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PURPOSE 
 
The purpose of this Directive is to provide organizational and administrative guidelines for the training of 
all sworn and non-sworn personnel of the Haverford Township Police Department.  This Directive also 
provides procedures for making training requests, training scheduling, training procedures, notification 
procedures, and procedures for the management of training records. 
 
POLICY 
 
It shall be the policy of the Department that all sworn and non-sworn personnel comply with the provisions 
of this directive.  Department personnel shall follow procedures outlined in this Directive for making 
requests for Department sanctioned training; compliance with scheduled training and notification 
procedures; and for the maintenance of all training records. 
 
PROCEDURE 
 

I. Training Requirements 

A. Basic Recruit Training 

1. All sworn members of the Haverford Township Police Department shall complete 
a certified basic law enforcement/ police training course and be certified by 
MPOETC prior to assuming their law enforcement duties. (PLEAC 4.9.1 c) 

2. All newly hired municipal police officers, as defined by the Municipal Police 
Officers’ Education and Training Act, as amended, (53 Pa. C.S.A. §2161-2167) 
shall comply with all requirements of the Pennsylvania Municipal Police Officers’ 
Education and Training Commission, see Directive 4.9.1  
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B. Additionally, the Haverford Township Police Department requires the following initial 
training: 

1. Lethal and less lethal training. 

a) Officers shall demonstrate satisfactory skill and proficiency of all agency-
authorized lethal and less lethal weapon(s) before approval is granted to 
carry and/or use such weapon(s) both on and off duty. 

b) This training shall be evaluated by a certified instructor. 

c) Training and qualification shall be documented for each authorized weapon. 

2. Field training as required in the Field Training Policy. 

3. Initial training on stopping techniques and immobilization devices, which specifies 
the procedures for correct implementation. 

4. Initial training in the operation of the Detention Facility (Temporary Holding Areas 
and Cell Area) to include the use of fire suppression and other emergency 
equipment. 

5. Training on the following policies: 

a) 1.3.1 - Use of Force (to include use of force, deadly force, and de-
escalation); 

b) 1.8.4 - Duty to Intervene and Act; 

c) 1.8.3 – Bias Based Policing; and 

d) 2.4.2 - Vehicle Pursuits. 

6. Initial training on biased-based policing issues. 

7. Initial training to recognize and respond to suspected mentally ill persons. 

8. Initial training to utilize MVR equipment and make audio recordings or video 
recordings. 

9. Initial training to ensure familiarization with the Protection of Victims of Sexual 
Violence or Intimidation Act. 

C. All initial PLEAC-required training will be documented on the PLEAC Initial Training 
Checklist by the Field Training Officer (FTO). 

II. In-Service Training 

A. All sworn members of the Haverford Township Police Department shall successfully 
complete an annual in-service training course, which may include course materials on 
federal and Pennsylvania court cases and legal updates.  (PLEAC 4.9.1 d) 

B. All municipal police officers, as defined by the Municipal Police Officers’ Education and 
Training Act, as amended, (53 Pa. C.S.A. §2161-2167) shall comply with the mandatory 
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training requirements of the Pennsylvania Municipal Police Officers’ Education and 
Training Commission, see Directive 4.9.1. (PLEAC 1.10.5) 

C. Additionally, all sworn personnel of the department will complete in-service training, to 
minimally include: 

1. Annually demonstrating satisfactory skill and proficiency of all agency-authorized 
lethal and less lethal weapon(s), which shall be evaluated by a certified instructor 
(training and qualification shall be documented for each authorized weapon). 

2. Annual review of empty-hand control, arrests, post-arrest positioning, and 
defensive techniques. 

3. Training on the following policies: 

a) Annually 

(1) 1.3.1 – Use of Force (to include use of force, deadly force, and de-
escalation);  

(2) 1.8.3 – Bias Based Policing; and 

(3) 1.8.4 - Duty to Intervene and Act. 

b) Once Per Accreditation Cycle 

(1) 2.4.2 - Vehicle Pursuits. 

4. CPR certification and first-aid as required. 

5. Annual legal updates training. 

6. In-service training at least once every three years in the operation of the Detention 
Facilities (Temporary Holding Areas and Cell Area) to include the use of fire 
suppression and other emergency equipment.  

7. Annual training on bias based policing issues. 

8. Annual mental health training and if applicable, training on mental health statutes 
or Department policy changes provided within 90 days or as required by statute. 

9. Training on stopping techniques and immobilization devices, which specify the 
procedures for correct implementation, shall occur at least once every three 
years.(If they prohibit the use of these devices, change to: Review the department’s 
prohibition on the use of immobilization devices and stopping techniques shall 
occur at least once every three years) 

D. All personnel shall demonstrate satisfactory skill and proficiency as applicable on any 
newly implemented weapon or weapon system before approval is granted to carry and/or 
such weapon or weapon system on duty and if applicable off duty. 

E. Every civilian employee of the Haverford Township Police Department shall attend job-
related training relative to their duties and responsibilities or anticipated duties & 
responsibilities. 
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F. Every employee (sworn and non-sworn) of the Haverford Township Police Department 
shall receive training on any new policy directly affecting their position. 

III. Accreditation Training 

A. All employees shall receive training to provide basic familiarization with what 
accreditation is and its role within the organization. This training will be conducted during 
the year leading to initial accreditation and to all newly hired agency personnel within 30 
days of employment, or within 30 days of completing initial training academy 

IV. ICS Training 

A. All personnel shall receive ICS training appropriate to their level of responsibility. 

B. Frontline supervisors and above shall complete a documented training exercise once per 
accreditation cycle. 

V. Special In-Service Training 

A. The following is a limited list of specialized assignments/positions within the Department, 
and the corresponding training that is the minimum recommended for the officer selected. 

1. Firearms Instructor 

a) Firearms Instruction Training. 

b) Refresher training as needed to maintain certification. 

2. Field Training Officer 

a) Field Training Officer’s Training. 

b) Refresher training at least once every three years. 

3. Department Instructor 

a) Specialized Courses that the officer will be instructing (per course). 

b) Refresher training as needed to maintain certification. 

4. Accreditation Manager  

a) Accreditation Manager Training. 

5. Canine 

a) All canine teams (dog and handlers) shall: 

(1) Complete a basic training program that includes instruction in basic 
working dog skills, along with the applicable specialty skills, and 
team training with the assigned handler. 

(2) Be evaluated and approved by a trainer operating with the approval 
of one of the organizations identified in Act 60 of 2022. 
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(3) Participate in a minimum of 16 hours of monthly maintenance 
training (within the parameters set by Act 60 of 2022). 

(4) This department shall maintain records of all basic maintenance 
training and evaluations, successful or unsuccessful, for the duration 
of the canine unit’s service, plus five years. 

6. Tactical Team Member 

a) If assigned to/or participating in any tactical team (includes negotiators), the 
officer shall: 

(1) Successfully complete entry-level basic training prior to assuming 
those duties. 

(2) Following the completion of entry-level basic training, officers 
assigned to the tactical team shall participate in monthly training 
sessions, contingent on manpower availability. At a minimum, 
quarterly training must be completed to ensure readiness and 
operational proficiency throughout the year. 

7. Specialized Vehicles 

a) If assigned to a specialized vehicle to include, but not limited to bicycles, 
boats, mobile command units, Polaris, etc., the police officer shall: 

(1) Successfully complete entry-level training prior to assuming those 
duties. 

(2) At least once during the accreditation period, following the 
completion of entry-level basic training, all personnel assigned to 
agency-specialized vehicles shall complete in-service training in a 
manner determined by the Chief of Police. 

8. Unmanned Aircraft System (Drone) 

a) All officers assigned as UAS operators are required to successfully 
complete entry-level training prior to assuming duties as a UAS operator. 

b) Entry-level training shall be conducted by the department or through a 
contracted service. It shall include a review of the department’s specific 
UAV and area consideration for the department’s operating area.  

c) Officers must obtain and maintain an FAA Remote Pilot Certificate (Part 
107). 

9. Internal Affairs Function 

a) Any Department member who is responsible for conducting an internal 
investigation must receive the appropriate training in methods and best 
practices for conducting these investigations. 

VI. Training Records 
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A. Maintenance and Updating Responsibilities 

1. The Haverford Township Police Department shall record, maintain and update all 
training records, programs and courses for all of their employees. (PLEAC 1.10.1) 

2. The Special Operations Unit shall have the responsibility to record, maintain and 
update all training records, programs and courses for all Haverford Township 
Police Department employees. 

3. The following minimum requirements shall be incorporated in the Department’s 
training records management system: 

a) The course content or lesson plan for training courses conducted by the 
Department. (PLEAC 1.10.2 a) 

b) The name of all attendees at any training course given by this Department 
or the name of all Department employees attending training conducted by 
outside organizations/ agencies.(PLEAC 1.10.2 b) 

c) The date(s) and location(s) where the training was received. 

d) Performance of individual attendees and the measuring instruments / test 
used, as applicable for all department conducted training and any similar 
information, if it is provided, by outside agencies or organizations for 
trainings they conducted of Department employees. (PLEAC 1.10.2 c) 

VII. Requests For Training Procedures 

A. Requesting Member Responsibilities 

1. The requesting member shall forward an e-mail request to his/her immediate 
supervisor describing the course of study, the dates of training, the location of the 
training, the cost of the training, and if available, a brochure or syllabus outlining 
the course of instruction.   

2. At the completion of any training where a certificate of completion, a diploma, etc, 
is issued the member shall, within a week of completion of the course of training, 
provide to the Special Operations Unit a copy of this certificate, diploma, etc. for 
the member’s training file and also provide a copy to the secretary of the Chief of 
Police for the member’s personnel file. (PLEAC 1.10.1) 

B. Supervisor Responsibilities 

1. Shall review the request to ensure all necessary information has been provided. 

2. Shall make a determination as to the applicability of the training and the 
appropriateness of the requesting member to receive this training.    

3. Shall notify, via e-mail, the requesting member of his/her decision whether to 
recommend or not recommend the member’s training request to the Division 
Commander.  The Division Commander shall receive a copy of this e-mail. 
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4. Shall forward to the Division Commander all requests for training he/she receives.  
All applicable information and documentation shall be forwarded to the Division 
Commander. 

C. Division Commander Responsibilities 

1. Shall review each request for training submitted for his/her review by a Supervisor 
and make a determination if the training is applicable, feasible, and that the 
requesting member is the appropriate person to send to this training. 

2. Shall discuss any training request he/she has approved with the Chief of Police who 
shall provide the final decision as to whether the requesting member attends this 
training. 

3. Upon the Chief’s approval for this training, notify the Special Operations Unit 
Supervisor of this training and forward all documentation concerning this training 
to this Supervisor to ensure the training is scheduled as soon as possible. 

4. Notify the requesting member and his/her Supervisor of the approval or denial of 
this training request. 

D. Special Operations Unit Responsibilities 

1. Ensure that all required information has been received to permit scheduling of the 
requested training. 

2. Make all necessary arrangements for attending this training. 

3. Ensure that the following notifications are made as to the name(s) of member(s) 
attending this training, date(s), and time(s) for this training: 

a) Notify the attending member’s immediate Supervisor. 

b) Notify the Division Commander. 

c) Notify the Chief of Police. 

d) Notify the attending member(s) of the appropriate attire for the training. 

e) Ensure that the training file for the attending member is updated with the 
information concerning the course of instruction, dates of instruction, 
location of the training and copies of all certificates, diplomas, etc. 

VIII. Scheduling And Notification Procedures For Training 

A. The following scheduling procedures and responsibilities shall be followed:  

1. All scheduling of training shall be coordinated through the Special Operations Unit. 

2. All information concerning the type or course of training; dates; times; location; 
appropriate attire for the training; or any other such information as is necessary for 
the attending members to know, shall be provided by the Special Operations Unit. 
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3. The scheduling of personnel to attend training shall be a coordinated effort 
involving the Special Operations Unit, the member’s immediate Supervisor, the 
Division Commander, and the Chief of Police. 

B. The following notification procedures and responsibilities shall be followed: 

1. The Special Operations Unit shall, as soon as practical, post an e-mail to the 
appropriate Supervisor(s), Division Commander(s), the Court Coordinator, and the 
Chief of Police outlining the training being scheduled; the date(s); the time(s), if 
known; the location; and any other information as may be necessary. 

2. Supervisors, when requested to submit a list of members to attend training, shall 
provide the names of the members to attend the training as soon as possible to the 
Special Operations Unit. 

3. The Platoon Sergeant shall be responsible to make an entry to the time off calendar 
noting the appropriate dates of the training and any specific information necessary. 

4. A Division Commander, his/her designee, or the Chief of Police, shall be the only 
members with authority to prohibit time off on a specific training date. 

5. The immediate Supervisor of a member(s) attending training shall be responsible 
for making all entries necessary in the Department Time Off Program indicating 
the name of the member(s) attending training on a specific date. 

IX. Other Responsibilities 

A. The following other responsibilities shall be followed by the appropriate members of the 
Department: 

1. All members assigned to training are expected to attend the training as scheduled.  
Members not attending training as scheduled are subject to disciplinary action in 
the event there is not a justifiable excuse for missing the training. 

a) Justifiable excuses are illness, injury, court which cannot be rescheduled, 
military leave, or excused by the Division Commander or Chief of Police. 

B. Officers assigned to firearms qualification on their day off have the following options: 

1. The officer may attend this training as scheduled on his/her date off and be 
compensated for 12 hours TOTO for attending this training. 

2. In the event the officer chooses not to qualify on his/her off duty time, he/she shall 
be scheduled to qualify during duty hours; no compensation for TOTO shall be 
earned.  If the officer’s regular tour of duty is not over at the completion of the 
firearms qualification, he/she shall be required to return to duty at the completion 
of the firearms qualification. The officer may use his/her annual leave or TOTO 
hours for time off for the remainder of the shift, if manpower requirements are met. 

C. All personnel assigned to training shall report to the Special Operations Unit each day of 
training for attendance and to obtain a vehicle for use. 
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1. Special Operations Unit personnel shall ensure that an accurate daily attendance is 
completed.  

2. In the event that the training is after hours or Special Operations Unit personnel are 
not available, personnel assigned to training shall check-in with the on duty 
supervisor.  

3. The shift supervisor/information asst. shall be responsible to ensure that all 
necessary information concerning training is placed On the Daily Log. 

4. The Court Coordinator shall make every effort to ensure that officers assigned to 
training are not assigned to appear in court on the same date. 

D. Municipal Police Officer Training and Education Commission mandatory annual training 
issues are covered in Directive 4.9.1 “Municipal Police Officer Training and Education 
Commission Certification”. 

X. Extended Absence Training Procedures 

A. Officers who have been absent for a period of time exceeding sixty (60) consecutive days 
shall be temporarily assigned  to the Special Operations Unit for all necessary update 
training, recertification training or requalification training which has been missed by the 
officer due to the extended absence from the Department.  

B. Examples of extended absences shall be, but not limited to the following: 

1. Illness, injury, military leave or any other reason causing the officer to remain 
absent from the Department for sixty (60) consecutive days or more. 

C. This temporary assignment shall last only as long as is necessary to provide the officer with 
the training they missed while on the extended absence.  The officer shall be released from 
assignment to the Special Operations Unit immediately upon successful completion of all 
necessary training requirements. 

1. In the event that training must be conducted by an outside agency, the officer may 
be assigned to his/her permanent duty assignment until scheduling of the necessary 
training is arranged.  

2. The officer shall be notified as soon as possible of the scheduled date, time and 
location of this training and shall be required to attend the training as scheduled. 

XI. Compensation For Training  

A. Officers that attend training on their day off shall be compensated with TOTO in the 
following manner: 

1. Training that is less than four hours (6 hrs TOTO) 

2. Training that is more than four hours (12 hrs TOTO) 
 

 
BY ORDER OF THE CHIEF OF POLICE 


