POLICE OFFICER
SUMMARY
A Police Officer shall be responsible for the efficient performance of all duties in
conformance with the rules, regulations, policies, procedures and orders contained in all
manuals issued by the Department.
His/her mission shall consist of but is not necessarily limited to, the following general police
responsibilities:
1.

Identify criminal offenders and criminal activity and where appropriate, apprehend
offenders and participate in subsequent court proceedings.

2.

Reduce the opportunities for the commission of crime through preventive and directed
patrols and crime prevention measures.

3.

Aid individuals who are in danger of physical harm.

4.

Protect constitutional guarantees.

5.

Facilitate the movement of people and activities.

6.

Assist those who cannot care for themselves.

7.

Resolve conflict.

8.

Identify problems that are potentially serious law enforcement or governmental problems.

9.

Create and maintain a feeling of security in the community.

10.

Promote and preserve civil order.

11.

Provide other services on an emergency basis.

12.

He/she shall be assigned to perform specific duties and responsibilities as required by the
Chief of Police or his/her designee.

DUTIES AND RESPONSIBILITIES (GENERAL)
1.

Exercise authority consistent with the obligations imposed by his/her oath of office and is
accountable to his/her superior officers, promptly obeying legitimate orders.
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2.

Coordinate his/her efforts with those of other members of the Department so that their
teamwork may insure continuity of purpose and minimum achievement of police
objectives.

3.

Communicate to his/her superiors and to co-workers all information he may obtain which
is pertinent to the achievement of police objectives.

4.

Be available for duty at all times in case of special needs or emergencies and respond
punctually to all assignments.

5.

By study and research, become familiar with advanced techniques and ideas designed to
improve police performance.

6.

Acquire and record information concerning events that have taken place since his/her last
briefing and be continuously attentive to instructions.

7.

Record all activity during his/her tour of duty in the manner prescribed by his
superiors.

8.

Devote the maximum possible time to the performance of his/her assigned duties.

9.

Maintain arms and equipment in a functional, presentable condition, promptly correcting
defects and reporting any serious defects to his/her superior.

10.

Make reports of crimes, collisions and other incidents in conformity with the procedures
outlined in current directives for their accurate and complete preparation.

11.

Exert every effort to satisfy the needs of citizens requesting service, assistance or
information and courteously explain any instance where jurisdiction does not lie with the
police department and suggest other procedures to be followed.

12.

Be accountable for the securing, receipt and proper transporting of all evidence and
property coming into his/her custody.

13.

Be alert to the development of conditions tending to cause crime, take preventive actions
to correct such conditions and inform his/her superiors as soon as the situation permits.

14.

Conduct a thorough investigation of all offenses and incidents within his/her area of
assignment and scope of activity. He/she shall collect evidence and record data that will
aid in identification, apprehension and prosecution of offenders and the recovery of
property.
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DUTIES AND RESPONSIBILITIES (SPECIFIC)
PATROL
1.

Patrol assigned area in a one or two officer radio car for general purposes of crime
prevention and enforcement. Pay special attention to those public offenses and criminal
activities that are more likely to occur during one’s tour of duty. Patrol includes:
apprehending persons violating the law or wanted by the police; public assembly checks;
building security checks; legal interrogation of suspicious adults and juveniles; issuing
traffic citations; locating fires; reporting street light and traffic signals out of order street
hazards and other safety problems; checks of schools, parks and playgrounds.

2.

Examine in the nighttime, doors and windows of the business places in his/her assigned
area of patrol to see that they are properly secured. If any door or window is found to be
unsecured, he/she shall notify the station and take immediate measures to secure the
property if it is apparent that the owner inadvertently left the door or window open.
However, if it appears the door or window was forced open to gain unlawful entry into
the building, he/she shall immediately notify his/her superior officer of the situation and
request assistance to search the premises.

3.

Become thoroughly familiar with his/her assigned route of patrol. This includes residents,
merchants and institutions; roads, alleyways and paths; conditions that contribute to crime
and resources for emergency or other assistance.

4.

Remain on his/her assigned sector throughout a tour of duty except when a police
emergency necessitates a temporary absence or when a superior officer or the dispatcher
has issued such authorization.

5.

Patrol every part of his/her assigned area giving particular attention to and frequently rechecking locations where the crime hazard is great. In so far as possible, he/she shall not
patrol his/her area according to any fixed route or schedule but shall alternate frequently
and back track in order to be at the location least expected.

6.

Be alert for all nuisances, impediments, obstructions, defects or other conditions that
might endanger or hinder the safety, health or convenience of the public within his/her
patrol area.

7.

Take measures to direct the flow of traffic in his/her area during periods of congestion.

8.

Keep portable radios equipment in operation at all times and be thoroughly familiar with
Department policy concerning use of the radios. Give location when contacted by radio.
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9.

Be prepared to participate in special operations such as directed patrols, community
policing initiatives, selective enforcement and others.

SERVICE TO THE PUBLIC
1.

Respond to situations brought to his/her attention while in the course of routine patrol or
assigned by radio. Render first aid to persons who are seriously ill or injured; assist
people with special needs, lost persons or other persons needing police assistance.

2.

Answer questions asked by the general public, counsel juveniles and adults when
necessary and refer them to persons or agencies where the can obtain further assistance.

3.

Preserve the peace at public gatherings, neighborhood disputes and family fights.

REPORT WRITING
1.

Complete detailed crime reports on all reported public offenses, crimes and vehicle
collisions. In cases where an arrest is made, an arrest report is submitted along with the
required crime reports. When property is recovered or additional information is
discovered pertaining to a previously reported offense, the officer completes an
investigation report and secures the property according to established Department
procedures.

2.

Take statements from witnesses, suspect and complainants at the scene of most serious
offenses and traffic collisions.

3.

Complete brief complaint reports on assignments where no offense has occurred or
further police action is required.

4.

When an officer is involved in a situation where there is an unfavorable public reaction or
charges are made against a police officer, submit a report through command channels
explaining the circumstances in detail.

MISCELLANEOUS ACTIVITIES
1.

When directed by a superior officer, serve or deliver warrants, summonses subpoenas and
other official papers promptly and accurately in accordance with Department policy.

2.

Guard prisoners who are receiving treatment at a hospital.

3.

When dispatched, leave assigned area to assist fellow officers on calls of a serious or
dangerous nature.
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4.

Be fit and able to testify in court and confer with court liaison officer when
assigned, testify in court.

5.
Accomplish other general duties and functions as they are assigned or become
necessary.
6.

If assigned to operate a motor vehicle, see that is well maintained mechanically
and that it is kept clean both inside and out. Immediately report all defects and
damage sustained to the Shift Commander and complete all reports and forms
required for such by current procedures. Have a valid Massachusetts driver’s
license. Use the call numbers assigned to the car to contact Provincetown
Emergency Dispatch Center. Operate the radio in line with FCC and Department
regulations.

7.

Always drive the assigned vehicle with due regards for personal safety. When on
regular patrol, drive at a speed and in such a manner as will enable one to see
any conditions in the assigned patrol area that may require police attention.

8.

Be prepared for inspection of uniforms, equipment and general appearance.

WHEN RESPONDING TO A REPORT OF A CRIME OR SERIOUS INCIDENT
1.

Use the siren and flashing lights when it is necessary to do so and in accordance
with Department procedure and MGL to ease passage through traffic provided
their use does not defeat more important police purposes such as maintaining
the element of surprise.

2.

When approaching the area of a crime scene, observe all weapons in the vicinity
and the registration numbers of vehicles leaving the area.

3.

Keep the dispatchers and officer in charge informed of all pertinent information
relating to the crime scene or serious incident area until a superior officer
arrives to take command.

4.

Consistent with responsibilities at the scene and with orders received from
superiors, resume regular patrol as soon as possible.
SPECIAL
REQUIREMENTS

Must possess, or be able to obtain by time of hire, a valid State Driver's License without
record of suspension or revocation in any state; ability to meet physical standards as
established by the Massachusetts Police Training Committee; and must be able to
successfully complete all phases of the selection process; and must be able to reside
within the prescribed public safety response zone for the Town.
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Police Officer candidates must be willing to work off-hours, night and overnight, weekend
and holiday shifts; must be willing to be called back, held over or work assigned shifts in
emergency situations
TOOLS AND EQUIPMENT
USED
Police car, police radio, radar gun, handgun and other weapons as required, baton,
handcuffs, breathalyzer, cell phone, first aid equipment.
PHYSICAL
DEMANDS
The physical demands described here are representative of those that must be met by
an employee to successfully perform the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the
essential functions.
While performing the duties of this job, the employee is frequently required to sit and
talk or hear. The employee is occasionally required to stand; walk; use hands to finger,
handle, or feel objects, tools, or controls; reach with hands and arms; climb or balance;
stoop, kneel, crouch, or crawl; and taste or smell.
The employee must occasionally lift and/or move more than 100 pounds. Specific vision
abilities required by this job include close vision, distance vision, color vision, peripheral
vision, depth perception, and the ability to adjust focus.
Must be able to pass and maintain firearms qualifications. Must operate vehicles. Must
be able to administer basic emergency aid and/or move victims. Must be able to wear
duty belt with police equipment. Must be able to wear protective gear as needed.
WORK
ENVIRONMENT
The work environment characteristics described here are representative of those an
employee encounters while performing the essential functions of this job. Reasonable
accommodations
may be made to enable individuals with disabilities to perform the essential functions.
While performing the duties of this job, the employee frequently works in outside
weather conditions. The employee occasionally works near moving mechanical parts; in
high, precarious places; and with explosives and is occasionally exposed to wet and/or
humid conditions, fumes or airborne particles, toxic or caustic chemicals, extreme cold,
extreme heat, and vibration.
The noise level in the work environment is usually moderate.
PROVINCETOWN POLICE
DEPARTMENT

SELECTION GUIDELINES:
Formal application; review of education and experience; examinations, including but not
limited to written, assessment exercises, medical, physical, and psychological; oral
interviews; background check; final selection.
The duties listed above are intended only as illustrations of the various types of work that
may be performed. The omission of specific statements of duties does not exclude them
from the position if the work is similar, related or a logical assignment to the position.
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