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1. AGENCY PERSONNEL FILES 
 

In accordance with Section 2.5 of the City Human Resources Policies and 
Procedures Manual, agencies are required to keep a personnel folder on each active, 
transferred, or retired employee.  Employees are required to immediately inform their 
supervisors of any change in the following areas: 

 
• Name  
• Address 
• Telephone number 
• Emergency notification information 
• Marital Status 

 
Employees have the right to review their personnel folder upon request. 

 

 
2. FUND RAISING EVENTS WITHIN CITY DEPARTMENTS 
 

Employees are reminded the Cincinnati Heath Department has a statutory 
responsibility to license and regulate some temporary food service operations; 
including those for charitable purposes.  City employees who plan on conducting 
events that involve the preparation and sale of food items should contact the 
Cincinnati Heath Department at 564-1751. 

 
Events where food items are free and no donations are accepted, such as National 
Night Out, are not regulated and do not require a license. 

 

 
3. DETAIL COORDINATION UNIT TO UTILIZE PCS COMMUNICATOR 

 

2 

Throughout the year, Detail Coordination Unit (DCU) often receives last minute or 
urgent police service detail requests from outside employers.  In order to fill these last 
minute detail requests in a quick, efficient manner, DCU will begin utilizing the PCS 
communicator system. 
 
This system will automatically make calls to a “contact group” delivering a pre-
recorded message with the open detail information.  Officers interested in working the 
detail should immediately contact DCU.  The detail will be filled by the first available 
officer accepting the detail.  Once the detail is filled, another message will be sent 
advising the detail is filled.  The “contact group” will consist of officers who request 
these notifies and submit a Form 668C, Overtime Availability Request.   

 
Officers interested in working time and one half details scheduled by DCU should 
submit a Form 668C, Overtime Availability Request, to DCU by March 21, 2008. 
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4. 2007 FIREARM DISCHARGE BOARD ANNUAL REPORT 
 

Attached to these Staff Notes is the 2007 Firearm Discharge Board Annual Report.  It 
is a summary of six critical firearm discharge incidents by Police Department 
personnel.  The investigation into each incident was concluded during the 2007 
calendar year. 

 

 
5. NEW BODY ARMOR AND CARRIER 

 

The new Extreme XT-HP, level II body armor ordered at annual uniform inspections, 
is available at Supply Unit.  The new carrier will allow for a multitude of adjustments 
to eliminate many of the fitting problems experienced in the past.  Each body armor 
carrier will include six side straps.  Two straps for each side are similar to the current 
carrier in use, along with one wider strap.  
 
The shoulder strap system will contain two sets of straps.  This will allow each officer 
to personally adjust his/her carrier to their personal physique to prevent the rolling of 
body armor corners.  
 
Proper adjustment of the multiple straps is important for both comfort and safety.  It is 
not necessary to use all of the straps provided, but officers will need to keep the 
unused straps for any future changes in body shape.  Supply Unit personnel can 
assist officers with strap adjustments on the new style carriers.   
 
As with all previously issued body armor, when placing the body armor panels into 
the front and back carrier, it is imperative to ensure the label on the armor panels are 
worn facing the body.   

 
Attached to these Staff Notes is a diagram of the new body armor.  Any officer 
needing alterations or changes to the new vest must respond to Roy Tailors Uniform 
Company, 1905 Dalton Ave. Cincinnati, OH 45214. 
 

 

6. COURT HOLIDAY – GOOD FRIDAY 
3 

 
The Hamilton County Municipal Court will observe the Good Friday Holiday on Friday 
March 21, 2008.  The Hamilton County Municipal Court will be open in the A.M. only.  
All court rooms will close at 12:30 P.M. 

  
Police officers are reminded to not issue citations requiring a court appearance on 
this date. 
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7. EVANS STREET TEMPORARY CLOSURE 
 
Due to an ongoing Water Works project, the intersection of River Road and Evans 
Street is closed.  Turning onto Evans Street from River Road is not permitted.  In 
addition, there is no access to River Road from Evans Street.   
 
Employees and visitors responding to the Spinney Field Complex should use either 
Gest Street or the West Eighth Street Viaduct as alternate routes.  If using West 
Eighth Street, turn south onto Burns Street (at the firehouse) and immediately turn 
east onto the ramp, proceed under the viaduct.  You may also access Burns Street 
from River Road; one street to the west of Evans Street. 
 
Eventually, this project will proceed north and through the Spinney Field parking lot.  
Access to the building via Police Academy Drive may be temporarily limited to one 
lane.  Parking space may be limited due to pipe installation. 
 
The Evans Street closure will be in effect until further notice.  The Water Works 
project is anticipated to be ongoing for several weeks. 
 

 

8. COMMENDATIONS FOR THE WEEK OF 02/26/08-03/04/08 
4 

 
SERGEANT TERRY DUKES 
SERGEANT DANIEL McSHANE 
DISTRICT FIVE 
 
Sergeant Dukes and Sergeant McShane were patrolling the Clifton Heights, 
University Heights, and Fairview Heights (CUF) neighborhoods on January 21, 2008 
at approximately 1950 hours.  As they patrolled, they were flagged down by a citizen 
who was accosted by three suspects attempting to rob him at gun point.  Both 
sergeants were aware of the rash of robberies plaguing District Five in the CUF and 
Northside neighborhoods as a result of reviewing daily crime reports.  Sergeant 
McShane advised PCS of his location and called for additional cars to respond to the 
area.  He and Sergeant Dukes approached the suspects and placed them under 
arrest.  The suspects were identified as being involved in two robberies in the CUF 
area that evening and were in possession of the handgun used in both offenses.  
During further investigation, all three suspects admitted to additional robberies in the 
CUF, Northside, Roselawn and Finneytown areas. These suspects have been 
implicated in nine robberies.  The actions of Sergeant Dukes and Sergeant McShane 
have helped alleviate fear in these neighborhoods.  
 
Sergeants Terry Dukes and Daniel McShane are deserving of my commendation for 
their sense of duty, alertness, and knowledge of district crime problems and crime 
trends which resulted in the removal of dangerous felons from the city’s streets. 
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