
Policy

200
Tewksbury Police Department

Policy Manual

Copyright Lexipol, LLC 2023/11/16, All Rights Reserved.

Published with permission by Tewksbury Police Department
Organizational Structure and Responsibility - 1

Organizational Structure and Responsibility

200.1   PURPOSE AND SCOPE

This policy establishes the organizational structure of the Department and defines general

responsibilities of department members. The specific duties and responsibilities of positions within

the department can be found in Chapter 11 "Job Descriptions" of the procedure manual.

200.2   POLICY

The Tewksbury Police Department will implement and maintain an organizational structure that

provides clear and identifiable roles for command, control, and guidance of the Department. Each

position and assignment should have clearly identified responsibilities and a defined chain of

command.

200.3   RANKS

The various ranks within the Tewksbury Police Department reflect the paramilitary nature of the

organization. The overall head of the Department is the Chief of Police. In descending order, the

ranks are as follows:

• Chief of Police

• Deputy Chief of Police

• Lieutenant

• Sergeant

• Patrol Officer/Detective

• Student Officer

200.3.1   CHIEF OF POLICE

The executive head of the department is the Chief of Police. The Chief's duties and responsibilities

are described in detail within the Job Description. Additionally, the Chief's personal span of control

shall include the responsibility for:

(a) Ensuring compliance with all laws department personnel have the authority to enforce.

(b) Organizing, directing and controlling all resources of the Tewksbury Police

Department.

(c) Developing, administering and have full accountability and responsibility for the fiscal

management of the Tewksbury Police Department.

(d) Developing an effective organizational structure.

(e) Establishing department goals and objectives.

(f) Developing and maintaining a multi-year plan.

(g) Deploying department personnel in an efficient manner.
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(h) Ensuring department-approved training, commensurate with job activities, is provided

for department personnel.

The Chief of Police may delegate any task, which may assist him in the performance of his duties

and responsibilities.

200.3.2   DEPUTY CHIEF OF POLICE

The Deputy Chief of Police, working in conjunction of the Chief of Police, is directly responsible for

the supervision, coordination, and control of all police patrol and criminal investigation operations

and activities and the overall administration of the department. The responsibilities include, but

are not limited to:

1. Internal Affairs Investigations

2. Keeper of the Records

3. Rules and Regulations

4. Policies and Procedures

5. Public Information

6. Budgeting

7. Administration of Police personnel records and payroll processing.

The Deputy Chief of Police may delegate any task, which may assist him in the performance of

his duties and responsibilities.

200.4   DIVISIONS

The Chief of Police is responsible for administering and managing the Tewksbury Police

Department. There are three divisions in the Department:

• Administration Division

• Patrol Division

• Criminal Investigation

200.4.1   ADMINISTRATION DIVISION

The Administration Division is commanded by three assigned Lieutenants; the Court Prosecutor,

the Administrative Lieutenant and the Professional Standards Manager who are directly

subordinate to the Deputy Chief of Police.

The Court Prosecutors primary responsibility is to act as the liaison between the police department

and the courts. The court prosecutor works in cooperation with the local District Attorney and is

responsible for the management and prosecution of criminal cases.

The Administrative Lieutenant's primary responsibility is to provide general management,

direction, and control for the Administration Division. The Administration Division consists of

technical and administrative services. The Administrative Lieutenant supervises all Reserve
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Officers and civilian personnel with the exception of the Executive Assistant to the Chief of Police

who is directly subordinate to the Chief of Police.

The Professional Standards Manager oversees the State Accreditation Process, Policy and

Procedure Development, and the Training Program which is created and implemented by the

Training Sergeant. The Professional Standards Manager supervises the Training Sergeant. The

Professional Standards Manager oversees the Field Training Program.

200.4.2   PATROL DIVISION

Each Patrol shift is commanded by an assigned Lieutenant, whose primary responsibility is to

provide general management, direction, and control for the Patrol shift. Each patrol Lieutenant is

directly subordinate to the Deputy Chief of Police. Each patrol shift has assigned patrol sergeants

who are directly subordinate to the Patrol Lieutenant. Patrol sergeants assist the patrol Lieutenant

in the general management, direction, and control of the shift. The Patrol Division consists of

uniformed patrol officers and special operations, which includes the Traffic Unit, Canine Unit, and

the Drone Unit.

200.4.3   CRIMINAL INVESTIGATION DIVISION

The Criminal Investigation Division is commanded by an assigned Lieutenant who is directly

subordinate to the Chief of Police. The Criminal Investigations Division Commanders primary

responsibility is to provide general management, direction, and control for the Criminal

Investigation Division. The Criminal Investigations Division Sergeant is directly subordinate to

the CID Commander and will assist the commander in the general management, direction, and

control of the Criminal Investigations Division. The Drug Unit Sergeant is directly subordinate the

the CID Commander and will assist the commander in the general management, direction, and

control of the Drug Unit. The Criminal Investigation Division consists of the Criminal Investigations

Division, Drug Unit and the Property and Evidence Detective. In addition, School Resource

Officers, Community Service Officers and Family Services are part of the Criminal Investigation

Division.

200.4.4   ORGANIZATIONAL CHART

The Chief of Police or the authorized designee is responsible for developing an organizational

chart which shall be accessible to all members, and should be updated as needed. The Executive

Assistant to the Chief of Police shall maintain the organizational chart and ensure that it remains

current. The organizational chart shall be accessible to the public upon request.

Tewksbury Police Department Organizational Chart

200.5   COMMAND PROTOCOL

The Chief of Police exercises command over all members of the Tewksbury Police Department.

A. Day-to-Day Operations:

1. In normal day-to-day operations, all members of the department should adhere

to the chain of command and unity of command depicted on the department's

organizational charts. This should be followed for day to day work situations.
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However, it is understood that there are occasions when a strict chain of custody

is not optimal, and employees may step outside of the chain of custody, in order

to resolve issues in an efficient manner.

B. Absence of the Chief of Police:

1. During planned absences, the Chief of Police will designate the Deputy Chief of

Police to serve as the acting Chief of Police.  Except when designated as above,

the order of command authority in the absence or unavailability of the Chief of

Police is as follows:

(a) Deputy Chief of Police

(b) Criminal Investigation Division Commander

(c) Administration Division Commander

(d) On-duty Officer-in-Charge

C. Exceptional Circumstances:

1. Command protocol for control of unusual situations shall be as follows:

(a) When two or more superior officers of equal rank, assigned to the same

division or subdivision, are involved in the same operation or action, the

officer who is in charge of the unit with primary  responsibility over the

situation will be in command.

(b) In situations where there are only patrol officers at the scene of an

operation or action, and a superior officer is unable to be on scene, the

Patrol Shift Supervisor shall designate by radio communication, which

patrol officer shall assume command of the scene. Should a superior

officer arrive at the scene at any time during this activity, the patrol officer

shall relinquish command and shall fully acquaint that superior officer with

any and all events up to that point.

D. Situations with Personnel from Different Functions:

1. Command protocol of situations involving personnel of different functions

engaged in a single operation shall be as follows:

(a) When two or more superior officers of equal rank, but normally assigned

to different divisions or subdivisions, are involved in the same operation

or action, the officer attached to the unit that initiated that activity will be

in command.

(b) In situations where a detective or detectives are at the scene of an

operation or action along with patrol officers and without the presence of

a superior officer, the detective with the most seniority in the Detective

Bureau will assume command of the scene. Should a superior officer arrive

at the scene at any time during this activity, the detective shall relinquish

command and shall fully acquaint that superior officer with any and all

events up to that point.
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200.5.1   UNITY OF COMMAND

The principles of unity of command ensure efficient supervision and control within the Department.

Generally, each member shall be accountable to one supervisor at any time for a given assignment

or responsibility. Except where specifically delegated authority may exist by policy or special

assignment (e.g., Canine, Drone), any supervisor may temporarily direct any subordinate if an

operational necessity exists.

Each organizational component shall be under the direct command of only one supervisor.

200.5.2   GOALS AND OBJECTIVES

The Chief of Police or the authorized designee is responsible for establishing goals and objectives

for the Tewksbury Police Department using a strategic planning process, and shall ensure the

goals and objectives are reviewed and updated annually.

Division Commanders are responsible for developing, reviewing, and updating the elements of the

plan that affect their division. The strategic plan should specify a time period and should include

but is not limited to:

• Long-range goals and objectives.

• Anticipated workload and staffing needs.

• Capital improvement, equipment, and supply needs.

• Provisions for implementation, measuring achievement, and revision as needed.

• Documentation of the review process.

200.5.3   MULTIYEAR PLAN

The Chief of Police is responsible for multiyear planning, based on input from command staff and

resources.The multiyear plan shall be updated annually.Projections will be for five years and will

include:

(a) Goals and operational objectives.

(b) Anticipated workload and population trends.

(c) Anticipated personnel levels.

(d) Capital improvements/equipment needs.

200.6   AUTHORITY AND RESPONSIBILITIES

Each member will be assigned duties and responsibilities. Each supervisor and officer depicted in

the organizational chart shall have the commensurate authority required to successfully carry out

the responsibilities of the functions or tasks assigned to his/her control. Each member will also be

held accountable for the appropriate application of that delegated authority.

• Authority is delegated by the Chief of Police to the Deputy Chief and the Lieutenants.

• The Deputy Chief and the Lieutenants delegate authority given to them to the

supervisors of smaller subordinate units.
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• This process continues until it reaches the level of execution.

Each officer or supervisor is accountable to his immediate supervisor for the use, misuse, or failure

to use his delegated authority.

Supervisors are accountable for the performance and activities of the employees under their

immediate control. Supervisors are vested with the authority and responsibility to ensure that all

personnel under their command follow orders and perform their duties in accordance with the

Rules and Regulations and Policies and Procedures of the Tewksbury Police Department. When it

is determined that disciplinary action is necessary, supervisors will take necessary action to correct

deficiencies and ensure proper adherence to department procedures. A report of the incident will

be forwarded to the Chief of Police. 

200.7   EMPLOYMENT AGREEMENT MANAGEMENT

The Chief of Police or the authorized designee shall obtain copies of ratified employee agreements

applicable to department members and ensure that appropriate information is disseminated to all

Division Commanders.

Tewksbury Police Department Collective Bargaining Agreements:

(a) The Town of Tewksbury and the Tewksbury Police Department Police Supervisors

Union

(b) The Town of Tewksbury and Tewksbury Massachusetts Police Patrolman's

Association
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