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RESCINDS:



I. PURPOSE

II. AWARD POLICY

III. AWARD CATEGORIES

IV. PLAQUES AND CERTIFICATES

V. PRESENTATION

I. PURPOSE

To publicly commend and recognize the exemplary deeds of Department employees for actions taken in the line of duty or for service rendered to the department or community when such deeds go beyond the normal call of duty.

II. AWARD POLICY

A. It is the policy of the Helena Police Department to recognize sworn and non-sworn police employees and units who perform outstanding acts of heroism or quality service delivery by awarding individuals with an exemplary service award or certificates of commendation.

B. The Chief’s Executive Staff will conduct an investigation into the circumstances or facts surrounding the nominations for these awards.

1. The Executive Staff will review all reports submitted and recommend to the Chief of Police whether or not the officer or employee should be presented an award.

C. The awards and commendations referred to in this policy do not restrict or limit awards presented to members by civic organizations, the Helena City Manager or other agencies.

D. Only department-awarded citation ribbons are authorized to be displayed on an employee’s uniform. Exceptions may be made by the Chief of Police.

E. Any department member may nominate an employee for a service award, unless the criteria for a specific award dictates otherwise.  Nominations will be accepted on the Department nomination form (see attached).

F. Supervisors’ letters of efficiency, letters of commendation, and nominations for the Sergeant’s Recognition Award are not submitted to the Executive Staff for review. Letters of commendation and letters of efficiency are made by the employee’s supervisor and given directly to the department member to be recognized. One copy will be retained and one copy will be forwarded to the Chief’s office and placed in the employee’s personnel jacket.  Nominations for the Sergeant’s Recognition Award are forwarded directly to the Chief of Police for review.

G.  Executive Staff Review

1. The members of the Chief’s Executive Staff are empowered to conduct independent investigations, including a review all reports and files and interviewing persons if necessary in order to ensure that all pertinent facts may be discovered surrounding those officers nominated for an exemplary service award. The Executive Staff investigation shall be limited to those situations involving employees nominated for an award and its sole purpose is only to recommend to the Chief of Police whether or not the employee should be presented an award and in which category. The Chief ultimately decides if the award will be presented to the employee.

2. The Executive Staff will meet as often as necessary to review recommendations.

3. At a meeting of the Executive Staff, nominations will be reviewed and an investigation of the facts and circumstances surrounding the incident may be commenced.

4. The Executive Staff will indicate on the nomination form whether or not an award should be issued, and if so, in what category based upon the standards for that award.

5. Employees nominated for an award but failing to meet the criteria for receiving a formal award may be given a letter of commendation. This letter will advise the employee that his or her efforts have been recognized by the chain of command and the letter will personally thank the employee for those efforts and a job well done. The letter will not mention that a recommendation for an award was processed and declined due to the situation not meeting the award criteria, but will focus on the excellent work that was performed.

III. AWARD CATEGORIES

A. VALOR AWARD

1. Employees who distinguish themselves by conspicuous bravery, heroism or other outstanding action and were aware of the great personal danger prior to the performance of the act are eligible for the Exemplary Service Award for Valor. Any employee whose life is given in the line of duty and circumstances indicate an act of valor was performed will automatically be eligible for the posthumous awarding of the Exemplary Service Award for Valor.

a. Employees awarded the Valor Medal Award will receive a certificate commemorating the event, a VALOR MEDAL (Etmann Rovin 2000) and a ribbon (Blackinton A7177).   





2. In order to preserve the importance of this award, the Chief’s Executive Staff will carefully review nominees. The award is based on the performance of a heroic act in excess of the normal demands of police service under circumstances wherein the officer was fully aware of the scope of the feat attempted and the imminent threat to his or her physical safety having knowledge that the objective attempted is possible of accomplishment.

B. MERITORIOUS SERVICE AWARD

1. An employee who performs an exceptional act unaware of great personal danger prior to initiating the act but performs in a commendable manner upon becoming aware of the danger is eligible for the Exemplary Service Award for Meritorious Service.

a. Employees awarded the Meritorious Service Award will receive a certificate commemorating the event, a MERITORIOUS SERVICE MEDAL (Etmann Rovin 1201) and a ribbon (Blackinton A6230-T).

C. DISTINGUISHED SERVICE AWARD

1. An employee who performs an act worthy of merit in a commendable manner such as saving the life of another person but where no actual danger existed for the officer is eligible for the Exemplary Service Award for Distinguished Service.

2. Employees awarded the Distinguished Service Award will receive a certificate commemorating the event, a DISTINGUISHED SERVICE MEDAL (Etmann Rovin 1550) and a ribbon (Blackinton A6230-U).

D. COMMENDATION AWARD

1. An employee, group of employees or division who performs an act that distinguishes itself by exceptional quality service to the department or community for performance of duty or duties clearly above that which would be normally expected and bringing credit to the department is eligible for the Commendation Award.

a. Employees awarded the Commendation Award will receive a certificate commemorating the event and ribbon (Blackinton A9823)

E. PURPLE HEART

1. An employee who receives serious bodily injury that requires hospitalization as a result of an aggressive act while in performance of his or her duties is eligible for the Purple Heart Award.

a. Employees awarded the Purple Heart Award will receive a certificate commemorating the event, a PURPLE HEART MEDAL (Etmann Rovin 1500), and a ribbon (Blackinton A7140-N).

F. ACHIEVEMENT AWARD

1. An employee who demonstrates outstanding performance in preventing, investigating or solving a crime of substantial magnitude, demonstrating a high level of dedication to duty and service is eligible for the Achievement Award.

a. Employees awarded the Achievement Award will receive a certificate commemorating the event and an ACHIEVEMENT MEDAL (Etmann Rovin 1600) and ribbon (Blackinton A9823-C).

G. HUMANITARIAN AWARD

1. An employee who distinguishes him or herself through outstanding service to the community in both their professional and personal life is eligible for the Humanitarian Award.

a. Employees awarded the Humanitarian Award will receive a certificate commemorating the event and a ribbon (Blackinton A9114).

H. LEADERSHIP AWARD

1. An employee who has impacted a group of employees or a division in a positive way through modeling, guidance, or other endeavors resulting in marked improvement of the entire group is eligible for the Leadership Award.

a. Employees awarded the Leadership Award will receive a certificate commemorating the event and a ribbon (Etmann Rovin AR-1-14)

I. SUPERVISOR’S LETTER OF EFFICIENCY AND LETTER OF COMMENDATION
1. When a supervisor believes that a member’s actions merit recognition, the supervisor may prepare a letter to the employee stating the circumstances surrounding the incident and what actions the member took which deserve recognition.

2. It is a less formal means of recognizing a member for a job well done during the course of duty that may not warrant recognition through the department award process.

3. Recognizing an employee with a supervisor’s letter should not prevent or otherwise affect nomination of the officer for an award in another category.

J. Sergeant’s Recognition Award

1. The Sergeant’s Recognition Award may be awarded to any confirmed officer, including those in special assignments, at the beginning of each calendar quarter (January, April, July, October), reflecting nominations received for service the preceding quarter, in addition to a year-end award recipient selected from the 4 previous quarters’ recipients.

2. The selection process will be based upon the recommendations of the department’s sergeants, with input from the department Command Staff and the final approval given by the Chief of Police.

3. Nominations

a. The nomination period will be open for 30 calendar days preceding the award month, i.e. nominations will be open December 1-31 for a January award, March 1-31 for an April award, etc.

(1) Any officer of sergeant rank or above may make nominations. 

(2) The name of the finalist as recommended by the sergeants will be forwarded to the Chief of Police for approval.

b. Nominations will be based upon the following criteria, but is not necessarily limited to the following:

(1) No disciplinary actions over the past award period, to include past disciplinary actions still on file or in effect;

(2) Officers will hold the rank of corporal or below;

(3) Officers in a special assignment position, such as DARE, HUD, SROs, etc are eligible;

(4) Have successfully completed his/her probationary period;

(5) In the view of the supervisory and command staff, consistently produce an exceptional work product and show above average productivity;

(6) Positive contributions toward the betterment of the department as a whole and models a mentorship mentality;

(7) Exhibits leadership qualities regardless of rank or length of service;

(8) Portrays a positive image of the department within the community and in service of others;

(9) Meets the ethical and moral standards of the Department on and off duty;

(10) Exhibits a willingness to take on additional duties or responsibilities outside the scope of his/her assigned tasks.

c. Nominations will be submitted on the designated Department form, to include reasons for the nomination by the nominating officer.

4. Awards

a. Quarterly award recipients

(1) A letter or recognition certificate will be issued to the officer in recognition of the award by the Chief of Police;

(2) A copy of the letter or certificate will be placed in the employee’s personnel file;

(3) A designated parking spot will be authorized in front of the lower portion of the airport terminal detachment office which may be used by the awarded officer;

(4) Quarterly award winners from the past calendar year will be eligible for consideration for a yearly Sergeant’s Award.

b. Yearly award recipients

(1) The award recipient will receive his/her name displayed on a plaque and displayed in a conspicuous location for all to see;

(2) A letter or recognition certificate will be issued to the officer in recognition of the award and signed by the Chief of Police;

(3) A copy of the recognition letter or certificate will be placed in the employee’s personnel file;

(4) A gift certificate or other gift may be issued to the officer in an amount not to exceed $50.00, funded by voluntary donations from the sergeants.

5. Presentation of these awards may be made during the scheduled formal presentation for other special service awards, or at another time and location as may be determined by the Chief of Police.

K. Nomination Procedures

1. Any employee of the department may be nominated for an Exemplary Service Award in any category.

2. Department Employees may be nominated for Service Awards based on the recommendations of other officers, citizens or employees who witnessed the event.

3. Nominations will be forwarded to the employee’s immediate supervisor, who will then forward them to a member of the Chief’s Executive Staff designated to receive nominations.

IV. PLAQUES AND CERTIFICATES

A.  Plaques may be designated and displayed in the Helena Police Department with the names of recipients.

V. PRESENTATION

A. The Helena Police Department will conduct a formal presentation during which time recipients of the above-described awards will be recognized

1. The presentation will be conducted by the Chief of Police.

2. Other special guests may include family, friends, co-workers etc.

3. The ceremony will take place at a time, date and location chosen by the Chief of Police.

4. Attire for HPD officers involved in ceremony will be at the direction of the Chief of Police.

5. During the ceremony, certificates will be presented as well as medallions (if applicable), ribbons (if applicable) and plaques (if applicable).


_______________________________________

Approval



Date



Helena Police Department


Special Service Awards

Nomination Form
Date of Nomination:







Nominated Officer Name/Badge #:









Date of Event (if applicable):


   Call for Service/Case (if applicable):




Recommendation for: (see category descriptions for information)

_____
VALOR AWARD


_____
PURPLE HEART

_____
MERITORIOUS SERVICE

_____
ACHIEVEMENT AWARD


AWARD

_____
DISTINGUISHED SERVICE

_____
HUMANITARIAN 

AWARD




AWARD

_____
SERGEANT’S 



_____
COMMENDATION 

RECOGNITION AWARD


AWARD

Justification for award: (Provide details of the incident leading to the nomination, the nominated officer’s actions, and description of why award is merited.  Attach any documentation you feel supports the nomination.)

Signature of Nominating Officer



Date

Print Name of Nominating Officer



Badge Number

*********************************************************************************************************************************

EXECUTIVE STAFF USE ONLY

Date of Review:







Award(s) Recommendation(s):


































.

Approval 






Date

*********************************************************************************************************************************

CHIEF OF POLICE USE ONLY

Date:






Award(s) Approved:




































.

Chief of Police 






Date
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