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1.01  Overview 
 

The Combined Planning Process (CPP) is intended to provide for the 
formulation, review, and annual updating of the written goals and 
objectives for each division and its organizational components.  This 
process is the foundation for numerous planning and reporting 
documents including the Agency’s Strategic Management Plan (SMP), 
annual staffing assessments, and the budget preparation process.   
 
While the above are inherently internal processes for future planning, the 
publication of an Annual Report will be a transparent and comprehensive 
report to the public on the agency’s activities and performance throughout 
the preceding year.  The Commission on Accreditation for Law 
Enforcement Agencies (CALEA) annual report with its SWOT analysis is 
due to CALEA, Inc. annually and will remain on file as a required status 
report towards the quadrennial Accreditation effort. 

 
1.01.001 Preamble, Vision, Mission, and Core Values 
 

Preamble – As a member of the St. Mary’s County Sheriff’s Office, I 
commit myself to honorably perform my duties with respect for the dignity 
of all people, integrity to do right and fight wrongs, wisdom to apply 
common sense and fairness in all I do, and courage to stand against 
injustice. 

The St. Mary’s County Sheriff is established by the Maryland Constitution 
and the laws of the State of Maryland in order to provide law enforcement 
functions within St. Mary’s County. The St. Mary’s County Sheriff’s Office 
(SMCSO) is responsible for the care and custody of prisoners held in 
confinement within St. Mary’s County. The SMCSO is also responsible for 
the security of the courts and such enforcement actions and official 
document service as may be required by the courts. The SMCSO is 
responsible for the transportation, within Maryland, and return of prisoners 
who are extradited from other states. Additionally, SMCSO is responsible 
for maintenance and order and the delivery of law enforcement services to 
the citizens of St. Mary’s County. (CALEA 15.2.1) 
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It is the agency’s objective to enforce the law in a fair and impartial 
manner, recognizing both the statutory and judicial limitations of the 
Sheriff’s authority and the constitutional rights of all persons. It is not the 
role of the Sheriff’s Office to legislate, to render legal judgments, or to 
punish.  (CALEA 15.1.1 and 15.1.2) 

 
A. Vision 

 
To achieve, as closely as possible, a county free from crime and 
public disorder. 

 
B. Mission Statement 

 
It is the mission of the members of the St. Mary’s County Sheriff’s 
Office to safeguard the lives and property of the people we serve, 
to reduce the incidence and fear of crime, and to enhance public 
safety while working with the diverse communities to improve their 
quality of life.  Our mandate is to do so with honor and integrity, 
while at all times conducting ourselves with the highest ethical 
standards to maintain public confidence. 

C. Core Values 
 

The Core Values of the St. Mary’s County Sheriff’s Office are 
intended to guide and inspire us in all we say and do.  Ensuring that 
our values become part of our day-to-day work life is our mandate, 
and they help to ensure that our personal and professional behavior 
can be a model for all to follow: 

1. Service to our Communities – We are dedicated to 
enhancing public safety and reducing the fear and the 
incidence of crime.  We will work in partnership with our 
communities and do our best, within the law, to solve 
community problems that affect public safety.  We value the 
great diversity of people in both our residential and business 
communities and serve all with equal dedication. 

2. Reverence for the Law – We have been given the honor 
and privilege of enforcing the law.  We must always exercise 
integrity in the use of the power and authority that have been 
given to us by the people.  Our personal and professional 
behavior should be a model for all to follow.  We are 
committed to conducting ourselves in a manner that brings 
honor to ourselves, the Sheriff’s Office and our profession.  

3. Commitment to Leadership – We believe that every 
member of the St. Mary’s County Sheriff’s Office is a leader.  
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It is essential that our values become part of our day-to-day 
work life.  

4. Integrity in All We Say and Do – We are committed to 
nurturing the public trust by holding ourselves accountable to 
the highest standards of professional conduct and ethics. 

5. Respect for People – We are committed to respecting 
individual rights, human dignity, and the value of all 
members of the community and the agency.  We show 
concern and empathy for the victims of crime and treat 
violators of the law with fairness and dignity.  By 
demonstrating respect for others, we will earn respect for the 
St. Mary’s County Sheriff’s Office and our profession. 

6. Quality through Continuous Improvement – We are 
committed to achieving a level of performance that exceeds 
all expectations.  We value innovation, support creativity, 
and dedicate ourselves to proactively seek new and better 
ways to combat crime.  

1.01.002 Definitions 
 

A. Annual Report – An annual report, published for the public, is a 
comprehensive report on an agency’s activities and performance 
for the preceding year.  

 
B. Biennial Staffing Assessments – Completed in even numbered 

years; a means to calculate sufficient agency staffing needs and 
provide for allocation and distribution of personnel among and 
within organizational components based on the nature or number 
of tasks, their complexity, and time required for completion.  The 
process of allocating personnel to each organizational component 
also permits the agency to determine the overall number of 
personnel required to meet its needs and fulfill its objectives. 

 
D. Budget Dynamics – Budgets for the St. Mary’s County Sheriff’s 

Office are established by fiscal years (July 1 – June 30).  The 
planning, preliminary requests and final budget are predicated on 
the County’s announced schedule.  

 
E. Divisional Goals – Goals are statements of what each division 

component wants to achieve.  Goals should be designed so they 
do not contradict and interfere with each other; but contribute to 
agency-wide goals set annually through the SMP. 

 
1. Short-term or yearly goals should be focused and 

achievable during the targeted fiscal year.  
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2. Long-term goals should be listed at the end of the 

suggestion form.  These are goals that enable long-term 
thinking, may be less tangible, and usually are achieved 
over a longer period of time. 

 
E. Divisional Objectives – Objectives are specific, quantifiable, 

time-sensitive statements of what is to be achieved and when it 
will be achieved.  Objectives should: 

 
1. Be measurable – What will happen and when? 

 
2. Be suitable – Does it fit as a measurement for achieving 

the goal? 
 

3. Be feasible – Is it possible to achieve? 
 

4. Have ownership – Are the people responsible for 
achieving the objective included in the objective-setting 
process? 

 
Examples:   

 
Goal:  To recruit and hire qualified police officers. 

 
Objective(s): Research and analyze job market opportunities and 

identify three potential market opportunities by June 
1. 

 
F. Strategic Management Program – Analyzes the major initiatives 
 taken by an agency’s top management  on behalf of the CEO, 
 involving resources and performance in  internal and external 
 environments.  It entails specifying the  programs, which are 
 designed to achieve these objectives, and  provides overall 
 direction to the agency.  The resulting plan is forward thinking and 
 based on the premise that strategic management is an ongoing 
 process that evaluates and controls the agency, assesses its 
 effectiveness, and sets goals and strategies to meet the existing 
 mission. It involves the formulation and implementation of 
 strategies that will help in aligning the  organization and its 
 environment to achieve organizational goals.  

 
G. SWOT – Acronym for Strengths, Weaknesses, Opportunities and 

Threats 
 
 



 

SMCSO POLICY A1.01 COMBINED PLANNING PROCESS Page 5 of 15 

1.01.003 Combined Planning Process 
 

A. The Combined Planning Process contributes to the production of 
five (5) agency planning documents, and updates the SMCSO 
Policy and Procedures Manual to reflect any changes to the 
Agency’s Mission Statement and goals.  The documents produced 
as a result of this process are: 

 
1. A Staffing Assessment Report from each division 

 
2. SMCSO approved Budget Request Book 

 
3. SMCSO Strategic Management Plan (SMP) 

 
4. CALEA Annual Report and SWOT Analysis 

 
5. Agency Annual Report 

 
B. The Command Staff and other designees of the SMCSO will, as 

assigned annually, ensure the completion of the tasks necessary 
to support the compilation of the aforementioned documents. A 
Chronological Overview Chart of the process is provided as an 
addendum at the end of this policy.  Work on this process will be 
for the fiscal year one year in advance.  (Example:  Work initiated 
May 1, 2016, will be for Fiscal Year 2018.) 

 
C. The Combined Planning Process requires the formulation and 

annual evaluation of written goals and objectives for each major 
organizational component within the agency and the agency as a 
whole.  For purposes of this policy, a “major component” is a 
division or other component depicted on the organizational chart 
as the first or second level below the Agency’s Office of the 
Sheriff. 

 
D. Strategic Management Plan (SMP) 

 
The Strategic Management Plan (SMP) is a multiyear internal 
planning document that will be reviewed annually, adding a 
progress addendum in odd numbered years and updated and 
republished in even numbered years. 

 

1. Even numbered years: an SMP facilitator, designated by 
the Assistant Sheriff, will schedule an overview meeting 
(see subsection .009 of this policy), in which forms and 
instructions will be distributed for preparing draft goals, 
objectives and time lines. 
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2. Odd numbered years: the Civilian Administrator Chief of 
Staff will compile the SMP evaluations (SMCSO form #137) 
and prepare a detail to the sheriff analyzing agency-wide 
progress toward completion of goals and objectives; this 
will serve as an addendum to the current SMP and be 
maintained on file as a planning resource. 

 

E. The first draft need not include budget information.  The facilitator 
will prepare the first draft of the SMP document no later than July 
25th of even numbered years and provide each division 
commander and the fiscal section with an electronic copy. 

 

F. Each division commander is responsible for the formulation of 
fiscal year written goals and objectives for his/her particular 
organizational component, which when finalized will assist in the 
compilation of overall agency goals and objectives forming the 
basis for the agency’s multi-year Strategic Plan.  The established 
goals and objectives will be continuously reviewed for completion, 
needed updates, or changes. The division commanders will 
present a brief report on the progress made or any problems with 
the accomplishment of current goals and objectives through 
SMCSO Form #137 due to the assistant sheriff semiannually, in 
June and December. Submission extensions for this report should 
be requested in writing to the assistant sheriff.  

 
1.01.004 Planning and Research Function  
 

A. The assistant sheriff, who by position has direct access to the 
sheriff, is ultimately responsible for the planning and research 
function, and may enlist the assistance of SMCSO staff and 
personnel to assist with the planning process.  In carrying out this 
function, the assistant sheriff will have the full cooperation of all 
SMCSO staff, and unrestricted access to all agency information 
resources. 

 

B. The purpose of the planning and research function is to support 
the goal-setting process of the agency. 

 

C. The assistant sheriff will, through formal meetings and informal 
discussion with SMCSO staff, identify areas and methods for 
improvement in SMCSO operations. 

 

D. The assistant sheriff may: 
 

1. Review or direct others to review literature, and perform 
research in the area of state of the art law enforcement 
practices or equipment for suggested modifications to 
SMCSO practices.  
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2. Review or direct others to review case and arrest data, 
traffic volume, citation issuance, or other information for 
potential areas of improvement. 

 
E. The Assistant Sheriff will ensure the implementation of the 

Combined Planning Process (CPP) requiring participation and 
input from all Divisions.  This process will result in the timely 
completion of numerous documents for agency planning and 
reporting purposes.   

 
1. The Assistant Sheriff will assign a facilitator for the 

Strategic Management Plan (SMP) effort. The Strategic 
Management Plan is essential to effective agency 
management; it should have a clear articulation of the 
goals and objectives of the agency.  In addition, the plan 
should by design be forward thinking, forecasting at least 
three (3) successive years beyond the current budget year, 
with provisions for frequent updating (see subsection .009). 

 

2. The Assistant Sheriff will facilitate an agency annual report 
through the Public Information Officer beginning in 
December of each year to be approved and published by 
the Sheriff no later than March 30th.  The purpose of the 
annual report is to showcase the agency and it’s its 
achievements during the previous calendar year (see 
subsection .011).    

 
1.01.005 Staffing Assessment, Allocation and Distribution 
 

The intent of this section is to provide for a means to calculate sufficient 
agency staffing needs and provide for allocation and distribution of 
personnel among and within organizational components based on the 
nature or number of tasks, their complexity, and time required for 
completion.  The process of allocating personnel to each organizational 
component also permits the agency to determine the overall number of 
personnel required to meet its needs and fulfill its objectives. 

 
A. The personnel coordinator Human Resources Manager maintains 

position descriptions and a current personnel staffing summary of 
all authorized positions, filled and vacant.  This summary is 
available upon request for use in completing staffing 
assessments.  

 
B. Division commanders shall strive to ensure, within the confines of 

the annual budget, that each component under their command are 
is properly allocated and distributed according to a documented 
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assessment of measurable activities within each component.  
Staffing assessments will be conducted biennially in even 
numbered years beginning May 1st in conjunction with the SMP 
and budget preparation process. During odd numbered years, 
staffing assessments will only need to be completed for positions 
that are new to the agency during the previous 12 months. 

 
C. The method used to determine sworn staffing in patrol operations 

will differ from other components within the agency.  Commanders 
will have their non-patrol personnel use the SMCSO Non-Patrol 
Component Staffing Analysis Worksheet as part of the process.  
The Patrol Commander will use the Allocation Model for Police 
Patrol for deputies assigned to patrol duties only. The 
Accreditation Manager, with the assistance of the System 
Administrator, will answer any questions about the overall process 
and completion of forms used during the process. These 
worksheets will be provided to assigned commanders 
electronically, with current benchmarks at least thirty (30) days 
prior to due date. 

 
1.01.006 Non-Patrol Component Staffing Assessment Process 
 

A. During this process, division commanders shall ensure a staffing 
assessment is made for each component under their command.  
A separate Staffing Analysis Worksheet is to be completed by 
each component employee, both civilian and sworn.   As a result 
of these assessments, recommendations regarding additional 
manpower or redistribution of existing personnel will be 
documented using the Component Staffing Assessment Form 
(SMCSO Form # 386).  This form is to be completed by each unit 
commander, supervisor, or manager as delegated by the division 
commander.  The person completing the component Staffing 
Assessment Form shall generally use the following component 
level assessment criteria: 

 
1. Current staffing level: Identifies the current staffing level 

in the component (sworn and civilian). 
 

2. Staffing assessment: Provides an explanation of 
sufficiency or non-sufficiency of current staffing levels and 
identifies any relevant staffing considerations within the 
current year (i.e. long-term absences, positions held vacant 
due to budget, rotational assignments, etc.) 

 

3. Quantitative staffing summary: Identifies and 
summarizes any quantitative methods used by the 
component to assess staffing.  If other methods in addition 
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to the Component Staffing Assessment Form were 
incorporated into the assessment, that information should 
be included here.  

 

4. Equalization of staffing analysis: Describes how the 
staffing is distributed within the component and its impact 
on efficiency.  Also describes any changes made since the 
last assessment and any impact on the operation. 

 

B. The completed Component Staffing Assessment Form will be 
submitted through the chain of command to the division 
commander. Division commanders/directors/managers will review, 
endorse and/or comment on their components’ reports.  Division 
commanders will review all the component reports, compile and 
summarize the reports, and provide an endorsement as to the 
staffing issues and priorities for the division for the specified fiscal 
year.  This assessment shall be due to the Assistant Sheriff by 
May 30th of even numbered years.  A copy of the report will be 
provided to the Civilian Administrator Chief of Staff for use by the 
agency’s Chief Fiscal Officer and designated SMP facilitator.   

 

1.01.007 Sworn Patrol Operations Staffing Assessment and Assignments 
 

A. With the use of the Allocation Model for Police Patrol (AMPP) 
SMCSO Form #385, the Patrol Division Commander can estimate 
patrol operations staffing level needs that are based on agency 
established performance objectives and other relevant factors.  
The model is intended to establish the number of officers needed 
to answer calls for service and then build upon that to ensure 
enough officers are assigned to patrol operations to meet 
performance objectives. There are four primary performance 
objectives for patrol operations used in this model.  They include: 

 

1. Visibility of officers – The public likes to see officers as they 
carry out their daily activities. They particularly like to see 
officers in their neighborhoods.  It is important for officers to 
be visible to citizens in order to make citizens feel safe and 
to deter potential criminal activity. Therefore, this model 
sets visibility objectives for patrol and determines how 
many officers need to be assigned to patrol to meet these 
objectives. 

 

2. Ability to meet response time goals for priority calls – It is 
crucial for officers to be able to respond quickly. These 
calls involve potentially life-threatening situations.  
Therefore, the model takes into account the number of 
officers who need to be assigned to patrol operations in 
order to meet the agency’s response time goal for priority 
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calls. 
 

3. Ability to meet response time goals for routine calls – It is 
also important for officers to be able to respond to routine 
calls in a timely manner in order to prevent the situation 
from escalating and to maintain citizen satisfaction with the 
response.  Therefore, the model also takes into account the 
number of officers needed in order to meet the agency’s 
response time goal for routine calls. 

 
4. Having an officer immediately available to respond to a 

priority call – The agency must have officers immediately 
available who can respond to a priority call for service.  If 
all on-duty officers are busy on other calls for service and 
activities, then the responses to priority calls will be 
delayed.  Therefore, a performance objective is set in this 
model for the percentage of priority calls for which there 
should be at least one officer available to respond.  This 
model then takes that percentage into account in 
determining the number of officers that need to be 
assigned to patrol operations.  

 

B. This model also takes into account additional performance 
objectives that are set by the agency.  First, officers are expected 
to spend a certain percentage of their on-duty time performing 
self-initiated or directed patrol activities such as enforcing traffic 
laws, stopping suspicious persons, routine patrol of 
neighborhoods and business locations, and patrolling locations 
known for criminal activity.  Second, officers spend a certain 
percentage of their time on administrative activities such as 
training, court time, meal breaks, and tending to their patrol 
vehicles.  The model takes these additional activities performed 
by officers into account when determining the number of officers 
who need to be assigned to patrol operations. 

 

C. As part of the assessment, the staffing numbers obtained through 
the use of AMPP can be compared with the FBI national averages 
and the Maryland averages for officers per thousand citizens.  
These averages are available online from the Crimes in the United 
States and Crimes in Maryland publications. 

 
D. In considering the equalization of patrol operations assignments, 

officers transferred to patrol districts from other assignments, 
including graduates from the Police Academy, should first be 
assigned to fill vacancies in the patrol division that exist at the 
time of transfer. All patrol operations assignment requests, 
including those of officers currently assigned to patrol, will be 
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reviewed by the Division Commander.  The Commander may take 
into consideration the following: 

 
1. Manpower allocation and distribution needs (including 

special certifications such as Taser, FTO, Intoximeter, 
DRE, Secondary Language, or rank etc.); 

 
2. Performance evaluations; 

 
3. Seniority; 

 
4. Length of time on current shift; 

 
5. Recommendations by the officer’s supervisor, taking into 

account where the officer can best serve the Agency and 
the division; and 

 
6. Consideration of requests by the officer. 

 
E. The Patrol Commander will provide an endorsement as to the 

staffing issues and priorities for the division for the specified fiscal 
year.  This AMPP assessment shall be due to the Assistant Sheriff 
by May 30th of even numbered years.  A copy of the report will be 
provided to the Civilian Administrator Chief of Staff for use by the 
agency’s Fiscal Manager and designated SMP facilitator.      

 
1.01.008 Corrections Staffing Assessment and Assignments 
 
 The Corrections Division will also prepare and provide a staffing 

assessment biennially to the Assistant Sheriff no later than May 30th of 
even numbered years. Contingent upon available funding and resources, 
the Corrections Division will utilize the National Institute of Corrections 
(NIC) analysis services.  If the NIC analysis is not possible due to lack of 
sufficient budgetary resources, the Division will utilize the St. Mary’s 
County Non-Patrol Component Staffing Assessment Process with 
appropriate benchmarks as determined by the Commander/Designee.  

 
1.01.009 Strategic Management Program/Plan (SMP) and Budget Process   
 

A. The Strategic Management Plan (SMP) is a multiyear internal 
planning document: 

 
1. During odd numbered years, the Civilian Administrator 

Chief of Staff will compile SMP evaluations completed 
during the previous year and prepare an addendum in the 
form of a detail to the Sheriff showing agency progress with 
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goals and objectives. 
 

2. In even numbered years, the process begins with an SMP 
overview meeting presided by a facilitator designated by 
the Sheriff/Assistant Sheriff and involving the Command 
Staff, Fiscal Manager, and Accreditation Manager to be 
held in early June of each year. The exact date will be set 
by the Sheriff.  

 
B. The program‘s intent is to formulate effective strategies that take 

into account external influences (budgets, citizen concerns, 
legislative/governing officials concerns, etc.) on the Agency, and 
look at short/long-term goals and operational objectives. The 
process helps to determine the agency’s mission, to set priorities, 
to build on strengths, and to correct weaknesses.  Participants in 
the process should attempt to anticipate potential opportunities 
and problems.  The program’s process will be closely linked with 
the staffing assessment and budget process of the agency.  Since 
many goals require the expenditure of agency resources, the 
Combined Planning process is designed to allow projected goal 
resources to be requested during the budget process and receive 
approval before the SMP document for a particular fiscal year is 
finalized. Strict adherence to the time lines in this program is 
necessary to allow this process to occur as designed.  

 
C. The first item on the agenda will be to identify the Strengths, 

Weaknesses, Opportunities and Threats (SWOT) currently facing 
the agency. An intensive review of the agency’s Mission, Goals 
and Objectives as written in SMCSO policy will be discussed, and 
any suggestions for changes or updates made.  The Accreditation 
Manager will be responsible for making any updates needed to 
the SMCSO Operations Manual.  As part of the overview meeting, 
division commanders should be prepared to discuss their reports 
pertaining to the status of goals and objectives from the most 
recent fiscal year, as well as their staffing analysis.  Current 
division/component suggested goals and objectives may be 
openly discussed, refined, changed or deleted as needed. 

 
 As a result of the discussions during the initial SMP overview 

meeting, the first draft of the SMP document will be prepared by 
the Accreditation Manager and provided to all SMP participants in 
mid-June for review and comments.  Goals and objectives may be 
further refined, changed or deleted as needed.  The facilitator or 
Accreditation Manager will note any suggestions or changes 
needed.   
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D. A 2nd second meeting (follow up) will be scheduled during summer 

months of even numbered years to discuss the first draft of the 
SMP. The facilitator will make needed changes to the SMP plan 
and submit an electronic copy to members of the SMP Committee 
within five (5) working days.  

 
E. During the month of September, members of the Command Staff 

will complete the required fact finding and gather financial 
information needed as a result of the established SMP goals and 
objectives for the start of the budget process to include, but not 
limited to: staffing costs from Fiscal, item costs from the P.S.S., 
and computer-related costs through the agency’s I.T. coordinator.  
This information will be provided annually via requested 
documents to the Fiscal Manager as per budget instructions.  
Additionally, the facilitator will obtain anticipated staffing, 
population trends, personnel levels, and calls for service chart 
from the Crime Analyst for placement in the appendix of the 
document.  The current staffing summary will also be made 
available from the agency personnel section. 

 
F. Work sessions with the Command staff, Fiscal Manager, and 

Accreditation Manager will be conducted as needed to make any 
needed adjustments to either the SMP or budget requests. 

 
G. According to released budget instruction each year, division 

commanders, with input from their commanders and managers, 
will supply budget request forms and current grant requests to 
Fiscal section.   

 
H. By September 1st of even numbered years, in coordination with the 

Fiscal Manager of the Sheriff’s Office, the SMP facilitator will 
produce the 3rd third and final draft of the SMP document. This 
document will be presented to the Sheriff and Assistant Sheriff for 
their review.  Upon approval, the final SMP document with staffing 
assessments, goals and objectives, and budget documents is 
published internally as a working document for the next 3-5 years 
effective on the 1st day of the next calendar year. The SMP finished 
product will be published internally. Access to the plan by other 
than agency personnel will be considered upon written request by 
the Assistant Sheriff.  

 

I. The SMP is a fluid planning document, and as such, all division 
commanders will present a brief report on the progress made or 
any problems with the accomplishment of current goals and 
objectives through SMCSO Form #137, due to the Assistant 
Sheriff in June and December annually.   
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J. The Fiscal Manager will access the County’s online budget 

software starting in September to receive current budget 
preparation instructions and to enter operating requests. The 
Sheriff’s Office preliminary budget requests will be compiled and 
finalized online in accordance with the county budget instructions. 

 
K. From December to April of each year, County budget work 

sessions are held with the County Commissioners and their staff.  
In January of each year, the Sheriff’s office presents preliminary 
budget requests to the Citizen Advisory Council Board; feedback 
received from this presentation will assist in preparing necessary 
budget requests and presentations to the Board of County 
Commissioners.  During April of each year, the public hearing is 
held concerning the overall County budget, including the Sheriff’s 
Office budget.   

 
During May through June of each year, the final approved Budget 
Book is prepared upon acceptance and approval of budgetary 
requests.  

 
1.01.010 CALEA Annual Report and SWOT Analysis 
 
 A related product of this combined planning process is the completion of 

the SWOT Analysis (Strengths, Weaknesses, Opportunities and Threats) 
which will be completed annually early in this process. Input received 
from every component of the agency will be collated into a single SWOT 
Analysis Report and used throughout the year for planning purposes, 
critical document preparation, and representation to CALEA, Inc. in 
required annual reporting.  The entire CALEA annual report to include 
SWOT analysis is prepared and submitted to CALEA, Inc. per 
instructions provided by CALEA management. 

 
1.01.011 Annual Report 
 
 In contrast to the Strategic Management Plan, the SMCSO Annual 

Report is a compilation of successes, current agency statistics and 
promotion of the agency as a whole.  It should be a professional 
publication, not as lengthy as the SMP, providing a historical snapshot of 
the past year.  Due to the promotional nature of this document, it is a 
product that is developed through the SMCSO Public Information Office 
in a timely manner, with an introduction from the Sheriff in the form of a 
letter to the citizens of St. Mary’s County. It will be available for 
distribution by the end of the first quarter or March 30th of every year, and 
will be available on the Sheriff’s Office website. 

  



St. Mary’s County Sheriff’s Office 

Chronological Overview of the SMP and Budget Process 
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This process will be to meet deadlines to complete the production of the SMP product (calendar years) and for the Fiscal Year one 
year in advance. (ie;  Work started 3/1/2016 will be for FY18 ) 

March 30th Annually 
The Agency annual report will be completed by the PIO and approved by Sheriff/Assistant Sheriff for 
publication. 

April Even Numbered Years Division Commanders will begin the staffing assessment process within their divisions 

May  Even Numbered Years 
Division Commanders will complete and submit a written staffing assessment report for their division through 
the Assistant Sheriff to the Sheriff, and begin evaluating Divisional Goals and Objectives. 

Early June Annually Division commanders revise/develop divisional goals, objectives, and contribute to annual SWOT Analysis.  

Early June Even Numbered 
Years 

Facilitator assigned by the Sheriff will commence an SMP planning and overview meeting to initiate process 
for SMP.   Participation in this overview meeting includes but is not limited to the Sheriff/Assistant Sheriff, 
Command Staff, Accreditation/Planning Manager and Chief Financial Officer for Agency (hereinafter known 
as the SMP Committee).  

Mid-June  

In odd numbered years, the Civilian Administrator will compile the SMP Evaluations (SMCSO Form #137) 
received in past year, and provide a summary report to the Sheriff via chain of Command.  In even numbered 
years the facilitator will publish the first draft of the SMP Document for the following fiscal year and send a 
copy electronically to each member of the SMP Committee for their review and comments. 

Early July Even Numbered 
Years 

Second follow-up meeting of SMP committee is scheduled for discussion and evaluation towards second draft 
of SMP; following this meeting the facilitator will publish the second draft of the SMP Document for the 
following fiscal year and send a copy electronically to each member of the SMP Committee for their review 
and comments. 

During July Annually 
Members of the Command Staff will complete required financial information and fact findings including:  
staffing costs, item costs from Police Services Coordinator and related computer information from I.T. 

July 25th Annually Accreditation Manager will file annual CALEA report and agency SWOT Analysis 

August 
SMP work sessions will be completed as needed to make necessary adjustments to either the SMP or 
Budget requests. 

Mid-September Even 
Numbered Years 

Facilitator presents the third/final draft of the SMP Document with changes, additions or deletions based upon 
cost gathering for review/comments to SMP committee. 

End of September Even 
Numbered Years 

Facilitator publishes final SMP; copies are sent to all members of Committee and it is published in PowerDMS 
library as a future planning resource. 

Mid-October 
Cost gathering results are provided to Fiscal Manager for compilation. Completed budget request forms due 
to Fiscal Manager, including current grants, contracts, supplies, etc. 

Early November Annually 
Budget Draft #1 given to Sheriff and Assistant Sheriffs for their review.  Work sessions to make any changes 
or cuts.  Draft #2 is generated with changes 

Early January Annually 
Fiscal Manager will attend budget training for H.T.E. Online access to budget software for entry of operating 
requests. 

End of January Annually Sheriff presents preliminary budget requests to the Citizen Advisory Board 

January - May Annually County Budget work sessions with Commissioners and County Finance Staff 

Early February Annually 
Sheriff’s Office requested preliminary budget finalized online to the County's Finance Division for their initial 
compilation for County Commissioners' review 

March - April Annually Public hearing for County budgets, including Sheriff’s Office 

By June 1st Annually or as 
dictated by law 

County Budget adopted.   

June-July Annually Final approved Budget Book prepared 

June and December Annually 
Division commanders will present a brief summary of the progress made, or problems with, the 
accomplishment of goals and objectives, directed to the Assistant Sheriff (SMCSO Form #137) 

NOTE:  Budget dates are subject to change, based on the County commissioners' calendar and approval 

NOTE: All above dates are to be adhered to; written requests for extensions may be submitted to Assistant Sheriff for approval. 
     

Process Color Keys: Green - Budget, Rose - Staffing, Blue - SMP, Peach - Accreditation 
 


