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1.0 PURPOSE:

It is the purpose of this general order to establish policy and procedures for 
responding to Courthouse alarms for officers of the Winona Police Department, as 
well as for civilian dispatchers employed by the Sheriff’s Office when they are 
dispatching Winona Police units to a Courthouse alarm.

2.0 POLICY:

It is the general policy of this department that the main priority in responding to 
any Courthouse alarm is the protection of life.  Officers should make every attempt 
to act in such a manner so as to avoid forcing a hostage situation.

3.0 PROCEDURE:

3.1  Alarms During Open Hours

3.1.1  When dispatched in response to a  Courthouse alarm, Police units 
will not respond directly to the Courthouse, but rather to a near location 
where they cannot be observed by anyone wishing to leave the institution.

3.1.2  Police officers should attempt to locate their units in a position that 
the exits of the Courthouse can be observed.

3.1.3  After receiving a Courthouse alarm and dispatching police units, the 
dispatcher will call the Courthouse (Court Administrator) and say, “This is 
the police dispatcher calling on a security check.  Give me the security 
officer.”

3.1.4  After making contact with the security officer or his/her 
representative, the dispatcher will inform them that their alarm is going off 
at police headquarters.  Then the dispatcher will inform them which alarm 
is going off and location of alarm.  The security officer will acknowledge 
the call and return a call to the dispatcher as soon as possible if a 
determination is made that the alarm is false.

3.1.5  If the security officer does not return a call to the dispatcher within a 
short period of time (not to exceed five minutes), the police shall assume a 
situation exists.
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3.1.6  A second call by the Dispatcher will be made to the Courthouse in an 
attempt to verify that a problem situation exists and to obtain any 
information regarding the situation and suspects.

3.1.7  If a problem situation is verified or if no answer is received on the 
second call, it will be assumed that a problem situation does exist.  The 
area around the Courthouse should be secured and persons identified as 
they leave.  The Emergency Response Team may be called out at the 
Supervisor’s discretion.

3.1.8  If a hostage situation develops, the supervisory officer on duty, or 
someone selected by him/her, should initiate the call-out of the ERT.

3.1.9  In the event that an alarm is received, followed quickly by a call from 
the Courthouse indicating that the alarm is false, the dispatcher will follow 
the procedures outlined above, starting with the dispatching of units and a 
call to the Courthouse security officer or his designee.

3.2  Alarms After Closing Hours:

3.2.1  If a Courthouse alarm is received after closing hours, a patrol unit 
will be dispatched to the Courthouse and the dispatcher will then proceed 
to contact a security officer from the respective call list.

3.2.2  The assigned patrol unit shall make a security check of the building 
exterior.  If the building is found to be secure, the patrol unit may return to 
service or may remain at the Courthouse pending the arrival of the security 
officer.  The ability to locate a security officer and the estimated time of 
their arrival at the Courthouse shall be used in determining whether the unit 
shall standby or return to service.

3.2.3  The security officer, upon receiving a call from the dispatcher, shall 
return a call to the LEC to verify the alarm call.  At this time, the security 
officer shall supply the dispatcher with an estimated time of arrival.
3.2.4  Security officers have been instructed not to stop at the Courthouse if 
a police unit is not present.

2



WINONA POLICE DEPARTMENT

NUMBER:  106-12     PAGES:  4

EFFECTIVE DATE:  July 27, 2004
_____________________________________________________________________
___

SUBJECT:  RESPONSE TO COURTHOUSE ALARMS, JUDGES’ 
COURTROOM
_____________________________________________________________________
___

3.2.5  If a police unit is not present at the time the security officer arrives, it 
is recommended that the security officer go to the LEC until such time as 
an officer is available to provide an escort into the Courthouse.

3.2.6  Courthouse alarm call-out lists will be maintained in the Dispatch 
Center.  Updating of these lists will be the responsibility of the Courthouse 
security officer.

3.2.7  If, upon receiving a Courthouse alarm, the responding police unit 
finds the Courthouse to be vandalized or open so as to permit entry, the unit 
will initiate a proper building search and the dispatcher will notify a 
security officer according to the procedure for after hours alarms.

3.3  Alarm Work or Repairs:

3.3.1  All alarm work to be done will be authorized by the Courthouse 
security officer notifying the LEC dispatcher that the alarm firm will be 
repairing or working on the system and that the alarm person is at the 
Courthouse and work will commence following the call to the LEC.

3.3.2  The LEC dispatcher will, following the receipt of a call from a 
Courthouse security officer regarding alarm repairs, place a call back to the 
Courthouse and ask for the security officer.  The security officer will then 
confirm the initial call.

3.3.3  The security officer will notify the LEC dispatcher when all repair 
work has been completed.

3.3.4  Tests of the Courthouse alarm systems may be made and will be 
handled in the following manner:  The security officer will place a call to 
the LEC dispatcher.  The repair person will then stay on the phone line with 
the dispatcher until the test verifications are completed.  This call will be 
placed on the non-emergency number.  During normal working days, the 
LEC receptionist will transfer these test calls to the dispatcher.

3.4  Additional Information

3.4.1  Dispatchers will log alarms and alarm tests in the alarm book.
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