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2) It is important that the officer signing the warrant supply the 
names, addresses, and telephone numbers of all 
witnesses, with a summary of their testimony.  If additional 
space is necessary, officers may use the “Statement of 
Facts” area, or attach an additional sheet. 

 
a) Give specific addresses. Include apartment numbers, 

floor, business names, etc., so subpoenas can be 
served. 

 
b) Note any statements obtained. 
 
c) If a witness shows reluctance to appear in court and 

the arresting officer wishes to serve a subpoena on 
the individual, the officer should write "Reluctant 
Witness" behind the name of this witness and explain 
briefly. 

 
d. A supervisor must approve the Form 527B. 
 
e. The officer will fax both sides of the completed 527B to RIP at 

line 352-6924. 
 
16. If the arrested is a current University of Cincinnati (UC) or Xavier 

University (XU) student, the arresting officer will fax a copy of the 
completed 527 to the appropriate University Public Safety 
Department.  UC’s Fax# 556-4940, XU’s Fax# 745-3861. 
 

G. Completing the NTA for Adults 
 

1. Before issuing a citation of any type, the police officer will query 
RCIC/NCIC for outstanding warrants or capiases. 

 
2. Complete a separate NTA for each charge, except in the service of 

warrants. 
 
3. Write all of the elements of the violation in the "Complaint" section of 

the NTA using the correct title and section number of the charge.  This 
section serves as the complaint for minor misdemeanors. 

 
4. List the facts as completely as possible. 

 
a. Use the rear of the prosecutor's copy.  These facts are important 

for the prosecutor in presenting the case in court in the event the 
defendant decides upon a court appearance. 

 
b. Include witnesses' names and specific addresses such as 

apartment numbers or business names so subpoenas can be 
served. 

 
5. Have the offender sign the NTA.  Give him the defendant's copy. 
 
6. A supervisor will notarize the minor misdemeanor NTA complaint and 

check for correctness and completeness. 
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7. If the arrested is a current UC or XU student, the arresting officer will 
fax a copy of the completed NTA to the appropriate University Public 
Safety Department.  UC’s Fax# 556-4940, XU’s Fax# 745-3861. 

 
H. Court Citation Scheduling 

 
1. Individuals cited to adult court for misdemeanors should be given a 

court date 10-14 calendar days from the date of the citation.  The two 
exceptions are an original OVI arrest or a Driving Under Suspension 
(DUS) arrest with a vehicle held for pretrial seizure.  These must be 
given a court date 5 days from the date of citation.  If the fifth day is a 
Saturday, Sunday, or legal holiday, use the next court date. 

 
2. Keep all cases together.  Cite individuals with multiple cases to the 

court of the most serious offense according to the following order: 
 

a. OVI charges 
 
b. Criminal misdemeanors 
 
c. City traffic misdemeanors 
 
d. County traffic and minor misdemeanors 

 
3. Court assignments for cited original arrests and all citations for 

warrants and/or capiases are listed below: 
 

a. OVI original arrest 
  Room A – 1230 hours 

   1000 Sycamore St. 
5 days    

 
b. DUS, vehicle seized (types SR/NC/SS/SJ/SF) 

Room B – 1300 hours 
1000 Sycamore St. 
5 days    

 
c. DUS, no vehicle seizure (all types of suspensions)  

Room B – 1300 hours 
1000 Sycamore St. 
10-14 days 

 
d. All City criminal misdemeanors (original arrest citation, 

warrant/capias citations) 
Room A – 1230 hours 
1000 Sycamore St. 
10-14 days (except vicious dogs, cite for 5 days.  Refer to  
Procedure 12.115, Section C.6.) 
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e. All City traffic (original citation, warrant/capias citations) 
Room B - 1300 hours 
1000 Sycamore St.  
7-10 days for auto accidents when cited for a minor  
misdemeanor only 
10-14 days for all traffic citations/warrants/capias 

 
f. All County criminal and traffic warrant/capias citations 

Room 121 – 1230 hours  
1000 Main St. 
10-14 days 

 
4. Citable probation violations should have the courtroom noted on the 

warrant.  If the room number is missing, cite all traffic except OVI to 
Room B at 1300 hours; cite all criminal to Room A at 1230 hours.   

 
5. If a defendant has a County and a City traffic warrant or capias, cite to 

Room B at 1300 hours. 
 
6. Warrants with no prefix or the "S" prefix are City warrants. Warrants 

with a "C" prefix were issued by Hamilton County.  Warrants with an 
"A, B, F, or P" prefix are not eligible for citation. 

 
7. Warrants with a preceding four letter mnemonic other than CWU or 

CPR are warrants issued by a Mayor's Court.  Officers may not cite on 
a Mayor's Court warrant without verbal permission from the affected 
jurisdiction. 

 
a. The Mayor’s Court will advise the officer of the appropriate court 

date and time. 
 
b. The officer must send the citation, Form 314, to the Mayor’s 

Court by either U.S. mail or hand delivery. 
 
8. Send the Form 314 to the agency which confirms the warrant or 

capias. 
 

a. If a subject has multiple jurisdiction warrants and Mayor’s Court 
warrants or capiases included, a separate Form 314 must be 
made.  Verbal verification must be received from each affected 
Mayor’s Court. 

 
I. Supervisory Review 

 
1. Officers must contact a supervisor for a review of arrests in which the 

prisoner: 
 

a. Has obvious physical injuries or claims physical abuse by police 
at the time of arrest. 

 
b. Is charged with Assault on a Police Officer or Resisting Arrest. 
 
c. Is refused admission to the Hamilton County Justice Center due 

to injuries. 
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d. Requires an interview or observation by a supervisor as needed 
by other procedures (use of force or chemical irritant, strip 
search, etc.). 

 
e. Is being arrested for a felony. 

 
2. Supervisors must review and approve the completed Forms 527, 

527B and 527E on all original felony and original reportable 
misdemeanor arrests. 
 

J. Form 682, Citation Arrest Summary 
 

1. Each district/section/unit maintains a daily Form 682 board at the front 
desk.  Officers issuing misdemeanor citations and/or warrant/capias 
citations will list the citations on the Form 682 as indicated below: 

 
a. Citations issued for a single misdemeanor or traffic 

warrant/capias are placed on the citation board. 
 
b. Citations issued for multiple misdemeanor or traffic 

warrants/capiases are prepared according to Section H.3.  List 
all cases on the citation board of the most serious offense as 
shown in Section H.2. 

 
2. At 0700 hours each day, the district/section/unit desk officer will 

prepare two copies of the Form 682.  The desk officer will ensure all 
misdemeanor citation arrests and warrant citations from the previous 
24-hour period are recorded on the citation board. 

 
a. The desk officer will place the Form 682 from the board in an 

envelope with the appropriate arrest documents.  The envelope 
must be hand delivered to CWPU no later than 0900 hours daily. 

 
3. The clerk at CWPU will initial and time-stamp the first copy of each 

Form 682.  These copies will serve as a receipt to ensure the 
complaints, as well as the Forms 527 and NTAs, are not out of place. 
The delivering officer will return the copies for the district/section/unit 
files. The second copy will remain at CWPU. 

 
4. Records Section personnel will respond to CWPU each workday to 

pick up each Form 682. 
 

a. Records Section personnel will enter the citations into the RCIC 
computer system and then forward the documents to the Clerk's 
Office. 

 
1) Records Section will retain a copy of the NTA for its files. 

 
K. Investigations or Other Official Actions Not Part of Regular Duties 

 
1. Off-duty within the City of Cincinnati corporation limits:  

 
a. Off-duty officers observing a criminal violation necessitating 

enforcement action will contact PCS.  
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b. The officer will request an on-duty police officer and supervisor 
respond to the scene and assist in the investigation and 
arrest/citation.  

 
1) This does not apply to officers working outside employment 

details as an extension of police service. 
 

c. In some cases, an officer must take immediate action.  After 
taking action, the officer will contact PCS and request an on-duty 
supervisor.  PCS will:   

 
1) Contact a supervisor from the district of occurrence.   
 
2) The responding supervisor will evaluate the situation and 

report to the Police Chief via a Form 17. 
 

2. Off-duty outside the City of Cincinnati limits:  
 

a. Off-duty officers observing a criminal violation necessitating 
enforcement action will contact the proper police agency in that 
jurisdiction.  

 
b. In some cases involving felony violations, an officer may be 

obligated to take immediate action and then contact the proper 
police agency in that jurisdiction.  

 
1) After taking action, the officer will also contact PCS and 

request an on-duty supervisor.  PCS will: 
 

a) If outside Cincinnati city limits but within Hamilton 
County, contact a supervisor from the closest district 
of occurrence.   

 
1] The responding supervisor will evaluate the 

situation and report to the Police Chief via a 
Form 17. 

 
b) If beyond Hamilton County, contact the Night Chief or 

a command officer. 
 

c. Officers outside City limits do not have the authority to 
detain/arrest individuals for misdemeanor violations. 

 
3. Officers will not attempt to stop vehicles while off duty unless it is a 

life-threatening situation which, if permitted to continue, could cause 
serious physical harm to innocent victims. 
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13.115 OUTSIDE TRAINING PROGRAMS/COLLEGE 
TRAINING 
 

Reference: 
 
FOP/City Labor Agreement 
AFSCME/City Labor Agreement 
Cincinnati Organized and Dedicated Employees (CODE) Agreement 
Procedure 12.817 - Court Management System (CMS) 
Procedure 16.125 - Travel on City Business 
Human Resources Policies and Procedures – Section 3.4 
Administrative Regulation #13 - Travel Outside of Cincinnati on City Business 
Requiring an Overnight Stay 
 
Information: 
 
Outside training includes job-related conventions, professional conferences, 
workshops, seminars, and special training events sponsored by agencies other 
than the Cincinnati Police Department. Exempt from this procedure are City of 
Cincinnati sponsored seminars of several hours to one day duration covering a 
limited subject such as payroll preparation, personnel related forms or processes, 
Equal Employment Opportunities matters, etc.  Also exempt from this procedure 
are Department personnel attending college or training on their own time and at 
their own expense. 
 
Policy: 
 
Officers, who will be out of town on City Business, must review the Court 
Management System and report the days they will be unavailable for court to 
their immediate supervisor, who will enter the information into the CMS. 
 
Procedure: 
 
A. Evaluating Training Requests 
 

1. Training requests are evaluated using the following criteria: 
 

a. Is there need for the training?  
 

b. Will the employee and/or Department benefit from this training? 
 

c. Are funds available? 
 

d. Is the training job related?  If not, is it related to the applicant's 
career plan? 

 
e. Does the Training Section already provide this training?  Is the 

same quality training available elsewhere at a more reasonable 
cost? 

 
f. Have others in the same unit attended this training? 
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B. Order for Processing the Outside Training Request Packet 
 

1. Applicant. 
 

2. Immediate supervisor. 
 

3. District/section/unit commander.  
 
4. Bureau commander. 
 
5. Training Section. 

 
6. Resource Bureau Commander. 
 

a.  Asset Forfeiture Committee, if required. 
 

7. Finance Management Section.   
 

8. Police Chief. 
 

9. Finance Management Section. 
 

10. Training Section. 
 
11. Applicant. 

 
C. Process for Requesting to Attend Outside Training Programs 
 

1. Applicant responsibilities 
 

a. Contact the Training Section to obtain an Outside Training 
Request packet.  This packet consists of a Form 70T, Request 
for Outside Training, a Form 70S, Request for Permission to 
Travel, and the employee’s training record. 

 
1) Anytime an employee voluntarily requests training and/or 

travel on City business, the employee will not receive any 
overtime compensation in excess of an eight-hour day, or a 
forty-hour work week during the training and/or travel. 

 
2) A Form 70S is not necessary if the training is free, 

reimbursable fees are not involved (i.e., lodging, meals, 
gas, parking fees, etc.), and does not involve an overnight 
stay. 

 
3) Follow all instructions in the packet for completing the 

request. 
 

b. The applicant will submit the completed Outside Training 
Request packet to his immediate supervisor. 

 
1) Include a copy of the training record. 
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2) Include brochures, announcements, and registration forms 
with the completed packet. 

 
3) Submit requests as far in advance as possible.  However, if 

the training date is less than four weeks away, personnel 
may expedite the request by hand carrying the request 
through proper channels to the Training Section. 

 
c. The Training Section will notify the applicant if the request was 

approved or disapproved using a Disposition Notification Form 17. 
 

1) If the request is approved, follow the instructions in the 
Outside Training Request packet to complete the travel 
and/or training arrangements. 

 
a) See the Outside Training Request packet for 

information on prepayment or billing of certain 
expenses, as stipulated in Administrative Regulation 
#13, Travel Outside of Cincinnati on City Business 
Requiring an Overnight Stay. 

 
d. After returning from the training, complete and submit a Form 

71S, Statement of Travel Expense, through the chain of 
command to the Finance Management Section. 

 
1) See the Outside Training Request packet for instructions 

on completing Form 71S. 
 

e. Evaluation of Outside Training Request/Certificate 
 

1) Each attendee will complete the Evaluation of Outside 
Training Request (preprinted Form 17) no later than two 
weeks after returning to duty.  Route the completed form 
and a copy of any certificate of completion, if issued, 
through the chain of command to the Training Section. 

 
a) Failure to complete and submit the Evaluation of 

Outside Training Request will result in the applicant 
receiving no credit for the training and disapproval of 
future training. 

 
f. The Department employee may be required to prepare and 

submit a lesson plan on the subject(s) addressed in the training 
program.  The employee may serve as an instructor on this topic 
to train other employees during recruit or in-service training. 

 
2. Immediate supervisor responsibilities 

 
a. At the time the request is submitted, ensure the training packet is 

complete. 
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b. Review, evaluate, and recommend approval or disapproval on 
the Form 70T using the criteria in Section A.1. of this procedure.  
Sign and date in the designated space on the rear of the Form 
70T. 

 
c. Forward the request to the district/section/unit commander. 
 

3. District/section/unit commander responsibilities 
 

a. Review, evaluate, and recommend approval or disapproval on 
the Form 70T using the criteria in Section A.1. of this procedure. 

 
b. Forward the request to the bureau commander. 

 
c. The district/section/unit commander will receive a copy of the 

applicant's Disposition Notification Form 17 stating the 
disposition of the request. 

 
d. On approved requests, ensure the applicant follows the 

instructions for making the necessary arrangements and 
completing necessary paperwork. 

 
4. Bureau commander’s responsibilities 

 
a. Review, evaluate, and recommend approval or disapproval on 

the Form 70T using the criteria in Section A.1. of this procedure. 
 

1) If approved, forward the request to the Training Section. 
 

2) If disapproved, return the request to the applicant back 
through the appropriate chain of command. 

 
5. Training Section responsibilities 

 
a. Upon request, ensure the requesting person receives the 

Outside Training Request packet. 
 

b. Ensure all returned forms are properly completed. 
 

c. Review, evaluate, and recommend approval or disapproval on 
the Form 70T using the criteria established in Section A.1. of this 
procedure. 

 
d. Forward the request with the recommendation to the Resource 

Bureau Commander. 
 

e. Attach a copy of the applicant's training record. 
 

6. Resource Bureau Commander will: 
 

a. Submit the request to the Finance Management Section to verify 
available funds. 
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b. Convene the Asset Forfeiture Committee for review of the 
request if asset forfeiture funds will be utilized. 

 
c. Forward to the Chief for approval. 
 
d. Return the completed packet to the Finance Management 

Section regardless of approval status. 
 

7. Finance Management Section will: 
 

a. Send a copy of Form 70S and the remainder of the travel packet 
to the Training Section. 

 
8. Training Section will: 

 
a. Send copies of the Disposition Notification Form 17 and 

Evaluation of Outside Training Request to the applicant if the 
request is approved. 

 
1) Send the original Disposition Notification Form 17 and 

Evaluation of Outside Training to the applicant's 
district/section/unit commander. 

 
2) The applicant is responsible for all travel arrangements. 

 
3) Route the Form 70S and other related documents to the 

Finance Management Section for processing. 
 

4) Review the Evaluation of Outside Training Request 
submitted by the employee for the value of the program 
and the possible impact on future training programs. 

 
b. Notify the applicant and the applicant's district/section/unit 

commander through the proper bureau commander using a 
Disposition Notification Form 17 if the request is disapproved. 

 
1) Training Section will send a copy of the disapproved 

request to the Finance Management Section when 
necessary. 

 
D. Advance for Expenses 
 

1. An advance of funds will be permitted to cover expenses only in cases 
of extended stay (i.e., Southern Police Institute or FBI National 
Academy). 

 
a. Traveler should prepare a Form 70S detailing the estimated 

dollar amount for out-of-town travel and indicating the amount of 
the travel advance request. 

 
2. The Police Chief must approve the travel advance request. 
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a. If approved, Finance Management Section will prepare a Form 
37S, Claim Voucher, requesting an advance in the name of the 
traveler for the amount of the travel advance.  This is required at 
least 14 days before the scheduled trip. 

 
E. College Attendance 
 

1. The Police Department encourages college attendance. 
 

a. No member may attend college while on duty. 
 

1) Personnel attending classes during scheduled work hours 
will use accumulated compensatory, holiday, or vacation 
time. 

 
2. Tuition reimbursement 

 
a. Each request is judged on the following criteria: 

 
1) Is the course related to current duties or an aid to 

promotion? 
 

2) Is the course part of a degree program? 
 

a) Electives may be covered if they are part of a degree 
program. 

 
3) Is the school/institution accredited? 

 
b. Request for reimbursement must be filed and approved before 

course registration. 
 

1) Complete Part 1 and submit through the unit commander a 
Form 80, Application and Approval for Tuition 
Reimbursement. 

 
2) The unit commander will review the Form 80 and forward 

the request to the Training Section Commander for 
completion of Part 2. 

 
a) The Training Section Commander will determine 

whether the institution is accredited. 
 

3) The Training Section Commander will forward approved 
Form 80 to Finance Management Section for the 
completion of Part 3.  Disapproved forms will be returned to 
the submitting officer. 

 
a) The submitting officer may elect to re-submit the 

disapproved request form to the City Human 
Resources Director for additional review and 
completion of Part 5. 
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4) Finance Management Section will forward the Form 80 to 
the Police Chief for completion of Part 4. 

 
5) Upon approval by the Police Chief, the Form 80 is returned 

to Finance Management Section. 
 

a) Finance Management Section will send a copy of the 
approved form to the submitting officer. 

 
6) After completing the course work, the Employee must send 

a copy of his paid receipt for the course and a grade 
transcript to Finance Management Section. 

 
7) Non-sworn personnel in Division 1 and Division 0 (CODE), 

may request tuition reimbursement for up to six (6) credit 
hours per quarter for completed work at an accredited 
educational institution based on the following: 

 
a) 100% tuition reimbursement for grade of “A”. 

 
b) 80% tuition reimbursement for grade of “B”. 

 
c) 60% tuition reimbursement for grade of “C”. 

 
d) 80% tuition reimbursement for grade of pass in a 

pass/fail course. 
 

e) 0% tuition reimbursement for grade of fail in a 
pass/fail course. 

 
9) Tuition reimbursement for sworn personnel 

 
a) To be eligible to participate in the tuition 

reimbursement benefit, sworn police officers must 
meet the conditions set forth in Section 3.4 of the 
Human Resources Policies and Procedures. 
 

b) Reimbursement for up to six (6) credit hours per 
academic session is based on the following: 

 
1] 100% tuition reimbursement for grade of “A”. 

 
2] 80% tuition reimbursement for grade of “B”. 

 
3] 60% tuition reimbursement for grade of “C”. 

 
4] 80% tuition reimbursement for grade of pass in a 

pass/fail course. 
 

5] 0% tuition reimbursement for grade of fail in a 
pass/fail course. 
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c) Plus or minus grades have no effect on the 
reimbursement received by the employee. 
 

9) Finance Management Section will process the receipt and 
grade transcript for reimbursement. 

 
a) Reimbursements will appear on the employee’s 

payroll check once entered and processed by the 
Finance Management Section.  These payments will 
be coded so that reimbursements will not be taxed. 
 

10) Finance Management Section will file a quarterly report to 
the Human Resources Director with a listing of individuals 
receiving tuition reimbursement and the courses taken. 
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VETERAN’S DAY MESSAGE FROM CITY MANAGER DOHONEY  

 
As we approach Veteran’s Day, we should pause and say 
thank you to the men and women in our departments who have 
given parts of their lives in service to our country. 
 

 
 
 

 
 
 
 

 
CHRC HOSTS “THE GREAT YOUTH DEBATE” 
 
The Cincinnati Human Relations Commission (CHRC) is proud to present “The Great 
Youth Debate on Race Relations and Cultural Diversity,” a debate event in which high 
school youth from a diverse range of schools in the Cincinnati area can discuss the 
diversity issues most important to them.  This will provide a public forum for debating 
controversial issues regarding race relations and cultural diversity. 
 
The event is modeled after the movie “The Great Debaters” starring Denzel Washington.  
In the movie, which was based upon a true story, a college professor forms a debate 
team at the small, historically black, Wiley College and pushes their abilities until they 
are finally able to debate, and win against, the notorious Harvard University in 1935. 
 
CHRC invites the public to watch the debates in the Cincinnati City Council 
Chambers in City Hall (801 Plum Street in Downtown) on Saturday, November 8th 
from 10:00 a.m. to 1:00 p.m. The event is free and open to the public, and 
refreshments will be provided.   
 
Participating schools include: Madeira High School, Summit Country Day School, Oak 
Hills High School, Western Hills University High School, Withrow University High School, 
and Woodward Career Technical High School. 
 
The debaters will be scored on objective criteria by a panel of six judges and the  
schools scoring first, second, and third place will be presented with trophies and cash 
prizes.  Funding is provided by the College of Mount Saint Joseph Student Philanthropy 
Grant, with support from the City of Cincinnati and the Cincinnati Human Relations 
Commission (a member of Community Shares). 
 
For more information, contact the CHRC office at 352-3237. 



 
EMPLOYEE STREETCAR PRESENTATION 
 
Thank you to all of the employees who attended this week’s Streetcar Brownbag 
Presentation.  Anyone not able to attend and still interested in seeing the presentation, 
can contact Tiffaney Hardy at 352.5377.  The presentation is available on the City’s 
website at http://www.cincinnati-oh.gov/city/downloads/city_pdf17434.pdf  
 
 
GEOGRAPHY KIDS & NATIONAL GIS DAY 
 
Local third, fourth and fifth graders are planning a trip across town to learn more about 
geography on November 18, 19, and 20.  Their destination, Geography Kids, is a three-
day event hosted by the Metropolitan Sewer District of Greater Cincinnati (MSD) and co-
sponsored by several city and county agencies.  The event is designed to show students 
how geography plays a role in managing community infrastructure needs. 
 
During their visit, the students will participate in a number of activities, each with 
geography-related themes. A highlight is an exploration of Geographic Information 
System (GIS) technology. 
 
Geography Kids is being held in support of National Geography Awareness Week 
(November 16 - 22) and GIS Day 2008 (November 19), national events intended to 
heighten public awareness of geography and promote geographic literacy in schools. 
  
“It’s a great opportunity for MSD to show students in Hamilton County area schools how 
we practically apply the geography skills they are learning in their classrooms as we do 
our real-world jobs,” commented Tony Parrott. 
  
Cincinnati Mayor Mark will designate Wednesday, November 19 as “National GIS Day” 
in the City of Cincinnati in support of the Geography Kids event.  The official 
proclamation will be read at the Open House at 5:15 p.m. 
 
 
DISTRESSED HOMEOWNERS CAN GET INFO TO AVOID FORECLOSURE 
 
Together with NeighborWorks America and the HOPE NOW Alliance, the Federal 
Reserve Bank of Cleveland is co-hosting a Foreclosure Prevention Workshop and 
Financial Fitness Forum in Cincinnati on November 20th. The workshop is a part of 
an ongoing national effort by HOPE NOW and NeighborWorks to connect -- in person -- 
distressed homeowners with their lenders (or a local housing counselor) to talk through 
potential alternatives to foreclosure.  The concurrently held Financial Fitness Forums will 
feature local financial education organizations and presentations on timely consumer 
credit issues, such as rebuilding bad credit, avoiding foreclosure scams, and budgeting 
for future financial stability. 
    
We need your help in letting your neighbors and affected residents know about these 
events, which are FREE and OPEN TO THE PUBLIC. The Workshop will be held 
Thursday, November 20, 2008 from 2:00–8:00 pm at the Schiff Conference Center - 
Xavier University, 1624 Herald Avenue.  
  
For more information about the Foreclosure Prevention Workshop and Financial Fitness 
Forum, contact Candis Smith at candis.smith@clev.frb.or.  You can also call the event 
line at 1-800-433-1035.   
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BALLUMINARIA 
 
The Park Board will host Balluminaria, a hot air balloon grand showcase on Saturday, 
November 22nd (bad weather date November 23rd) at Eden Park, Mirror Lake from 4 – 
6 p.m.  There will be a free shuttle service from (The Parking Company of America 
lot next to the Greyhound Bus Station on Gilbert Ave). The Balluminaria will feature 
a dozen hot air balloons glowing in the sky and reflected in the lake, holiday carolers, 
musicians, balloon artists, Santa Claus giving out candy canes, model sailboat demos, 
concessions w/ hot chocolate & roasted almonds, and many more surprises. 
 
 
PLEASE PRINT AND POST FOR THOSE EMPLOYEES WHO DON’T HAVE ACCESS 
TO EMAIL. 
 
 
FEEDBACK 
If you have any suggestions or feedback, please contact Tiffaney Hardy in the City 
Manager’s Office at 352-5377 or via e-mail at tiffaney.hardy@cincinnati-oh.gov. 
  
Next Issue Publication:  November 12, 2008.  Please submit any articles by 
Wednesday, November 5, 2008 to tiffaney.hardy@cincinnati-oh.gov. 
 
 
PLEASE PRINT AND POST FOR THOSE EMPLOYEES WHO DON’T HAVE ACCESS 
TO EMAIL. 
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Purpose 
 
Why issue this training bulletin? 
To reinforce organizational core values, 
promote the moral decision making 
process and to remind officers that 
professional and ethical behavior enhances 
public confidence.     
 
References 
 
Ohio Peace Officer Training Commission 
 
Becoming an Exemplary Peace Officer 
      “The Guide to Ethical Decision Making”  
      “An Introduction to Peace Officer Training” 
 
A.C.T. Decision Making Model 
 
Information 
 
“Ethics” defined 
 
Ethics is the universal morals or standards 
of right and wrong, not personal opinions or 
societal customs, which govern the 
behavior of people in all settings.  

 
Discussion 
 
A person who is ethical is described as 
honest and responsible, having high levels 
of character and morality.  An ethical person 
is the same in public and private, on and off 
duty.  Officers should represent the highest 
level of ethical conduct in the community we 
serve.  
 
As officers, we are faced with ethical 
dilemmas each day, both on and off duty.  
Unethical decisions jeopardize relationships 
with communities, erode public confidence 
in the organization, and violate public trust.  
The outcomes of these decisions can also 
affect our private lives.   
 
When faced with ethical dilemmas and prior 
to making a decision, officers should follow 
the “A.C.T.” Model.   
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The “A.C.T.” Model 

 
A – Alternatives, examine them all - right,  
         wrong, good, bad.  
C – Consequences, what are the  
         consequences of my decisions? 
T – Tell your side of the story, can you  
        defend your position; why did you  
        choose that alternative?  
 
Decisions are ethical if the results and means 
to reach that decision are consistent with 
ethical principles and professional 
responsibilities. 
 
Pillars of Character and Ethics 
 
The “Six Pillars of Character” are widely 
accepted ethical principles which apply to all 
people.  These character principles are the 
framework for ethical behavior in your 
personal and professional life: 
 
Trustworthiness – Do you have integrity? 
Are you honest, loyal and sincere? 
Respect – Do you treat all people with 
dignity? 
Responsible – Are you responsible for your 
actions? 
Fairness – Do you consistently treat all 
people equally? 
Caring – Are you kind, compassionate, 
empathetic and forgiving to others? 
Citizenship – Are you a law-abiding member 
of the community, taking part in civic 
responsibilities? 
 
The “Five Pillars of Public Service Ethics” 
have been identified for public service 
professionals.  These Pillars of Ethics are 
best used as a checks and balance system to 
determine if your decision is ethical.  The 
A.C.T. model will help you reach a decision.   

 
 
After you have reached a decision compare 
your decision with the: 
 
 “Five Pillars of Public Service Ethics” 
 

1. Was your office or public status used 
for private gain? 

2. Is there a conflict of interest in this 
decision? Was the decision made 

           objectively? 
3. Will you hold yourself accountable and

be held accountable by others for your 
decision? 

4. Did you follow the spirit and letter of  
the law, or was there any trickery or 
deception involved? 

5. Does there appear to be any notion of 
impropriety or does the decision 
safeguard public confidence? 

 
Summary 
 
Having good character is consistent with 
being ethical.  Ethical conduct prescribes 
what we should do, how we should do it and 
how we should behave.  Ethics is not about 
the way things are, but how they should be.     
 
To be recognized as the standard of 
excellence in policing, we all must do our part 
to make sound, ethical decisions.  Following 
the Department’s Core Values of Integrity, 
Professionalism, Diversity, Accountability and 
Vigilance will put all officers well on their way 
to maintaining a high standard of ethical 
conduct and creating public confidence in the 
Department. 







 




