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I. General considerations and guidelines
This agency is structured into a series of organizational components that represent functional groupings of employees performing like activities. The organizational structure of the department provides management with a means for assigning responsibility for performance of a group of functions to a single supervisor or manager, as well as letting employees know to whom they are accountable. 
The ranks of the police department reflect the para‑military nature of the organization. The executive head of the department is the Chief of Police. The subsequent ranks provide a structure for the various levels of authority and responsibilities throughout the organization. 
Commensurate with these responsibilities, all employees are given the authority to make the decisions and use the available resources that are necessary for the successful completion of their assigned duties.  In the acceptance of this delegated authority, each employee also accepts the accompanying accountability for his/her actions (or lack of actions) and obligations.  Employees confronted by an exceptional situation, for which there are no guidelines or policies, are expected to consult with their immediate supervisor, on whom the ultimate accountability falls.  In the event that this consultation is impossible, it is expected that each employee will exercise his/her best judgment in taking the necessary action, while keeping in mind the goals and philosophies of the department. [11.3.1]
II. policy
It is the policy of the department that it be so structured and organized as to:  
A. Efficiently accomplish the missions of the agency; and
B. Effectively allocate and use personnel resources.
It is the policy of the department to make the organizational chart accessible to the public upon request. 
III. Procedures
A. Rank Structure / Organization Responsibility [11.1.1]
1. CHIEF OF POLICE: The Chief of Police is the highest-ranking sworn position within the police department and the Chief Executive Officer of the department. The Chief is appointed by the Town Manager. The sworn authority of the Chief of Police is derived from M.G.L. Chapter 41 Section 97. [12.1.1] 
[M.G.L. c. 41, §97] The Chief of Police shall be in immediate control of all town property used by the department, and of the police officers, who shall obey his orders. The Chief shall abide by and enforce suitable regulations governing the police department and the officers thereof as determined by the Board of Selectmen.
The Chief of Police is responsible for overseeing and directing the operations of the police department in the enforcement of law, protection of life and property, and prevention and suppression of crime, in accordance with Massachusetts General Laws and local bylaws; all other related work, as required.
2. [bookmark: _Hlk208234917]CAPTAIN: The rank of Captain is achieved by the promotional process. The Captain is superseded in rank by the Chief. A Captain reports to the Chief of Police and assumes those duties in the Chief’s absence. [See Captain’s job description] 
The Captain is responsible for overseeing and directing the operations of the police department in the enforcement of law, protection of life and property, and prevention and suppression of crime, in accordance with Massachusetts General Laws and local bylaws; all other related work, as required.
3. SERGEANT: Sergeant’s rank is achieved by the Promotional process policy and is superseded in rank by Captain. A Sergeant is generally assigned as a Shift Supervisor.
The position of Sergeant is held by a sworn police officer. The primary duty of the Sergeant is the supervision of assigned personnel to ensure the proper performance of patrol and other police duties. Sergeants are held directly responsible for subordinate’s quantity of work, quality of work, effectiveness, efficiency and general conduct. They are leaders who must have the ability to motivate people to perform at optimum levels. Sergeants are responsible for the planning, organizing and directing of activities on their shift.
4. ACCREDITATION MANAGER: Under the direct supervision of the Chief of Police, this position is responsible for managing the agency’s certification/accreditation process, and is the agency’s primary liaison with the Massachusetts Police Accreditation Commission (MPAC) on all matters concerning certification/accreditation. The primary duties of this position include reviewing, editing, amending and/or developing agency written directives (rules and regulations, policies and procedures, etc.) to comply with certification/accreditation standards. He/she is also responsible for ensuring that the agency is properly and adequately prepared to demonstrate its compliance documentation during the on-site assessment process. To accomplish these objectives and effectively manage the agency’s certification/accreditation process, the Accreditation Manager must have effective organizational, interpersonal and written communication skills.
5. POLICE OFFICER: Police Officer’s rank is achieved by the Entry level police officer selection process and is superseded in rank by Sergeant.  A [police officer, patrolman] is generally assigned as a patrol officer or investigator.
The primary duties, responsibilities and essential functions of a police officer include but are not limited to the following:  Patrol and Incident Response; Investigations; Arrest-Related Activities;  Evidence/Property Management; Record and Report Management; Appear in court and testify as a witness in an official proceeding (e.g., court, Civil Service hearing) to assist in fulfilling the Department’s role in the judicial and administrative process; Community Relations by communicating with youths to facilitate police-community relationships and deter criminal behavior. Refer to civil service job description. 
6. INVESTIGATOR: is an officer assigned to investigative duties by the Chief of Police will assist all officers by following up on major, complex, or lengthy investigations.  Those investigations will include robberies, breaking and entering of all types, aggravated assaults, major larcenies, auto thefts, suspicious fires and missing persons.  Investigations will be assigned by the Chief of Police only.  The investigators will not self-assign cases.
7. RESERVE OFFICER: A sworn officer who works less than full time. Has the same duties and responsibilities as a full-time police officer.
8. SPECIAL POLICE OFFICER: A sworn officer whose police authority is limited in scope in relation to hours of the day, assignment, and/or length of (days/months) such as retired officers. Generally, performs paid details. 
9. BIKE PATROL: The Bike Patrol Officer, assigned by the Chief of Police, is responsible for patrolling the downtown area—specifically Main Street (Cottage Street to Maple Avenue), side streets, the Riverwalk, Lake Mansfield, Camp Eisner, and the Skate Park.
The primary duties include, but are not limited to, assisting patrol officers with daily call volume including accidents, criminal investigations, and general complaints. This position enforces parking regulations within the patrol area, serves as a liaison with local merchants, businesses, and community members and carries out additional assignments as directed by the Command Staff.

10. OFFICER-IN-CHARGE (OIC): The Officer in Charge (OIC) is a sworn   
  officer designated by the Chief of Police to lead and supervise a shift.   
  The OIC is responsible for the direct oversight, efficiency, and 
  performance of all officers under their command, ensuring 
  departmental standards, policies, and procedures are consistently 
  upheld. The OIC is serves as the Chief’s representative during their  
  shift, safeguarding the integrity, safety, and professional conduct of 
  the department and its members. [See OIC job description]
11. [bookmark: _Hlk209617008]SPECIAL ASSIGNMENTS: Violent Crimes Task Force Officer and  
        Berkshire County Drug Task Force Officer.

       a. Violent Crimes Task Force Officer
      The Violent Crimes Task Force (VCTF) Officer, appointed by     
      the Chief of Police, provides specialized investigative support to 
      the department and assists county officers with complex and 
      high-level criminal cases. This position requires strong 
      investigative skills, sound judgment, and the ability to 
      collaborate effectively with law enforcement partners.
VCTF Officers are responsible for conducting thorough investigations, preparing legal documents such as search warrants, and filing complete reports with the District Attorney’s Office. They are expected to pursue cases diligently until closure or suspension, while ensuring compliance with legal standards and departmental procedures.
Officers selected for this assignment must demonstrate investigative expertise, maintain accurate and timely case records, and foster productive working relationships within the Task Force. The role requires flexibility, as VCTF duties may extend beyond regular shifts, with backfill coverage provided when necessary.
The VCTF Officer reports regularly to the Chief of Police and/or command staff, provides progress updates, and documents activities in IMC. Annual performance evaluations will assess effectiveness and inform continued assignment.
b. Berkshire County Drug Task Force Officer
Any officer(s) assigned to BCDTF duties by the Chief of Police will assist all other County officers with narcotics and major criminal cases, complex, or lengthy investigations.  Those investigations will include any and all investigations which are assigned by the Chief and or Sergeants. The BCDTF Officer(s) will be responsible for cultivating their own confidential informant’s(CI’s), handling those CI’s and conducting narcotics investigations in the Town of Great Barrington as well as assisting other agencies throughout Berkshire County.  
The BCDTF Officer(s) will be tasked with maintaining a good working relationship with other members of the BCDTF.  The BCDTF Officers will also be responsible for completing any and all record keeping/report writing/CI files in accordance with the BCDTF.  

The BCDTF Officer(s) will formally meet on a regular basis with the Chief of Police and/or Sergeants to provide a progress report.  They will be responsible for maintaining their local or Great Barrington activities in IMC as well as in the Narcobase for the BCDTF.  

12. [bookmark: _Hlk211775354]CIVILIAN PERSONNEL: Parking Enforcement Officer, Animal Control   
  Officer, Traffic Control Officer, Co-Responder and Executive   
  Administrative Assistant to the Police Chief/ 
  Community Liaison. [16.4.1]
a. The Parking Enforcement Officer (non-sworn) is responsible for enforcing all violations of the parking regulations established by the Town of Great Barrington and any other violations of the law as ordered by the Police Chief.  He/She are under the supervision of the Chief of Police.
b. Animal Control Officer (sworn or non-sworn) will respond to various calls from residents for loose, barking/nuisance, missing dogs and cats. Assist residents with wildlife and problem animal control issues by providing proper contacts to local PAC agents and MA Wildlife. Assist the Town Clerk in licensing dogs by requiring residents to both license and vaccinate dogs. (a list of non-compliant dog owners is provided every spring after June 1st and updated throughout the year as needed) The ACO is required to notify all parties and issue citations for various violations of the Animal Control Bylaws. If required they will appear in district court as needed for ACO citations that are not paid or have been appealed for various violations of the Animal Control Bylaws.
c. Executive Administrative Assistant to Chief of Police/ Community Liaison (non-sworn) provides the Chief of Police with the organization and administration support of the Department;  Assists the Chief of Police with daily operations of the Department, all other related work as required; Administration of alarm and police detail billing; Completes administrative tasks assigned by the Chief; Assists with Department’s accreditation; Interacts with general public, Town departments, schools, courts and other agencies by telephone or in person; Prepares vendors warrants, payroll warrants and monthly and weekly cash turnovers; Performs similar or related work as required, or as situation dictates.
d. Traffic Control Officer (non-sworn) Subject to the direction and control of a superior officer or a full-time police officer, Traffic Control Officers (TCO’s) are employees who are specially selected and trained personnel for enhancing the department's traffic control efforts.  Traffic Control Officers are civilian, non-sworn employees of the Police Department who are limited to providing traffic control services in the Town of Great Barrington.  The Traffic Control Officer position allows individuals who are interested in a sworn police position, the opportunity to work for the Department and develop their skills and knowledge. 
Traffic Control Officers will be used to enhance existing police services and shall not be used to replace sworn police officers.  A TCO is for a traffic post if sworn department personnel have been offered the detail but have not expressed interest.  A TCO is empowered to perform non-enforcement duties and assist the department as directed by a supervisor.  
e. Co-Responder (non-sworn) provides urgent evaluation, crisis assessments and interventions to individuals experiencing a mental health emergency in collaboration with the department. The Co-responder works out of the department and responds with law enforcement to 911 and calls for services to people in the community who are experiencing a crisis.
B. Organization
1. ORGANIZATIONAL STRUCTURE AND COMPONENTS: The department structure has been organized to carry out the mission of the department with the available personnel.  [11.2.1]
2. ADMINISTRATION: The Chief of Police oversees the operation of the police department and provides for the following:
a. Overseeing the delivery of patrol and investigative services to the community;
b. Planning, development management and control of those administrative functions necessary to support both patrol and investigative operations;
c. Providing internal security, audit, and investigative oversight to other components of the department.
3. PATROL Component
a. The Patrol Component shall consist of uniformed officers assigned to staff the patrol routes of the department, including officers assigned to foot and vehicle patrol.
b.  This component consists of three shifts each day commanded by the Chief of Police and Sergeants.
4. CRIMINAL INVESTIGATIONs Component
a.  The Criminal Investigation Component is responsible for identifying criminal activity, investigating criminal behavior, and pursuing and apprehending criminal offenders.
b.  This component is commanded by the Chief of Police and Sergeants.
5. COMMUNICATIONS Component
a.  The Communications Component consists of sworn police officers performing dispatch functions including handling E911 calls; located at the police station. Services are provided to the Great Barrington Fire Department and Southern Berkshire Volunteer Ambulance Squad.
b.  This component is responsible for sending and receiving radio and telephone communications, dispatches Department of Public Works when needed, dispatches appropriate police, fire, and EMS personnel, performs emergency medical dispatching, records all incidents of crime, police, and fire activities in the appropriate logs, conducts cell checks and provides services to people at the lobby window. 
c. This component is commanded by the Chief of Police.
6. ADMINISTRATIVE SERVICES DIVISION: The Administrative Services component is responsible for department inspection functions, community policing efforts, property and evidence control, vehicle and facility maintenance, records and reports, weapons control, management information systems, training and development, radio and communications equipment, and police detail and overtime administration. 
7. Organizational Chart
a. The Police Department Organizational Chart is included in this policy. It graphically displays the agency’s organizational structure. 
b.  The Organizational Chart shall be updated by the Chief of Police whenever a change to the department’s organization is made to reflect those changes.
c.  The updated chart will be placed in this policy. [11.1.2]
C. Succession of Command Protocol
1. A plan is in place to ensure the continuity of command in the absence of the Chief, due to a planned or unplanned event where the Chief is not available.  The plan will ensure that executive level leadership is always available. [12.1.2(a)]  
2. [bookmark: _Hlk211681754]During day to day operations where the Chief is absent for less than one week, the Captain shall address executive command level issues.  They may deal with issues that clearly fall under the existing policies and procedures of this agency.  Issues which are beyond the scope of existing policies and procedures should be deferred until the Chief returns or is conferred with.  Issues which, in the judgment of the Captain require immediate action may be addressed.  A report of the issues and actions shall be prepared for presentation to the Chief upon his/her return. [12.1.2(d)]
a. In the event of a planned absence in excess of one week, the Captain is designated acting Chief.  
b. In the event of a sudden, unplanned absence or incapacitation of the Chief and Captain, the succession of command is as follows:  The most senior Sergeant will be in charge of the Department and shall be responsible for addressing executive command level issues. [12.1.2(a)]
D. Unity of Command
1. Each member of the department shall be accountable to one supervisor at any given time, according to his/her particular duty assignment at that time.  If another supervisory officer needs to assign an officer not directly under his/her supervision, that supervisor shall consult with the officer’s supervisor prior to such assignment whenever possible. [11.2.1]
2. Generally, when engaged in a police function, the senior officer shall be in charge.
a. When personnel of the same function are engaged in a single operation, seniority shall be determined by rank, followed by time in rank, followed by time in service.
b. In situations where personnel of the same rank, but different functions engage in a single operation, the senior officer of function under which operation falls shall be in charge. [12.1.2(c)]
c. In times of emergency, seniority shall be determined by rank, followed by time in rank, followed by time in service, regardless of function.[12.1.2(b)]
d. An employee of lower seniority may be placed in command of an operation by a senior officer if the employee possesses a high degree of specialization or expertise for that operation. [12.1.2(b)]
e. The Chief or his/her designee may place an employee in the position of command outside of the normal command structure.  
E. Span of Control
1. The term “span of control” refers to the number of persons reporting to any one supervisor. 
2. Assignment of supervisors in the police department will be done in a manner that will ensure a manageable span of control whenever possible.  
3. In an emergency or unforeseen circumstance, or whenever the needs of the department require it, the Chief of Police may require sufficient supervisors to work overtime in order to reduce the span of control to a reasonable number until their presence is no longer required.
F. Accountability
1. Supervisors are responsible for directing the efforts of their employees and ensuring that they are performing satisfactorily.  Supervisors shall be accountable for the activities of employees under their immediate control.  [11.3.2]
2. It is the responsibility of all supervisors to notify the Chief, or in his absence, the designee, via home phone, cell phone, or in person, of any incidents where there may be a question as to the agency’s liability or which may result in heightened community interest. Supervisory discretion must be used in judging the severity of the incident in determining whether the notification must be made immediately or if the notification may wait for the Chief’s next scheduled duty day. [11.4.4]
G. Obedience to Orders
1. Employees are expected to be familiar with and comply with all lawful orders, rules and regulations, and policies and procedures issued by the department.
2. Employees are required to obey any lawful order of a superior, including any order relayed from a superior by an employee of the same or lesser rank.  [12.1.3] 
3. [bookmark: _Toc454334726]Unlawful Orders: Obedience to an unlawful order is never a defense for an unlawful action; therefore, no employee is required to obey any order which is contrary to any federal or state law.  Responsibility for refusal to obey an unlawful order rests with the employee to whom such order was given.  The employee shall be strictly required to justify such action.  Employees issued what they believe to be an illegal order shall request the issuing superior to clarify the order or to confer with higher authority.  [12.1.3]
4. Conflicting Orders: Should any order given by a superior conflict with any previous order, departmental order, rule, regulation, policy or procedure, the employee to whom such order is given will call attention to the conflict.  If the person responsible for issuing the order does not change the order to avoid the conflict, the order will be obeyed, but the employee obeying the order shall not be held responsible for disobedience of the previous order, rule, regulation, policy or procedure.  Responsibility for the conflict shall be upon the superior who issued the conflicting order.  It should later be reported to the Chief of Police, through the chain of command, for clarification.  [12.1.3]
5. Unjust or Improper Orders: When lawful orders which appear to be unjust or improper are given, the employee to whom the order is given shall respectfully notify the superior issuing the order of its impropriety.  If the order is not corrected, then it is to be carried out.  After carrying out the order, the employee to whom the order was given may file a written report to the Chief of Police, via the chain of command, indicating the circumstances and the reasons for questioning the order, along with a request for clarification of departmental policy.  After complying with this section, an employee who carries out an order found to be unjust or improper by the Chief of Police or court or tribunal of competent jurisdiction will not be held responsible for carrying out such order.
H. Delegation of Authority
1. Each commander, supervisor, or employee to whom responsibilities are delegated shall have commensurate authority to make decisions necessary for the effective execution of their responsibilities. [11.3.1(a)] 
2. The delegation of authority by a superior rank to a lower rank shall not relieve the higher rank of responsibility for that which has been delegated. [11.3.1(b)] 
3. The delegation of authority shall be consistent with the agency’s organizational values and mission statement.







Issued by: Chief Paul E. Storti
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