   

E. Although Deputy Needs Help calls do not occur that often, review of this procedure in critical to be 
able to REACT PROPERLY during an actual situation.    

7-3.2 911 Center Personnel responsibilities when DEPUTY NEEDS HELP call has been received. 
A. The dispatcher WILL IMMEDIATELY: 

1. Multi-select the following FCSO and Cumming PD radio channels on the dispatch console:  
NORTH PCT  SOUTH TAC 
NORTH TAC  COURT 
SOUTH PCT  CMGPD 

2. It is strongly recommended these radio channels are pre-programmed on the console on the 
multi-select tab to enable this procedure to be done in seconds. 

3. If this is NOT possible, the dispatch supervisor will be responsible for broadcasting the 
DEPUTY NEEDS HELP call on the aforementioned unaffected radio channels. 

B. The dispatcher will sound 2 (two) alert tones, then broadcast “RADIO TO ALL UNITS, SIGNAL 
63, AT (location, to include cross street/subdivision/and any other pertinent location information), 
REFERENCE (unit#) (nature of call if known).   
1. i.e. “Radio to ALL units, Signal 63 at 123 Main Street, reference Unit 123 signal 50” 

C. The dispatcher will then reselect the affected radio channel only and advise “10-3 / 10-33 Status” 
and activate the Channel Marker on the affected precinct radio channel.  

D. The dispatcher will advise all units to switch to the alternate radio channel (N Tac, S, Tac) 
1. MOVING ALL OTHER “NON-INVOLVED” FIELD UNITS TO AN ALTERNATE 

RADIO CHANNEL IS CRITICAL.   
2. ONLY THE FIELD UNIT NEEDING HELP, THE FIELD SUPERVISOR/WATCH 

COMMANDER AND THE DISPATCHER WILL BE ALLOWED TO TALK ON THE 
AFFECTED RADIO CHANNEL DURING A SIGNAL 63 SITUATION. 

3. This keeps the affected radio channel open for the deputy needing help.   
E. 911 personnel will send a MDT message to all users indicating the following: 

1. “SIGNAL 63 AT (location, to include cross street/subdivision/and any other pertinent location 
information) REFERNCE (unit#) AND (nature of call if known). 

F. The Dispatchers will notify the dispatch supervisor immediately. 
1. The dispatch supervisor is responsible for assigning someone to monitor the alternate radio 

channel. 
G. Dispatchers will log a “63 status” to the call the deputy is currently on and log all radio traffic and 

units to the call in the CAD. 
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H. Dispatchers will NOT conduct welfare checks (Signal 35) on a deputy that has initiated a SIGNAL 
63.  It is clear/understood the deputy is NOT ok and DOES need assistance.  The field supervisor 
and/or watch commander is responsible for soliciting more information from the deputy and 
coordinating a proper response. 

I. Dispatchers will immediately dispatch a Fire Engine and Med Unit EMERGENCY to the 
deputy that needs help.   
1. Fire and EMS units WILL BE advised of the scene status (safe or unsafe).   
2. It is IMPERATIVE for dispatchers to relay any injury/medical 

information to Fire and EMS responders.   
3. This procedure will significantly decrease the response time for medical care in the event a 

deputy or civilian is injured.   
7-3.3 Field supervisor/watch commander responsibilities 

A. Field supervisors and watch commanders are responsible for assigning units to respond to the deputy 
needing help.   

B. Assignment of deputies to respond should NOT be conducted on the affected radio channel during a 
Signal 63. 

C. This will allow the affected radio channel to remain open for the deputy that needs help.   
7-3.4 Once field units have advised to “10-25” any other responding back-up units to the Signal 63 

A. The field supervisor or watch commander is responsible for advising the dispatcher when the 
DEPUTY NEEDS HELP Call is under control and to “10-25” further responding units. 

B. Once told to “10-25” responding units, the dispatcher WILL IMMEDIATELY: 
1. Multi-select the following FCSO and Cumming PD radio channels on the dispatch console:  

NORTH PCT  SOUTH TAC 
NORTH TAC  COURT 
SOUTH PCT  CMGPD 

2. It is strongly recommended these radio channels are pre-programmed on the console on the 
multi-select tab to enable this procedure to be done in seconds. 

3. If this is NOT possible, the dispatch supervisor will be responsible for broadcasting the “10-25” 
on the unaffected radio channels. 

C. The dispatcher will sound 1 (one) alert tone, then broadcast “RADIO TO ALL UNITS, 10-25 
YOUR RESPONSE TO THE SIGNAL 63 per (requestor) SITUATION IS UNDER 
CONTROL, (repeat)  RADIO TO ALL UNITS, 10-25 YOUR RESPONSE TO THE SIGNAL 
63 per (requestor) SITUATION IS UNDER CONTROL”. 

D. The dispatcher will then reselect the affected radio channel only. 
E. Field units or field supervisors are responsible for advising the dispatcher to place the affected radio 

channel back in a “10-39” status at their discretion.   
F. When advised to do so, the dispatcher will then broadcast a “10-39” status on the affected radio 

channel and deactivate the Channel Marker.   
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7-4 EMERGENCY RADIO TRAFFIC (10-3) 
7-4.1 Emergency Radio Traffic / 10-3, 10-33 Status 

A. “10-3” means stop transmitting on the radio channel (talkgroup) assigned to the Forsyth County 
Sheriff’s Office.  “10-33” means emergency radio traffic only. 

B. Any violation of a 10-3 / 10-33 Status is considered serious due to the nature of events surrounding 
the issuing of the 10-3/ 10-33 Status. 
1. Deputies will not use the 10-3 channel to make suggestions, comments or other transmissions not 

directly related to the immediate resolution of the emergency. 
C. A radio channel (talkgroup) can be placed in a 10-3 “Stop Transmitting” status by affected field 

units, any field supervisor/watch commander, or the dispatcher. 
D. 10-3 Status should only be used in emergency situations such as a pursuit, a field unit involved in a 

fight, shots fired, deputy needs help, any emergency situation or at the discretion of the field unit or 
field supervisor. 

E. 10-3 status will not be used routinely for any type of call.   
F. Deputies or field supervisors are responsible for requesting a 10-3 status upon arrival at Priority 1 or 

Priority 2 call.  The dispatcher WILL NOT automatically 10-3 a radio channel, it will be up to the 
deputy on-scene or the field supervisor. 

G. However, if a deputy becomes involved any type of pursuit, physical altercation, shots fired, deputy 
needs help call or any other critical situation, the dispatcher can 10-3 the affected radio channel 
immediately. 

7-4.2 Channel Marker 
A. Channel Marker is a feature that can be activated by the dispatcher during “10-3” situations to 

remind affected field units or unaffected field units that an emergency is on-going.  
1. As large as FCSO has become, command staff and specialized field units must switch back and 

forth between precinct radio channels.  The Channel Marker will make these units aware of a 10-
3 situation, preventing non-involved units from violating the 10-3 situation. 

B. The Channel Marker will NOT be used while deputies are clearing a building/structure. 
C. Field units or field supervisors can CANCEL the Channel Marker if they feel it will jeopardize their 

safety (i.e. quietly approaching a suspect that doesn’t know the deputy is there).  However, field 
units/field supervisor will NOT cancel the Channel Marker routinely. 

D. The Channel Marker will automatically emit a short tone every 15 seconds while its activated. 
E. The Channel Marker will remind field supervisors/units to “10-39” the channel as soon as the 

situation is under control.   
F. The Channel Marker WILL NOT cover a unit if they attempt to transmit. 

7-4.3 How dispatchers initiate a “10-3 / 10-33” Status 
A. The Dispatcher will sound a short steady alert tone and announce the radio channel (talkgroup) 

NAME is “10-3, 10-33” and the unit that is on the emergency call.  
1. i.e. “Radio to all units, South Precinct is 10-3, 10-33 for unit 702. 

B. The Dispatcher will activate the “Channel Marker” immediately upon completion of announcing a 
radio channel is 10-3, 10-33. 

7-4.4 Alternate Radio Channels during 10-3 / 10-33 
A. When a channel is placed in a 10-3, 10-33 status, the following alternate channels can be used 

depending on the length of the 10-3 status.  The alternate channel can be assigned by the dispatcher, 
field supervisor or watch commander: 
1. N Pct  moves to N Tac 
2. S Pct  moves to S Tac 
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B. If an emergency (10-3) occurs while units are on an alternate channel, the dispatcher will either 

assign another channel or will advise “All units minimum traffic” until the 10-3 status is resolved.  
In this instance, field units and the dispatcher will only transmit traffic necessary to process priority 
1 and 2 calls and field unit status information. 

C. Only those units directly involved in the emergency will transmit on the 10-3 channel.  All other 
traffic should be conducted on the alternate channel if assigned.   

7-4.5 Minimum Radio Traffic “10-30” 
A. When a field unit or field supervisor does not want the channel 10-3, but request “minimum traffic”, 

the unit will advise the dispatcher “10-30”. 
B.  The dispatcher will then announce on the affected radio channel the radio channel name is 10-30 

and the unit number requesting 10-30 status  
1. i.e. “Radio to all units South Precinct is 10-30 for 702” 

C. When a radio channel is “10-30” field units and the dispatcher will only transmit radio traffic 
necessary to process priority 1 and 2 calls and field unit status information. 

7-4.6 Returning a 10-3 or 10-30 radio channel back to a “10-39” Status 
A. Field supervisors will make sure that a Channel is returned to a “10-39” status AS SOON AS A 

SITUATION IS UNDER CONTROL WHILE IN A “10-3 OR 10-30” STATUS.   
B. After being advised by field units to put the channel “10-39” the Dispatcher will then announce on 

the affected radio channel that the channel is 10-39 
1.  i.e. “Radio to all units South Precinct is 10-39”. 

C. The Dispatcher will sound a short steady alert tone and announce the radio channel (talkgroup) 
NAME is “10-39”.  

D. The dispatcher will then de-activate the Channel Marker.   
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7-5 EMEGENCY BUTTON ACTIVATIONS (10-33 Status) 
7-5.1 Emergency Button Activations 

A. Activations signal a critical situation. It should never be used for any other reason.   
B. Emergency Button Activations will be referred to as “10-33 Status” 
C. When referring to an Emergency Button Activation on the radio, ALL USERS MUST USE THE 

TERM “10-33 STATUS”. 
1. Making reference to an “Emergency Button” on the radio could place a deputy being held 

hostage in GREAT DANGER. 
D. Field units or field supervisors asking dispatchers via the radio “who activated their emergency 

button?” is prohibited.   
E. Dispatchers WILL NEVER key up the radio and state “Radio to the unit that activated your 

emergency button?”.   
1. This could place a deputy that is in a legitimate emergency in GREAT DANGER! 

F. Dispatchers and field supervisors should keep in mind that the deputy that activated their emergency 
button will still be on the Emergency radio channel until reset   

G. Only the field supervisor/watch commander and the dispatcher have the authority to transmit on the 
Emergency radio channel.  

7-5.2 Dispatch Consoles Reaction to Emergency Button Activations. 
A. Each FCSO portable and mobile radio on the 800 Mhz radio system has a small orange or red button 

called the emergency button.  The emergency button is designed to alert dispatchers that a radio user 
is in some type of distress and needs emergency assistance.   

B. All emergency button alerts WILL BE considered actual emergencies until a dispatcher or dispatch 
supervisor determines otherwise through voice contact with the radio user. 

C. When an Emergency Button Activation is received at the dispatcher’s consoles as a result of a 
deputy activating their Emergency Button, the deputy’s name (last name, first initial), for portable 
radios, or the vehicle number, for mobile radios, will be displayed in the display screen on the 
“Emergency” radio channel ICON on the dispatcher’s consoles, the screens will be flashing and an 
audible alarm will be emitted.   

7-5.3 Instructions for Use by field units 
A. Pressing the top orange emergency button on a deputy’s portable radio will send out an emergency 

signal which takes precedence over all other radio traffic.  Emergency Activations will be given 
priority access over all other radios, no matter how busy the radio system is. 

B. When deputy’s radios are in the emergency mode, the radio will be automatically placed on the 
Emergency radio channel.  It is possible for more than one field unit to be in an emergency at the 
same time.  All users have the ability to monitor the Emergency radio channel.  For these reasons, 
the only users with the authority to transmit and talk on the Emergency radio channel are the actual 
user in the emergency; his/her field supervisor and the dispatcher.  All other users can monitor and 
listen to the Emergency radio channel but should return to their assigned precinct radio channel and 
contact the dispatcher if they wish to relay information to the emergency user. 

C. When deputies activate the emergency button, all dispatchers in the Communications Center receive 
an audible and visual signal of the alert.  Radio screens flash and alert tones are heard until a 
dispatcher processes the alert.  Dispatchers WILL give top priority to emergency button activations; 
at least one dispatcher or dispatch supervisor must focus all their attention on the emergency button 
activation until it is processed. 
 
 
 
 



Law Enforcement Radio Procedure Policy 
FCSO Command Staff revised 05-18-10 

8 | P a g e  
Section 7 

D. When deputies activate their emergency button, only the dispatcher will know they have done so.  
The other users on the deputy’s assigned radio channel will not know of the emergency until the 
dispatcher advises them over the assigned precinct radio channel.  Field units may then listen to the 
affected deputy’s radio traffic, but should not try to talk to the affected deputy on the Emergency  
Radio Channel.  Only the field supervisor has the authority to transmit on the Emergency Radio 
Channel. 

E. If a deputy activates their emergency button by mistake, the deputy MUST NOT reset their 
radio until the Dispatcher has made voice contact with deputy and acknowledged that the 
deputy is okay.  This will be conducted on the Emergency radio channel.  Deputies WILL NOT 
reset their radio until told to do so by the dispatcher. 

7-5.4 Activating the Emergency Button (“10-33 Status”) 
A. Press the emergency button.  The LED lights solid red, the display will flash ‘EMERGENCY”.  A 

short, medium-pitched emergency tone sounds. 
B. Press the Transmit switch to talk on the Emergency Radio Channel.  A dispatcher will respond to the 

emergency button alert and will be ready to assist the deputy. 
C. The radio automatically opens up the mic for 10 (ten) seconds when the emergency button is 

pressed.  If the deputy is unable to talk, the dispatcher will be able hear a limited amount of 
background noise for that 10 (ten) seconds and the dispatcher will NOT be able to transmit until the 
mic clears (this if for the Emergency Channel ONLY) 

7-5.5 Communications Personnel Responsibilities 
A. A dispatcher and/or the dispatch supervisor will immediately focus their full attention to the 

Emergency Button Activation until the activation has been resolved.   
B.  Dispatchers will CAD the Emergency Button Activation immediately upon receipt of the activation. 

1. Dispatchers will use the call type of “10-33 (emergency radio traffic)” 
2. The location field will be used for the deputy name or vehicle number that activated their 

emergency button; UNTIL the location of the deputy that activated the Emergency Button 
can be determined. 

3. If the Emergency Button Activation is broadcast or given to a field supervisor, the dispatcher 
will apply the units to the call. 

a. i.e. ALLN, ALLS, etc. 
4. Dispatchers should document their actions in the narrative of the call. 

C.  The dispatcher and/or dispatch supervisor will use FCSO badge number list, FCSO Daily Rosters or 
other documents to quickly identify which deputy has activated their Emergency Button. 

1. A list of radio identification assignments, FCSO Badge Number list, FCSO Daily Rosters WILL 
BE maintained at each dispatch position to ensure quick identification. 

D. Once the dispatcher or dispatch supervisor identifies which deputy activated their Emergency 
Button, the dispatcher and/or dispatch supervisor will check to see if the deputy is on a call for 
service/traffic stop or out of car at a location via MDT.  

7-5.6 If it’s determined the Deputy that activated their Emergency Button is on an active Call for 
Service, Traffic Stop or Out of Car via MDT. 

A. If it is determined that the deputy that activated their emergency button is actively on a Call for Service 
or Traffic Stop or “out of car” via MDT, the deputies’ assigned precinct radio channel dispatcher 
WILL IMMEDIATLEY sound 1 (one) alert tone and place that deputies assigned precinct radio 
channel in a “10-3 / 10-33 Status”, activate the Channel Marker and then immediately notify the field 
supervisor or watch commander of the “10-33 Status” being received.  

B.  The dispatcher will advise the deputies’ radio number, location and call type.  1. (i.e. “Radio to 1210, 
receiving “10-33” from unit 1170, Keith Bridge Rd & Jot em Down Rd, reference signal 11”)   
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C.  Another dispatcher or dispatch supervisor will be attempting to raise the deputy that activated their 
emergency button on the Emergency radio channel since that is the channel the deputy would be on 
from the Emergency Button Activation. 

D. If contact is made with the deputy involved in the emergency button activation and the deputy is ok, 
when acknowledging THE DEPUTY MUST USE THE WORDS “CODE 4”.  Any other words or 
acknowledgement will be considered indication that the deputy in question still needs help.  

E.  If a “CODE 4” is obtained, (see next page,7-5.10) the dispatcher will relay all pertinent information to 
the field supervisor and field units on the deputy’s assigned precinct radio channel.  The dispatcher 
may then place the affected precinct radio channel back into a “10-39” status and deactivate the 
Channel Marker. 

7-5.7 Deputy Failure to respond to Signal 35/10-33 while on active Call for Service, Traffic Stop or out 
of car via MDT after Emergency Button Activation 
A. Keep in mind, the dispatcher will have already CAD’ed the emergency button as a “10-33”. 
B. After 3 attempts of attempting to raise the deputy in question on both the emergency channel and the 

deputies’ assigned precinct channel (total of 6 attempts), dispatchers WILL INITIATE A SIGNAL 
63 (follow Signal 63 protocol) stating the signal 63 is a result of failure to answer signal 35 after a 
10-33 status. 

C. It is the field supervisor or watch commanders responsibility to assign back-up units. 
7-5.8 If the unit that activated their Emergency Button is NOT on an active call for service, traffic stop, 

or out of car.   
A. A dispatcher or dispatch supervisor will attempt to raise the deputy on the Emergency radio channel.  

If the deputy does NOT answer after 3 attempts on both the Emergency radio channel and precinct 
radio channels, the dispatcher will 
1. Sound 1 (one) alert tone and announce on BOTH precinct radio channels: 

“Radio to all units, receiving 10-33 from (unit or badge number).   
  The location of the unit is unknown.” 

B. Whenever possible use the deputy’s assigned radio number or badge number.  The deputy’s name 
should be used only as a last resort. 

C. It is the responsibility of the field supervisor and watch commander to direct the response to find the 
deputy in question. 

7-5.9 Emergency Button Activation under control (10-25) 
A. Once contact is made with the deputy involved in the emergency button activation and the deputy 

indicated he is CODE 4, the dispatcher will relay all pertinent information to the field supervisor and 
field units on the deputy’s assigned precinct radio channel.   

B.  The dispatcher will then announce on BOTH precinct channels: 
1. “Radio to all units, cancel the 10-33 from (unit#), he/she is Code4” 

C.  The dispatcher may then place the affected precinct radio channel back into a “10-39” status and 
deactivate the Channel Marker. 

7-5.10 Resetting the Radio 
A. Deputies MUST NOT reset their radio/emergency button until they have been acknowledged 

and instructed to do so by the dispatcher. 
B. After being told to do so by the dispatcher, the deputy should press and hold the emergency button 

for more than 1-1/2 seconds.  A medium-pitched emergency-exit tone will sound, then release the 
emergency button.  The radio will return to normal operation. 

C. Do not reset the radio by turning it off and back on as this may reactivate the emergency button.   
1. If deputies are unable to reset their radio, they should seek guidance from their supervisor or 

watch commander. 
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SECTION 8 
Radio Communications Involving Pursuits 

8-1  RADIO PROCEDURE REGARDING PURSUITS 
8-1.1 Vehicles “failing to stop” for a deputy 

A. When a deputy initiates a traffic stop and the suspect vehicle fails to stop, the deputy often advises 
the dispatcher of such 

B. When deputies advise the suspect vehicle is NOT stopping, it is the deputy’s responsibility to make 
the determination when the encounter becomes a “pursuit”. 

C. The dispatcher will advise all other field units “minimum traffic for unit ____”. 
D. Once the deputy decides the encounter has now turned into pursuit, the deputy must broadcast he/she 

is in a “Pursuit”. 
8-1.2 Upon receipt of a Pursuit - 10-3 / 10-33 for pursuits 

A. When a pursuit occurs (on foot or in a vehicle) the involved radio channel will immediately be 
placed in a 10-3, 10-33 status and the Channel Marker activated by the dispatcher  
1. following the aforementioned procedures in Section 7-4  

8-1.3 Pursuing deputies radio transmission responsibilities during pursuits 
A. Radio transmissions from pursuing field units during vehicle or foot pursuits should include:  

1. unit number 
2. location (updated every 15-30 seconds) 
3. vehicle and/or suspect descriptions/number of occupants 
4. direction of travel and speed 
5. charges 
6. any information concerning the use of firearms 
7. any other threat of force or other hazards. 

B. If field units DO NOT update their location every 15-30 seconds, the dispatcher will raise the unit 
and ask for an updated location. 

8-1.4 Dispatcher radio transmissions 
A. Radio acknowledgment of field units radio traffic should be done by stating the unit number and 

“clear”. 
1. i.e. “(Unit#), Clear”   

B. EXCEPT when field units are advising an updated/new location or a change of street name.    
1. i.e. (field unit advises exiting off onto Peachtree Pky), the dispatcher would reply “(unit#), 

exiting off on Peachtree Pky” 
C. REPEATING ALL FIELD UNITS RADIO TRAFFIC IS NOT ACCEPTABLE.  Dispatchers 

radio traffic should be brief , repeating location updates and officer safety information (i.e. Shots 
Fired, etc) ONLY. 

8-1.5 FCSO units remaining on initiating pursuit radio channel 
A. Pursuing deputies will remain on the initiating precinct radio channel regardless of whether the 

pursuit crosses precinct or jurisdictional boundaries. 
B. It is up to the field supervisor or watch commander to move non-involved units to an alternate radio 

channel due to severity of calls for service pending during the pursuit. 
C. Should this transfer of radio channel be necessary, the dispatch supervisor or their designee will 

ensure another dispatcher monitors the newly assigned channel and dispatches Priority 1 and Priority 
2 calls for service only until the pursuit is terminated and the initiating precinct channel has resumed 
normal radio traffic   
1. After the initiating precinct radio channel has resumed normal radio traffic, the dispatcher will 

announce for all units on the alternate channel to switch back to the main precinct radio channel. 
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8-1.6 Field supervisor and watch commander notification on pursuits 

A. The dispatcher will immediately notify the affected field supervisor and watch commander if they do 
not clear on the pursuit.   

8-1.7 Notifying Opposing Precinct  
A. Dispatchers will notify the opposing precinct of the pursuit and ALL KNOWN circumstances 

IMMEDIATELY. 
1.  Locations, charges, descriptions and direction of travel. 

B. The opposing precinct dispatcher will sound 1 Alert Tone and broadcast the pursuit on the opposing 
precinct radio channel. 

C. The dispatcher will keep the opposing precinct aware of ALL updates/circumstances concerning the 
affected precinct pursuit. 

D. Pursuits will be broadcast over both FCSO precinct and City of Cumming Police Department radio 
channels. 

8-1.8 Use of Road Blocks, Tire Deflation Devices and “PIT Maneuver” 
A. FCSO may deploy Road Blocks or Tire Deflation Devices during pursuits. 
B. Deputies may refer to Tire Deflation Devices as “Stingers” or “Stop Sticks”. 
C. A PIT Maneuver (Precision Immobilization Technique) may be used by field units to end a pursuit. 
D. When field units advise the location of a Road Block or deployment of Tire Deflation Devices, the 

dispatcher will acknowledge and REPEAT the location to ALL monitored radio channels (i.e. North 
Pct, South Pct, CPD and the alternate radio channel due to “10-3”) 

E. Primary pursuing fields units MUST clear on the use/location of a Road Block or Tire Deflation 
Device 
1. If primary pursuing units do NOT clear on the use/location, the dispatcher must raise them and 

obtain acknowledgement. 
8-1.9 Logging Radio Traffic / Records Checks 

A. The dispatcher will log all incoming information of the pursuit. 
B. The dispatcher will log all assigned back-up units in the CAD 
C. Dispatchers will perform relevant record and motor vehicle checks. 

8-1.10 911 Center use of Aero Atlas Map during pursuits 
A. The pursuit location should be found in the Aero Atlas map and each new cross street should be 

followed. 
B. There are times when the deputy cannot read street signs and the map will enable the dispatcher to 

advise the pursuing deputy as well as assisting units of street names and their locations. 
C. The map will also reflect nearest city and county agencies to contact as the chase progresses. 

8-1.11 Possible reasons for suspect fleeing 
A. Dispatchers will notify the field supervisor or watch commander of any information that may 

determine the reason(s) for which the vehicle or person is fleeing 
1. i.e. robbery that may have occurred near the chase origin, burglary, carjacking, stolen tag or 

vehicle return via NCIC, suspect wanted based on tag return etc. 
8-1.12 Coordinating assistance with surrounding agencies 

A. The dispatcher will coordinate assistance under the direction of the field supervisor and/or watch 
commander. 

B. When dispatchers realize pursuing units are headed towards another agency’s jurisdiction, the 
dispatcher should request another dispatcher or dispatch supervisor call that agency and advise them 
and ALL KNOWN circumstances 
1.  Locations, charges, descriptions and direction of travel. 

C. If possible, a Forsyth County dispatcher should remain on the phone with the assisting agency, 
updating the direction of travel and any other pertinent information. 
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8-1.13 Aviation Support for pursuits 
A. At the direction of a field supervisor or watch commander, the dispatcher will notify other agency’s 

Aviation Support Unit to seek assistance. 
B. Dispatchers will advise the aviation support agency what FCSO radio channel the pursuit is on. 
C. Dispatchers will notify the aviation support agency ALL KNOWN circumstances 

1. Locations, charges, descriptions and direction of travel. 
D. Dispatchers should obtain an estimated time of arrival of the helicopter. 
E. If possible, a Forsyth County dispatcher should remain on the phone with the aviation support 

agency, updating the direction of travel and any other pertinent information. 
F. All marked FCSO patrol cars have the car’s assigned car number displayed on the roof of the car in 

red letters.  Aviation Units may inquire or advise information using this number. 
1. Watch Rosters/List play an important role in determining what deputy is driving the patrol car in 

question. 
8-1.14 Known potential hazards 

A. The dispatcher will advise pursuing deputies of any known or potential hazards in the path of the 
pursuit. 
2. i.e. accidents, street closures, repairs, etc. 

8-1.15 Termination of a pursuit or Suspect In Custody 
A. It is imperative that field units advise via radio when a situation is “under control” AS SOON AS 

POSSIBLE. 
B. Upon receipt of a Situation Under Control” the dispatcher WILL immediately announce “Radio to all 

units enroute to the Pursuit at (partial location), (unit number) is advising Situation Under Control” 
1. i.e. “Radio to all units enroute to the Pursuit on Main St, 702 is advising 10-25” 

C. Dispatchers must ensure all other responding units clear on the Situation Under Control status. 
1. Failure for other responding units to clear on a “Situation Under Control” could result in a 

continued emergency (lights/siren) response, placing the deputy and citizens at risk. 
D. When advised to do so by the field supervisor or watch commander, the dispatcher will place the 

affected precinct radio channel back into a “Resume Normal Radio Traffic” status and de-activate 
the Channel Marker. 
 

8-2 PURSUITS RECEIVED BY PHONE FROM OTHER AGENCIES 
8-2.1 Pursuit from other agency received by phone 

A. When a pursuit in progress is obtained over the phone from another agency, the call taker should 
obtain the following information: 
1. The exact location of the pursuit and direction of travel. 
2. Confirm the agency involved. 
3. Complete vehicle and/or suspect descriptions and tag number. 
4. ALL criminal charges the agency has on suspect(s) 

B. The Call Taker should keep the other agency on the phone and send the above information 
immediately to the dispatcher. 

C. The Call Taker should continue to enter updated information as received  
1. i.e. changes in direction of travel, etc. 
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8-2.2 Dispatcher responsibility 
A. Once the call is received by the dispatcher, dispatchers will immediately “simulcast” on FCSO 

precinct channel and the City of Cumming Police Department and advise all units of the: 
1. Pursuit 
2.Agency Involved 
3.Direction of Travel 
4.Description of Vehicle/Suspect(s) 
5.Initiating Agencies Charges 

B. The dispatcher will keep units posted on the location and changing events. 
8-2.3 FCSO becoming involved in another agencies pursuit 

A. Once FCSO units become involved in another agencies pursuit, dispatchers and field units will 
follow the aforementioned Radio Communications Involving Pursuits Policy (Section 8-1) 
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Attachment “A” 

Forsyth County Sheriff’s Office 
 Call Types/10 codes/MDT Status/Disp Codes/Phonetic Alphabet 

“IP” = Incident is In‐Progress     JO” = Incident Just Occurred                                     FCSO Command Staff revised 05‐18‐10 

Signal  Primary 
Priority 

Back‐Up 
Required 

Back‐Up
Priority 

Supv 
Clear 

Supv 
Response 

Alert 
Tone 

Welfare
Timer 

1 – Abandoned Auto  3  N  ‐‐‐  N  N  N  30 min 
2R – Silent Alarm/Residential  2  N  ‐‐‐  Y  N  N  5min 
2B – Silent Alarm/Business  2  Y  2  Y  N  N  5min 
2MA – Medical Alarm  2  N  ‐‐‐  N  N  N  30min 
2HU‐ Silent Alarm/HOLD UP  2  Y  2  Y  N  N  5min 
3R – Audible Alarm/Residential  2  N  ‐‐‐  N  N  N  5min 
3B – Audible Alarm/Business  2  N  ‐‐‐  N  N  N  5min 
3V – Audible Alarm/Vehicle  3  N  ‐‐‐  N  N  N  5min 
3HU – Audible Alarm/HOLD UP  2  Y  2  Y  N  N  5min 
4 – Request Ambulance  ‐‐‐  ‐‐‐  ‐‐‐  ‐‐‐  ‐‐‐  N  ‐‐‐ 
6R – Burglar in Residence  1  Y  1  Y  Y  Y  5min 

6B – Burglar in Business  1  Y  1  Y  Y  Y  5min 

7 – Harassing Communications  3  N  ‐‐‐  N  N  N  30min 
8 – Drivers License Inquiry  6  N  ‐‐‐  N  N  N  0 
9 – Vehicle Registration Inquiry  6  N  ‐‐‐  N  N  N  0 
10 – Check for Wanted  6  N  ‐‐‐  N  N  N  0 
11 – Traffic Stop  2  N  ‐‐‐  N  N  N  5min 
12 – Pursuit  1  Y  1  Y  Y  Y  2min 

13 – Request Investigator  ‐‐‐  ‐‐‐  ‐‐‐  N  N  N  0 
14 – Homicide  1  Y  1  Y  Y  N  0 
15 – Call by Telephone  6  N  ‐‐‐  N  N  N  0 
16 – Cancel Call  ‐‐‐  ‐‐‐   ‐‐‐  N  N  N  0 
17 – Terroristic Threats/Acts  2  N  ‐‐‐  N  N  N  30min 
18 – Weather Conditions  6  N  ‐‐‐  N  N  N  0 
18D – Storm Damage  2  Y  2  Y  N  N  0 
19 – Assist at Jail  1  Y  1  Y  Y  Y  15min 

20 – 911 Hang Up  2  N  ‐‐‐  Y  N  N  5min 
21 – BLANK                      
22 – Prisoner Transport  3  N  ‐‐‐  N  N  N  0 
23 –  Juvenile  3  N  ‐‐‐  N  N  N  10min 
23RA – Runaway Juvenile  3  N  ‐‐‐  Y  N  N  30min 
24 – Irrational Person  2  Y  2  Y  N  N  5min 
25 – Discharging Firearm  2  Y  2  Y  N  N  5min 
26 – Discharging Fireworks  6  N  ‐‐‐  N  N  N  0 
27 – Checking Area  3  N  ‐‐‐  N  N  N  20min 
28 – Person Impaired  2  Y  3  Y  N  N  5min 
29IP – Fight/IN‐PROGRESS  1  Y  1  Y  Y  N  5min 

29 – Fight  2  Y  2  Y  N  N  5min 
30 – Impaired Driver  6  N  ‐‐‐  N  N  N  0 
31 – Wires Down  2  N  ‐‐‐  Y  N  N  30min 
31PT–Wires Down/Person Trapped  1  Y  2  Y  Y  N  15min 
31T – Wires Down/Tree  2  N  ‐‐‐  Y  N  N  30min 
32 – Escaped Prisoner  1  Y  1  Y  Y  Y  10min 

33 – Fire  2  N  ‐‐‐  N  N  N  0 
33A – Fire/Apartment  2  N  ‐‐‐  Y  N  N  0 
33AC – Fire/Aircraft  1  N  ‐‐‐  Y  N  N  0 

33B – Fire/Boat  1  N  ‐‐‐  N  N  N  10min 
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33CB – Fire/Commercial Bldg  2  N  ‐‐‐  Y  N  N  0 
33CF – Fire/Chimney  2  N  ‐‐‐  Y  N  N  0 
33GL – Gas Leak  2  N  ‐‐‐  N  N  N  30min 
33R – Fire/Residential  2  N  ‐‐‐  Y  N  N  0 
33ST – Fire/Structure  2  N  ‐‐‐  Y  N  N  0 
33SW – Swift Water Rescue  2  N  ‐‐‐  Y  N  N  0 
33V – Fire/Vehicle  2  N  ‐‐‐  N  N  N  30min 
33VS – Fire/Vehicle near Bldg  2  N  ‐‐‐  N  N  N  0 
34 – Gambling  3  N  ‐‐‐  N  N  N  0 
35 – Deputy Welfare Check  ‐‐‐  N  ‐‐‐  N  N  N  0 
36IP – Assault/In‐Progress  1  Y  1  Y  Y  N  5min 

36 – Assault  2  Y  2  Y  N  N  5min 
37 – Illegal Parking  3  N  ‐‐‐  N  N  N  30min 
38 – Drug Complaint  2  N  ‐‐‐  N  N  N  10min 
39 – Information for Deputy  3  N  ‐‐‐  N  N  N  10min 
40 – Animal Call  3  N  ‐‐‐  N  N  N  30min 
40R – Animal Rescue  3  N  ‐‐‐  Y  N  N  0 
41 – Auto Accident  2  N  ‐‐‐  N  N  N  30min 
41I – Auto Accident w/Injury  1  Y  2  Y  N  N  30min 
41IE–Auto Accident w/Inj,Entrap  1  Y  1  Y  Y  N  30min 

41B – Boat Accident  2  N  ‐‐‐  N  N  N  30min 
41BI – Boat Accident w/Injury  1  N  ‐‐‐  Y  N  N  30min 
41F – Auto Accident/Fatality  1  Y  1  Y  Y  N  30min 
41S – Auto Accident/Veh vs Bldg  2  N  ‐‐‐  Y  N  N  30 min 
42IP – Burglary/IN‐PROGRESS  1  Y  1  Y  Y  Y  5min 

42JO – Burglary/Just Occurred  2  Y  2  Y  Y  N  5min 

42 – Burglary  2  N  ‐‐‐  Y  N  N  30min 
43JO – Hit & Run/Just Occurred  2  N  ‐‐‐  Y  N  N  30min 
43 – Hit & Run  2  N  ‐‐‐  N  N  N  30min 
43I – Hit & Run w/Injury  1  Y  1  Y  N  N  30min 
43IE‐Hit&Run w/Injury,Entrap  1  Y  1  Y  Y  N  30min 

44IP – Hold up/IN‐PROGRESS  1  Y  1  Y  Y  Y  5min 

44JO – Hold up/Just Occurred  1  Y  1  Y  Y  Y  5min 

44 – Hold up  2  N  ‐‐‐  Y  Y  N  5min 
45IP – Theft/IN‐PROGRESS  1  Y  2  Y  N  N  5min 

45 – Theft  2  N  ‐‐‐  N  N  N  30min 
46 – Person Hit by Auto  2  N  ‐‐‐  Y  N  N  30min 
46I–Person Hit by Auto w/Injury  1  Y  2  Y  Y  N  30min 
46F‐Person Hit by Auto/Fatal  1  Y  2  Y  Y  N  0 

47 – Person Injured  2  N  ‐‐‐  Y  N  N  30min 
48 – Person Dead  2  N  ‐‐‐  Y  Y  N  30min 
49IP – Sexual Assault/In‐Progress  1  Y  1  Y  Y  Y  5min 

49JO – Sexual Assault/Just Occ  2  Y  2  Y  Y  N  5min 

49H – Sexual Assault at Hosp  3  N  ‐‐‐  Y  Y  N  0 
49 – Sexual Assault  2  N  ‐‐‐  Y  Y  N  30min 
50IP – Shooting/IN‐PROGRESS  1  Y  1  Y  Y  Y  5min 

50JO – Shooting/Just Occurred  1  Y  1  Y  Y  Y  5min 
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50–Person Shot  2  Y  2  Y  Y  N  5min 
51IP‐Stabbing/IN‐PROGRESS  1  Y  1  Y  Y  Y  5min 

51JO‐Person Stabbed/Just Occ.  1  Y  1  Y  Y  Y  5min 

51–Person Stabbed  2  N  ‐‐‐  Y  Y  N  5min 
52 – Shoplifting  3  N  ‐‐‐  Y  N  N  15min 
53 – Suicide/Confirmed  2  Y  2  Y  Y  N  10min 

53A – Suicide Attempt  2  Y  2  Y  Y  N  5min 

53T – Suicide Threat ONLY  2  Y  2  Y  Y  N  5min 

54 – Suspicious Activity  2  Y  2  Y  N  N  5min 
54P‐Suspicious Person  2  Y  2  Y  N  N  5min 
54LP‐Suspicious Letter/Package  2  Y  2  Y  Y  N  10min 
55 – Trouble Unknown  2  Y  2  Y  Y  Y  5min 

56CR‐Missing Person/Critical   1  Y  2  Y  Y  N  30min 

56 – Missing Person  2  N  ‐‐‐  Y  N  N  30min 
57 ‐ Noise Ord Violation  3  N  ‐‐‐  N  N  N  5min 
58 – Dispute  2  Y  2  Y  N  N  5min 
59 – Meet Deputy  3  N  ‐‐‐  N  N  N  30min 
60IP‐Molestion/IN‐PROGRESS  1  Y  1  Y  Y  Y  5min 

60 – Molestation  2  N  ‐‐‐  Y  N  N  30min 
61 – Suspicious Vehicle  2  Y  2  Y  N  N  5min 
62 – Maternity Call  2  N  ‐‐‐  Y  N  N  30min 
63 – DEPUTY NEEDS HELP  1  Y  1  Y  Y  Y  30min 

64 – Death Notification  3  N  ‐‐‐  Y  N  N  30min 
65 – Soliciting  3  N  ‐‐‐  N  N  N  10min 
66IP–Peeping Tom/IN‐PROGRESS  2  Y  2  Y  Y  N  5min 

66 ‐ Peeping Tom  2  N  ‐‐‐  Y  N  N  10min 
67ME – Medical Call  2  N  ‐‐‐  Y  N  N  30min 
67PT – Person Trapped  2  Y  2  Y  Y  N  30min 
68 – Welfare Check  3  N  ‐‐‐  N  N  N  15min 
69IP‐Brandishing Weapon   1  Y  1  Y  Y  Y  5min 

69 ‐ Person Armed   2  Y  2  Y  N  N  5min 
70IP‐Prowler/IN‐PROGRESS  2  Y  2  Y  Y  N  5min 
70 – Prowler  2  Y  2  Y  N  N  5min 
71 ‐ Lewd Act   2  N  ‐‐‐  N  N  N  5min 
72 – Erratic Driving  2  N  ‐‐‐  N  N  N  0 
72RR – Road Rage  2  Y  2  Y  N  N  5min 
72/69 –Road Rage/Person Armed  2  Y  2  Y  Y  Y  5min 

73 – Civil Issue  6  N  ‐‐‐  N  N  N  0 
74 – County Ordinance Violation  3  N  ‐‐‐  N  N  N  15min 
75 – Search Warrant  6  N  ‐‐‐  Y  N  N  0 
76T – Trespassing   2  Y  2  Y  N  N  5min 
76D – Criminal Damage  2  N  ‐‐‐  Y  N  N  30min 
77 – Gang Related  2  Y  2  Y  N  N  10min 
78 – B.O.L.O. General  6  N  ‐‐‐  N  N  N  0 
79IP‐Auto Theft/IN‐PROGRESS  1  Y  1  Y  Y  Y  5min 

79CJ‐Car Jacking  1  Y  1  Y  Y  Y  5min 

79JO‐Auto Theft/Just Occurred  2  Y  2  Y  N  N  15min 
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79 – Auto Theft  2  N  ‐‐‐  Y  N  N  30min 
80 – Safety Checkpoint  6  N  ‐‐‐  Y  Y  N  0 
81 – Street Hazard  3  N  ‐‐‐  Y  N  N  10min 
81L – Street Hazard/Livestock  3  N  ‐‐‐  Y  N  N  10min 
82 – Prisoner in Custody  6  N  ‐‐‐  N  N  N  0 
83 – Warrant Service  2  Y  ‐‐‐  Y  N  N  10min 
84 – Traffic  3  N  ‐‐‐  N  N  N  20min 
85 – Business Check  3  N  ‐‐‐  N  N  N  20min 
86 – Domestic Dispute/Family  2  Y  2  Y  Y  N  5min 
86I‐Domestic Dispute/w injury  1  Y  1  Y  Y  N  5min 
87 – Funeral Escort  6  N  ‐‐‐  N  N  N  0 
88IP‐Forgery/IN‐PROGRESS  2  Y  2  Y  N  N  5min 

88 ‐ Forgery  2  Y  2  Y  N  N  30min 
89IP‐Kidnapping/IN‐PROGRESS  1  Y  1  Y  Y  Y  5min 

89JO‐Kidnapping/Just Occurred  1  Y  1  Y  Y  Y  5min 

89 – Kidnapping   2  Y  2  Y  Y  N  10min 
90 – Part Time Job  6  N  ‐‐‐  N  N  N  0 
91 – Civil Paper  3  N  ‐‐‐  N  N  N  5min 
92 – Aircraft Down  1  Y  1  Y  Y  Y  30min 

92HJ‐ Aircraft Hijacking  1  y  1  Y  Y  Y  30min 

93 – Courtesy Transport  6  N  ‐‐‐  N  N  N  30min 
94 – Subdivision Check  3  N  ‐‐‐  N  N  N  20min 
95 – Stranded Motorist  3  N  ‐‐‐  N  N  N  5min 
95CL – Child Locked  in Vehicle  2  N  ‐‐  Y  N  N  30min 
96 – Bomb Threat  2  Y  2  Y  Y  Y  30min 

97 – Stalking  2  Y  1  Y  Y  N  10min 
98 – Recovery  3  N  ‐‐  N  N  N  30min 
99IP–Child Abuse/IN‐PROGRESS  2  N  ‐‐  Y  Y  N  5min 

99 – Child Abuse  2  N  ‐‐  Y  N  N  30min 
100 – Drowning  1  Y  2  Y  Y  Y  30min 

1033‐Emergency Button Activation  1  Y  2  Y  Y  Y  0 

HAZ – Hazmat Situation  2  Y  2  Y  Y  N  30min 
FU – Follow Up  6  N  ‐‐‐  N  N  N  30min 
LOJACK – LoJack Activation  3  N  ‐‐‐  Y  N  N  5min 
ONSTAR – OnStar Activation  3  N  ‐‐‐  Y  N  N  5min 
K9R‐ K9 Request (Mutual Aid)  3  N  ‐‐‐  Y  N  N  0 
SWATR–SWAT Request (Mutual A id)  3  N  ‐‐‐  Y  N  N  0 
MUTAID – Mutual Aid Request  3  N  ‐‐‐  Y  N  N  0 
PR – Public Relations Event  6  N  ‐‐‐  N  N  N  0 
BIO – Biological Hazard  1  Y  1  Y  Y  N  30min 
CLOSED – Roadway Closed  6  N  N  N  N  N  0 
1LANE – 1 Lane of Road Closed  6  N  N  N  N  N  0 
DNR – Hunting Viol/Wildlife Call  6  N  N  N  N  N  0 
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10‐codes 
10‐codes  Alert  

Tone 

10‐0 USE CAUTION  N 

10‐1 Radio Traffic Unclear  N 
10‐2 Radio Traffic Clear  N 
10‐3 Stop Transmitting  Y 

10‐4 Acknowledge  N 
10‐6 Busy  N 
10‐7 Out of Service  N 
10‐8 In Service  N 
10‐9 Repeat Radio Traffic  N 
10‐12 Clear for traffic  N 
10‐18 Respond Emergency  N 

10‐codes Alert  
Tone 

10‐20 Location  N 
10‐23 Arrived on Scene  N 
10‐25 Situation Under Control  N 
10‐26 Request Supervisor  N 
10‐30 Unnecessary Radio Traffic  N 
10‐33 Emergency Traffic/Button  n 
10‐39 Resume Normal Traffic  N 
10‐41 Beginning Tour of Duty  N 
10‐42 Ending Tour of Duty  N 
10‐76 En Route  N 

   

   

CAD Status  Alert  
Tone 

8 Drivers License Check  N 
9 Check Tag  N 
10 Check Wanted  N 
12 Pursuit  N 
13 Request Investigator  N 
16 Cancel Call  N 
35 Welfare Check  N 

63 DEPUTY NEEDS HELP  Y 

82 Prisoner in Custody  N 
C   Clear Call  N 
C4 Everything OK  N 
C10 Out at Detention Center  N 
C11 Request Back Up  N 
C12 Records/Civil/Accreditation  N 
CASE  Case Number  N 
CID   Out at CID  N 
CL   Change Location  N 
CITY   Out at City PD  N 

CAD Status  Alert  
Tone 

CT   Out at Courthouse  N 
HQ    Out at Headquarters  N 
INC   In Car  N 
LAKE   Underway on the Water  N 
LOG   Log Comment  N 
NP   North Pct Channel  N 
NPR   Out at North Pct  N 
OCA#   Case Number  N 
OUTC   Out of Car  N 
PSC   Out at Public Safety Complex  N 
SHL   Out at Animal Shelter  N 
SP   South Pct Channel  N 
SPR   Out at South Pct  N 
SPEC   Out at Spec Ops Pct  N 
T   Transporting   N 
TAC   Transmitting on Tac Channel  N 
ZONE   Zone Change  N 
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Codes 
C1   Gone on Arrival 
C2   Unfounded 
C3   No Action Taken 
C4   Everything is OK 
C5   Incident Report 
C6   Accident Report 
C7   Citation Issued 
C7V   Verbal Warning 
C7W   Written Warning 
C8   False Alarm 
C9   Turned Over to _______ 

 

International Alphabet 
A – Alpha  O – Oscar 
B – Bravo  P – Papa 
C – Charlie  Q – Quebec 
D – Delta  R – Romeo 
E – Echo  S – Sierra 
F – Foxtrot  T – Tango 
G – Golf  U – Uniform 
H – Hotel  V – Victor 
I – India  W – Whiskey 
J – Juliet  X – X‐Ray 
K – Kilo  Y – Yankee 
L – Lima  Z – Zulu 
M – Mike   
N ‐ November   
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