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I. POLICY

Special events may be defined as an activity such as a parade, athletic contest, protecting a VIP, 
public demonstration, or celebration that results in the need for control of traffic, crowds and crimes.
It is the policy of the Rockville City Police Department to coordinate all special events held in the 
City with the sponsoring organization to ensure a safe event.

II. PURPOSE

The purpose of this General Order is to provide guidance and establish responsibilities for the 
coordination of all special events held in the City of Rockville.

III. SPECIAL EVENTS

A. The Special Operations Bureau Commander will have overall responsibility for the 
planning and coordination of a special event detail unless otherwise designated by the Chief 
of Police.

B. There will be a designated supervisor assigned to all special events.

1. The supervisor will decide the number of personnel that are needed to effectively 
and efficiently oversee the event.

2. The supervisor will meet with any outside committee and other City Departments 
to coordinate plans and exchange information.  

a. At this time, a written estimate of traffic and crowd size and any crime 
problems should be obtained.

b. Logistical requirements should also be addressed.  These would include:

(1) Fixed post assignments.

(2) Relief of officers assigned to fixed posts.

(3) Emergency vehicle access.

(4) Ingress and egress of pedestrians.

(5) Parking and handicapped parking.
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(6) Crowd or spectator control and movement.

(7) Alternative routes for through traffic.

(8) Temporary traffic controls such as barricades, parking restrictions, etc.

(9) Any other relevant considerations that will help in a smooth and effective 
operation.

C. After the security detail/event has concluded, the Special Operations Bureau Commander will 
ensure completion and submission of an after-action report to the Chief of Police, describing the 
activities, resources used, problems noted, and suggestions for future assignments.

IV. SECURITY OF VIPs

A. A VIP is defined as a dignitary, famous personality, notorious person, or any other person 
in need of special security.

B. All requests for security services for visiting VIPs will be directed to the Special 
Operations Bureau Commander.  The commander, or the commander's designee, will act as 
security coordinator and liaison with the requesting agency.

C. Coordinating equipment to be used for this detail will include weapons, radios, and the 
appropriate number of marked and unmarked vehicles.  Soft body armor will be made 
available to the VIP if they desire.

D. The Special Operations Bureau Commander, or designee, will meet, as required, with the 
advance party, or VIP security representative, and will prepare necessary plans for provision 
of security service.

E. There are generally three types of VIP visits, which affect the level of necessary 
protection:

1. Quiet, private visit with no, or limited, public activity.  Requires little or no police 
security.

2. VIP known by name or position, but not by actual physical appearance.  May 
require limited security prior and possibly more security after a public appearance.

3. Readily recognizable VIP making a public appearance.  Police security assistance 
required.

F. In the event the VIP has an accompanying security detail (such as Secret Service or the 
Maryland State Police), the Rockville City Police Department coordinator shall work with 
the VIP representative on advance planning, to include:
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1. Itinerary and schedule

Review for possible conflicts with other activities scheduled during the same period, 
estimate of expected attendance and potential problems.

2. Travel routes

Plan and review quickest and safest route, as well as alternate routing.  Identify 
possible hazard locations along route.  Verify that there is no construction or road 
maintenance.

3. Emergency "safe house" locations

Identify buildings in the City of Rockville where the VIP could be taken in case of an 
emergency.

4. Medical

Identify any medical needs, which might require treatment, hospitalization, or special 
emergency service personnel and equipment.

5. Hotels/Restaurants

Make recommendations based on security considerations after determining plans and 
needs.

6. Physical inspection of facilities/buildings to be visited

Physical inspection of buildings and areas to be visited will be made to ensure familiarity 
with the layouts of each location to include exits, stairways, etc.

7. Media representation

Determine media requirements, needs, and arrangements to be made.

8. Intelligence

Any information including possible sources of trouble or problems should be obtained.  
Information as to threats received or persons who may cause problems should be obtained.

9. VIP group composition

Information about whom will be included in the VIP group, vehicles to be used, usual 
security arrangements, security equipment and identification devised and used must be 
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obtained and/or planned.  Names of contact personnel, security personnel, and license 
numbers are essential.  Coordination with outside agencies will be as required.

10. Equipment

Requirement will be determined as to equipment needed such as vehicles, weapons, radios,
etc., for both security personnel and VIP party.

G. All personnel on duty during a VIP visit will be made aware of the visit, general visit itinerary, 
and police security plans.  Exact timing and precise security details may be restricted on a need-to-
know basis.

H. Security will generally be tightest when the VIP is moving on foot, in a vehicle or when stationary
during a public appearance.  It may also be necessary to protect the visiting VIP's parked vehicle.
When traveling by car, there should be an advance vehicle, VIP vehicle, and a follow-up car.  The 
three vehicles should usually not be separated.

I. In case of an emergency, the responsibility of personal security is to protect and remove the VIP 
from the scene, and not to assist other police officers in quelling disturbances or apprehending 
perpetrators.

J. Police officers assigned to security duties should be equipped with the same type of 
weapon/ammunition, handcuffs, communications equipment, and security identifier.

K. Each plainclothes officer assigned to the security detail will wear a special identification on their 
lapel to designate them as a member of the detail.

L. Close-in security personnel should remain near the VIP.  The VIP should never be touched except 
as an emergency signal of impending danger, and the VIP should not be 'crowded'.  Radio traffic 
should be limited, with no direct references to times or places unless part of essential emergency 
traffic.  When the VIP is stationary, all attention should focus outward to spot potential trouble.

M. Officers assigned to stationary posts will not leave those posts.  Commanders will plan adequate 
relief to avoid fatigue.  While on a post, unauthorized intrusions and deliveries will not be 
allowed. Officers should be polite with the public, but not allow any distracting conversations or 
release of confidential information. No special recognition will be given to the VIP when they 
pass the post.




