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PURPOSE 
 
The purpose of this policy is to establish guidelines and provide procedures for the 
issuance, use, care, maintenance and repair of the Department supplied portable radios 
and accessories. 
 
POLICY 
 
It shall be the policy of this Department to issue portable radio equipment to its sworn 
personnel and to formulate a clear and definitive system of accountability for this 
Township property through the establishment of procedural standards.  
 
Montgomery County’s 700/800 MHz radio system, which utilizes Motorola equipment, is 
our primary radio communications system.  In the event of a failure of the county system 
or other extenuating circumstances, the Township’s local 450/460 MHz radio system, 
which utilizes Hytera radios, can be used as a backup/alternative communications 
system.   
 
PROCEDURE 
 
A. DISTRIBUTION OF EQUIPMENT 

 
1. Sworn departmental personnel will be assigned a Motorola portable radio with 

accessories.  These radios may be stored at the residence of the individual 
officer during non-duty hours. 

 
2. A limited supply of spare Motorola radios and batteries will be maintained and 

stored in the supply room in the Report Review area of the Auxiliary Services 
Unit. 
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3. The spare radios will be primarily for use by sworn personnel as replacement 
radios when issued radios are in need of repair.  Replacement radios will be 
returned to the Auxiliary Services Unit supply room following each tour of duty.  
They will be placed in appropriate chargers in this room and the room will be 
secured. 

 
4. No radios, except those specifically assigned to individual officers, will be taken 

home by officers at any time, for any reason. 
 
5. A manufacturer’s serial number will identify all radios, including mobile and 

portable units.  A central file, listing each issued item of equipment and the name 
of the person to whom it is assigned, will be maintained by the Auxiliary Services 
Unit Commander for the purposes of tracking maintenance, damage and repair. 

 
6. During the hours when a designated officer assigned to Auxiliary Services is 

available, all radios, other than those individually assigned, will be issued by that 
designated officer. 

 
7. During the hours when Auxiliary Services personnel are not on-duty and a 

replacement radio or an additional radio is needed, the on-duty supervisor will be 
responsible for the issuance, and the return and storage of the radio. 

 
8. A portable radio log will be established and maintained in the Report Review 

area.  No spare radios will be removed or replaced without the proper log 
notation. 

 
9. Unless otherwise approved by the Staff Services Division Commander, no one 

other than the designated Auxiliary Services Unit officers or the Patrol Unit 
supervisor is to remove or to issue spare portable radios. 

 
10. The Auxiliary Services supply room in the Report Review area will be locked at 

all times when Report Review personnel are off-duty.  Unless otherwise directed, 
only Auxiliary Services personnel and Patrol Unit supervisors are permitted to 
enter this area. 

 
11. A pool supply of Hytera portable radios is kept in the secured weapons closet.  

Hytera portables are only to be distributed in coordination with supervisory or 
command personnel.  When in use, Hytera portables must be logged out, 
inventoried, and returned for each shift. 

 
B. INDIVIDUAL RESPONSIBILITIES FOR CARE AND MAINTENANCE 
 

1. Individually assigned portable radios will not be utilized for purposes other than 
those directly related to the officer’s duties as a member of this Department. 

 
2. Officers assigned portable radios will be responsible for their control and security 

at all times.  Responsibility for the proper use, care and maintenance of this 
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equipment, in accordance with departmental training and the manufacturer’s 
instructions, rests with each officer.  A repair slip will be completed upon the 
malfunction of a radio.  This repair slip will be attached to the radio.  A supervisor 
will be notified of the malfunction. 

 
3. The loss of or damage to this equipment will be reported immediately.  

Conditions of this type that are determined to be attributable to negligence or 
carelessness will result in disciplinary action. 

 
4. In addition to the supervisory responsibilities already stated, radio malfunctions 

requiring the replacement of a radio will be addressed by the on-duty supervisor 
or, if on-duty, designated Auxiliary Services personnel.  The radio and the repair 
slip will be placed in the supply room opposite the Report Review area and 
secured.  Auxiliary Services personnel will monitor this area as a regular part of 
their daily assignment and promptly process all radio repair needs. 

 
5. Auxiliary Services personnel will periodically check on radios sent out for repair 

and ensure the prompt service and return of the equipment.  The Auxiliary 
Services Unit Commander will maintain a record of repairs and service to all 
radio equipment. 

 
6. The Auxiliary Services Unit Commander will oversee all matters relating to 

control and maintenance of this equipment.  The commander, in conjunction with 
repair service personnel, will verify the cause of each radio malfunction and 
initiate the appropriate corrective, preventive or disciplinary action. 

 
C. INSPECTIONS 
 

1. All equipment will be subject to spot inspections by supervisory personnel or by 
designated personnel assigned to the Auxiliary Services or Staff and Inspections 
Units. 

 
2. Proper orientation, training and the issuance of appropriate maintenance and 

instruction materials will be accomplished by Auxiliary Services personnel prior to 
the issuance of radios and radio accessories. 

 
3. General problems, short of breakdowns or malfunctions, such as radio static, 

unusual wear and similar circumstances will be immediately reported to assist in 
the initial and follow-up phases of radio equipment evaluation. 

 
4.  The Officer in Charge (OIC) of the Communications Center will conduct a 

monthly test/inspection of the Hytera system/radios to ensure the back-up 
system and radio units are functioning properly.  
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D. MISCELLANEOUS 
 

1. The departmental portable radios, both Hytera and Motorola, are equipped with 
an emergency button on the top portion of the portable radio adjacent to the radio 
antenna and on the top of the speaker microphone.  The portable units are 
programmed so that an activation of the emergency button sounds an alarm and 
provides the radio’s identifier to communications personnel. 

 
2. The issued Motorola portable radios have a Lithium Ion (Li-Ion) battery.     

Motorola IMPRES Li-Ion batteries, when inserted into a Motorola IMPRES 
charger, will indicate red light on the charge status indicator when charging and a 
green light when ready/charged.  An automated calibration cycle will be indicated 
by displaying a steady yellow light.  Allow this calibration process to complete by 
not removing the battery from the charger until it is fully charged and displays a 
steady green light. 

 
To most effectively charge a battery, do the following: 

 
a. Charge 1-2 additional hours after the charger light turns green. Li-Ion 

batteries can be recharged at any time.   
 
b. If Li-Ion batteries are to be removed from service for extended periods 

(greater than 30 days), they should be discharged to about 50% of their 
capacity.  Store in a cool, dry location. 

 
3. During regular duty hours, Patrol Unit personnel will carry their assigned 

Motorola radio in the issued radio case.  Bicycle Patrol Officers will also use the 
issued radio case. 

 
RESPONSIBILITY 
 
It is the responsibility of all supervisory personnel to ensure that all personnel under 
their immediate supervision comply with this policy. 


