
 3000  ADMINISTRATION 

 
3001 DIRECTIVE SYSTEM 

 
 A. Policy 

 

  In a large and complex organization such as the department, it is essential that directives 
communicate desired information to concerned employees as accurately as possible. 

 
 B. Procedure 

 
  1. Directives shall be well-researched, properly drafted, and subjected to staff review 

for concurrence. 

  2. A Commander may issue a directive as long as it affects his command only and 
does not conflict with department directives. 

 
 C. Rule 

 

  Where there is more than one office or division affected, directives shall be issued by the 
Chief of Police. 

 
3002 DEPARTMENT MANUAL 

 
 B. Procedure 

 

  1. The manual of the Lakewood Police Department is a composite of current policies, 
procedures, and rules pertaining to the department.  For purposes of this manual 

the following definitions apply: 
 

   Policy:  a written directive that is a broad statement of agency principles. 

 
   Procedure:  a written directive that is a guideline for carrying out agency activities. 

 
   Rule:  a set of specific guidelines to which all employees must adhere. 

 

  2. The Department Manual is composed of 9 chapters and an index. 
 

   The chapters are as follows: 
 

   a. Department principles 
   b. Department organization 

   c. Administration 

   d. Operations 
   e. Office of the Chief of Police 

   f. Each Division – Professional Standards Section 
      Patrol Division 

      Investigation Division 

      Support Services Division 
  

 
  3. Entries in the Department Manual shall be numbered individually under the chapter 

headings. 
 



   Section content shall be in outline format as follows: 

 
    A. Policy (A), Procedure (B), and Rule (C). Leave one line between 

entries; further outline breakdown: 
 

     1. 

      a. 
       (1) 

        (a) 
         1) 

          a) 
 

  4. The Department Manual is available to all sworn employees, and reference copies 

are available in each division.  A computerized version is available through the 
City’s network to all on-line users.   Sixteen hard-copy versions are available as a 

backup in each division at the following locations: 
 

    Chief’s Office 

    Legal Advisor’s Office 
    Business Specialist’s Office (4) 

    Sector Commander’s Office 
    Communications Center 

    West Metro Task Force 
    Intelligence Team Office 

    Records Section 

    Animal Control Section 
    Investigation Division Persons Section 

    Investigation Division Property Section 
    Crime Lab 

    Property Unit 

    Report Writing Area 
    Sergeants’ Area 

 
  5. The network version is updated by the Professional Standards Section as revisions 

are approved.  Digital copies of the manual will be made available upon request.  

Purging will occur as the policy and procedures are updated. 
 

  6. Requests for revisions are forwarded through the chain of command to the 
appropriate Division chief. 

 
  a. Upon staff approval, the revision will be forwarded to the 

Professional Standards Section Business Specialist for editing and 

printing. 
 

   b. The Professional Standards Section will distribute a memorandum 
describing all approved changes.  Department supervisors are 

expected to discuss these changes with their personnel.  Any 

significant changes will be addressed by memorandum prior to 
inclusion in the electronic or hard-copy manual. 

 
 

 
 



 C. Rule 

 
  1. The Professional Standards Section will be responsible for 

distributing memos describing changes to the policy manual to all authorized 
employees. 

 

  2. Each employee shall sign for and be responsible for reviewing the 
memorandum explaining the changes in the manual. 

 
  3. The Professional Standards Section will be responsible for tracking 

and maintaining the list acknowledging employee receipt of the manual change 
memorandum. 

 

  4. Each employee shall be familiar with and adhere to the 
department principles, policies, procedures, and rules contained in the department 

manual. 
  

 

 
3003 PLANNING FOR SPECIAL EVENTS 

 
 A. Policy 

 
  Handling of special events requires the development of an overall plan, setting out 

requirements for specific planning and operation for each individual event.  Special events 

of either short or long-term duration shall be handled by the use of incident action plans. 
  

 B. Procedure 
 

  1. Written plans for special events shall include provisions for the following: 

 
   a. Use of SWAT Team personnel, if any. 

 
   b. Designation of a single Commander for the coverage of a given event. 

 

 c. Written estimate of traffic, crowd control, and crime problems expected for 
any given event. 

 
   d. Logistics requirements. 

 
   e. Coordination inside and outside the agency. 

 

 f. An after-action report will be prepared by the event Commander within 
one week of the events conclusion for review by the Chain of Command 

through the Chief of Police or designee. 
   

  2. All special events written incident action plans shall generally include the following 

details, depending on the situation: 
 

   a. type of action 
   b. location and activities 

   c. assigned personnel 
   



  3. Mission Objectives: 

 
    a. Operational concepts 

     b. Specific duties 
     c. Coordinating instructions 

 

  4. Administration and Equipment: 
 

   a. Weapons and ammunition 
   b. Clothing and equipment 

   c. Special equipment and supplies 
   d. Prisoner transportation 

   e. First aid and ambulance services 

   f. Break periods 
   g. Maintenance 

   h. Payroll procedures 
 

  5. Control and Communications 

    
  6. Intelligence 

 
   a. Estimate of traffic problems expected 

   b. Estimate of crowd control problems expected 
   c. Estimate of crime problems expected 

   d. Contingency plan for traffic direction and control 

   e. Due to unique circumstances presented by a special event, the Chief of 
Police may approve a special event written incident action plan that 

authorizes the temporary implementation of policies and procedures that 
super-cede those set forth in the police department manual.  Such a 

circumstance may arise when a special event involves the significant 

contribution of mutual aid personnel and equipment that seriously impacts 
the routine functioning of police personnel. 

 
 

 

3004 STAFF REVIEW 
 

 A. Policy 
 

Management inspection and control through a process of staff review and evaluation is 
necessary to determine: 

 

1. If command policies, procedures and rules are adequate and are being adhered 
to; 

2. Whether department resources are adequate and are being properly utilized; 
3. To evaluate the overall performance and work processes of the department. 

 

Staff reviews shall be conducted on each organizational component at the direction of the 
Chief of Police. 

 
  

 
 



B. Procedure 

 
1. Staff review is the formal process of self-examination by and within the department 

and consists of the following steps: 
 

 a. Performance auditing 

 b. Reporting 
 c. Recommendation for improvement (when appropriate) 

 d. Response by the concerned level and section of management 
 e. Review by the Chief of Police and Command Staff 

 f. Implementation of improvements (when appropriate) 
 g. Follow-up reporting and review 

 

2. The responsibility for staff review rests with the Chief of Police.  The management 
and conduct of staff reviews, the maintenance of related records and report 

requirements are vested in the designated reviewer(s) with support from the 
assigned Command Staff overseer.  The Planning and Analysis Unit shall house 

and maintain the completed files. 

 
3. The Chief of Police initiates all staff reviews. 

 
a. Command Staff is generally responsible for bringing the need or evaluation 

request for staff review to the Chief of Police’s attention. 
 

b. No staff review is conducted without the express approval of the chief of 

police. 
 

c. The Chief and Command Staff will designate the individual(s) or external 
entity(s) to conduct the staff review utilizing their knowledge, skills and 

abilities of the organization. 

 
4. All reports of staff reviews shall be made using the LPD Action Memo format to 

include an executive background summary, as needed, relative facts, deficiencies, 
recommendations and alternative options.  All staff review reports shall be directed 

by the Chief. 

 
5. The staff review process and report should be completed within a timely manner 

but generally within a 90 to 120-day time frame.  If circumstances exist that this 
timeline cannot be met, the Chief of Police shall be notified. 

 
6. There is no adversarial relationship assumed or intended in the staff review 

process.  Managers, supervisors and employees will work together with the 

reviewer(s) conducting the staff review.  On occasion, differences of opinion will 
arise and the following resolution practice shall be adhered to: 

 
a. Differences are first resolved to the fullest extent possible between the 

affected employee, supervisor and/or manager. 

 
b. When and if differences cannot be resolved at that level, the matter is 

brought to the attention of the Chief of Police for a decision or direction. 
 



7. The staff review report will be forwarded to the Chief of Police and/or the affected 

Division Chief for preliminary review in order to allow an opportunity for informal 
adjustments in the report prior to formal submission. 

 
8. The finalized staff review report will be sent to the Chief of Police and Command 

Staff for staffing and comment. 

 
9. The Division Chief of the affected division, section or unit shall design an action 

plan, if needed, to address changes, modifications or re-deployment of resources 
to meet the specific needs of the department.  The action plan response is in 

writing and becomes a permanent part of the staff review file. 
 

10. The Chief of Police shall conduct a follow-up of the completed staff review and 

response in a manner appropriate to the specific needs of the department.  The 
completed file will then be forwarded to the Planning and Analysis Unit for archival. 

 
11. The Planning and Analysis Unit shall not assist nor direct the implementation of 

changes recommended in a staff review unless expressly ordered to do so by the 

Chief of Police. 
 

12. Staff review reports and files shall be maintained for a timeframe as directed by 
the Chief of Police in conformance to the State of Colorado Records Retention 

Schedules before being purged. 
 

 

C. Rule 
 

1. All staff review files and reports shall be restricted documents with their release or 
review, either internally or externally, subject to the police chief’s approval. 

 

2. The follow-up report, upon implementation, becomes a permanent part of the file. 
 

3. Staff review shall be conducted within all organizational components at least every 
four years (CALEA 53.2.1) 

 

4. A documented review of job descriptions for all police department employees will 
be conducted by Command Staff every four years.  The review will include 

confirmation that these job descriptions are readily available to employees (CALEA 
21.2.2). 

 
 

 

 
3100 INTERNAL AFFAIRS 

  
3101 COMMENDATIONS 

  

 A. Policy 
  

  The Police Department expects a very high level of professional conduct from all 
employees; however, members of the department frequently perform their duties in a 

manner exceeding the highest standards of the department.  The official commendation of 
such performance and the arrangement of appropriate publicity shall be provided by the 



department to give full public recognition to those who have brought honor to themselves 

and the department. 
  

 B. Procedure 
  

  1. Commendations received in the form of citizen letters shall be handled in the 

following manner: 
  

   a. The commendation shall be forwarded to the Internal affairs Unit. 
   b. The commendation shall be reviewed and entered into Administrative 

Investigations Management System (AIM) by Internal Affairs personnel. 
   c. The original commendation shall be forwarded via the chain of command 

to the involved employee.  The employee may retain this copy of the letter 

for his personal records. 
  

  2. Commendations received in the form of the AIC report (allegation of misconduct, 
inquiry, commendation) shall be handled in the following manner: 

  

   a. The AIC report shall be forwarded to the Internal Affairs Unit. 
   b. The AIC report shall be reviewed and entered into the Administrative 

Investigations Management System (AIM) by the Internal Affairs agent. 
   c. A copy of the AIM report shall be forwarded via the chain of command to 

the involved employee.  The employee may retain this copy of the AIM 
report for his personal records. 

  

  3. Any commendation to a member of the Police Department received by any means 
other than a citizen letter shall be documented appropriately on the AIC report or 

the AIM system as appropriate by the employee to whom the commendation is 
reported. 

  

   a. Specific information as to the reporting party and details shall be 
documented along with an attachment of any pertinent written reports or 

documentation. 
   b. The AIC or AIM report of a commendation shall be processed through the 

Internal Affairs Unit office. 

  
 

3102 ALLEGATION OF EMPLOYEE MISCONDUCT 
  

 A. Policy 
  

  It is essential that the public confidence be maintained in the ability of the department to 

investigate and resolve complaints and allegations of misconduct against its members.  The 
rights of the employee as well as those of the public must be preserved, and any 

investigation arising from the complaint shall be conducted in a fair manner with the truth 
as its primary objective.  The department shall accept complaints against its members and 

fully investigate them.  All complaints and allegations of misconduct against the Lakewood 

Police Department shall be addressed and resolved by the department. 
  

 B. Procedure 
  

  1. The Administrative Management System (AIM) or AIC report if AIM is not available 
shall be utilized to record allegations of employee misconduct, inquiries concerning 



Police Department policy, procedure, or tactics, and employee commendation 

information received from any source. 
  

   "Misconduct" shall be defined as wrongful actions by an employee which result 
(intentionally or unintentionally) from erroneous judgment, a disregard for 

established policies or procedures, or any conduct defined under Chapter 4.20 of 

the Lakewood Municipal Code as constituting cause for disciplinary action. 
  

  2. Allegations of employee misconduct shall be documented on AIM by a supervisor 
or above or recorded on the AIC report if no supervisor is available and may be 

received from any source outside or inside the department. 
  

   a. The information recorded shall be that which is necessary to begin an 

investigation into the events surrounding the allegation. 
  

   b. The report concerning alleged misconduct shall be completed whether the 
allegation is received in person at the department, by telephone, or at 

some other location, or by some other means. 

  
   c. During the normal working hours of Internal Affairs, a person wanting to 

lodge a complaint shall be referred to Internal Affairs.  The Internal Affairs 
agent shall interview the person and complete the report.  If the Internal 

Affairs agent is not immediately available, the Internal Affairs Sergeant   
shall complete the report. 

  

   d. During other than normal working hours of Internal Affairs or when 
neither the Internal Affairs Sergeant   nor the Internal Affairs agent is 

immediately available, a sworn supervisor shall complete the report. 
  

   e. If a sworn supervisor is not present and cannot become available within a 

reasonable time, an agent shall complete the basic information blanks of 
the AIC report.  The reporting party shall be notified that the remainder of 

the information will be obtained when the reporting party is recontacted 
by a sworn supervisor. 

  

   f. The agent shall then notify a supervisor as soon as possible and prior to 
end of watch and give the supervisor the AIC report. 

  
   g. Upon notification and as soon as possible, the supervisor shall recontact 

the reporting party in order to complete the initial AIM report. 
  

   h. If the allegation is first brought to the attention of an employee of the 

+reporting party that the call will be transferred to the Patrol Division to 
be handled by the appropriate sworn personnel.  The employee shall 

transfer the call. 
  

   i. It is anticipated that the above procedure cannot be exactly adhered to at 

all times.  When such circumstances arise, the employee made aware of 
the allegation shall obtain what information he can for follow-up by the 

Internal Affairs Sergeant.  (For example:  the anonymous caller who 
quickly hangs up the telephone, or the reporting party who "has no time" 

to wait for a supervisor.)  It may even be necessary in a given case for an 
agent to complete the entire AIC report form if, as in the last example, the 



reporting party refuses to wait for or to be recontacted by a supervisor. 

  
   j. The person completing the AIM or AIC report shall assure the reporting 

party that the allegations will be thoroughly investigated, and that the 
reporting party will be notified by the Chief of Police or his designee upon 

the completion of the investigation. 

  
   k. The Internal Affairs Sergeant shall give or mail to the reporting person of 

every allegation of misconduct a letter acknowledging the receipt of his 
complaint.  This letter shall include a description of the investigation and 

review process that will be conducted, the Internal Affairs case number, 
and the name and telephone number of the assigned investigator. 

  

   l. All conversations involving allegations of employee misconduct shall be 
tape recorded, if possible, when received via telephone.  When serious 

allegations are made in person, the conversation shall be tape-recorded. 
  

   m. Upon completion of an AIM report, It shall be transmitted to the 

Professional Standards Section, Internal Affairs Unit.  If the allegation is to 
be investigated at the Divisional level, the AIM report shall be held at that 

level until the conclusion of the investigation then forwarded electronically 
to Internal Affairs for review and closure. 

  
  3. If a supervisor or Sector Commander is confronted with a significant allegation of 

misconduct requiring immediate investigation, the Commander of the Professional 

Standards Section or the Internal Affairs sergeant shall be notified immediately.  
These include allegations of criminal activity, sexual harassment, incidents 

involving serious injury or death, misuse of leave, officer-involved shootings, and 
incidents that will require extensive follow-up investigation such as mass arrests or 

civil disobedience situations.  If an allegation of misconduct is significant the Chief 

and Division Commander of the employee involved shall be notified immediately, 
and each shall be supplied with a copy of the AIM report.  All other copies shall be 

forwarded to the Internal Affairs Sergeant office. 
  

 C. Rule 

  
  In instances where significant cases are documented and the Professional Standards 

Section Commander is not immediately available, the Internal Affairs Sergeant shall notify 
the Chief of Police directly. 

 
 

 3103 INVESTIGATION OF ALLEGATIONS OF EMPLOYEE MISCONDUCT AND ADMINISTRATIVE REVIEW 

CASES 
  

 B. Procedure 
  

  1. The primary responsibility for the proper completion of the investigation of all 

allegations of employee misconduct and administrative review cases lies with the 
Internal Affairs Sergeant. 

  
  2. The Internal Affairs Sergeant shall determine the classification of allegations of 

misconduct.  The Internal Affairs Sergeant shall assign the case to an investigator. 
   



  3. The Internal Affairs Sergeant shall receive and investigate (as appropriate) 

administrative review cases.  These cases shall be classified as inquiry, Use of 
Force investigations, traffic accident review. 

  
  4. The Internal Affairs Sergeant shall electronically copy the AIM report to the 

following as necessary: 

  
   a. The assigned investigator. 

   b. The Commander, Professional Standards Section. 
   c. To each employee against whom an allegation of misconduct is made 

providing that the conduct of the investigation will not be compromised by 
this notification. 

  

  5. Allegations of misconduct shall be investigated and reviewed within 30 days unless 
more extensive investigation or review is required.  Status reports on the progress 

of the investigation shall be given by the assigned investigator to the Internal 
Affairs Sergeant every 7 days.  If the investigation extends beyond 30 days, the 

complainant will be contacted as to the status of the investigation. 

  
  6. Allegations of employee misconduct contained in notices of intent to sue or 

lawsuits will be investigated and reviewed when deemed appropriate by the 
Internal Affairs Sergeant after consultation with the legal advisor. 

  
 C. Rule 

  

 1. All employees are required to fully cooperate with Internal Affairs.  They are 
required to disclose all pertinent information known to them regarding the matter 

under investigation and are required to cooperate in the taking of non-testimonial 
evidence (including but not limited to:  medical or laboratory examinations, 

photographs, lineups, handwriting, and financial disclosure statements). 

  
3104 INTERNAL AFFAIRS INVESTIGATIONS 

  
 B. Procedure 

  

  1. An investigation is conducted on allegations of misconduct or issues of a highly 
confidential or sensitive nature.   

 
  2. The Internal Affairs Sergeant and/or detective shall determine if information can 

be obtained via a written memorandum or audio taped interviews from the 
involved employee(s) and witnesses. 

  

  3. After electronic distribution of the AIM report with copies to the appropriate 
Commanders, the Internal Affairs Sergeant causes a Records and Internal Affairs 

check to be made on the reporting party. The involved employee's internal affairs 
file is also checked for similar allegations. 

  

  4. The Internal Affairs Sergeant shall determine if an additional investigator, other 
than the Internal Affairs detective, is necessary to complete the investigation.  If 

no additional investigator is needed, the case is assigned to the Internal Affairs 
detective for investigation and an investigation file is prepared. 

  
  5. If an additional investigator is needed, the Internal Affairs sergeant shall contact 



the Professional Standards Section Commander who shall make arrangements for 

the assignment of an additional investigator.  The assigned investigator shall be 
under the functional supervision of the Internal Affairs Sergeant during the internal 

affairs process. 
  

  6. When the case is completed by the investigator, it shall be forwarded/tracked to 

the Internal Affairs Sergeant to review for completeness.  The Internal Affairs 
Sergeant will track the completed investigation to the Professional Standards 

Section commander for review of completeness. 
 

  
  7. If complete, the case shall be forwarded/tracked to the appropriate chain of 

command for the staff review process.  At the conclusion of the chain of command 

review, the file will be tracked back to the Internal Affairs Sergeant for Notices of 
Final Finding to be distributed to involved employee(s).  The file will be tracked to 

the Commander of Professional Standards Section for administrative closure. 
  

  8. If, during the course of the administrative investigation, the investigator 

reasonably believes that a crime may have been committed by an employee, the 
Professional Standards Section Commander shall be notified immediately. 

  
  9. At the discretion of the Chief of Police, The Professional Standards Section 

Commander shall notify the appropriate district attorney's office that a crime may 
have been committed by an employee within the DA's judicial district. 

  

  10. If the alleged criminal act occurred within the city of Lakewood, a separate criminal 
investigation shall be conducted by separate investigators so designated by the 

Chief of Police after notification of the district attorney's office.  Upon completion of 
the criminal investigation, the criminal case shall be presented to the District 

Attorney's Office for review and determination of action. 

  
  11. Separate criminal investigations shall be conducted in accordance with established 

criminal investigation procedures. 
  

  12. The administrative investigation and the criminal investigation shall be conducted 

completely independent of one another.  Copies of all investigative reports from 
the criminal investigation shall be provided to the Internal Affairs Sergeant. No 

information developed as a result of interviews with departmental employees who 
are the primary subject of the administrative investigation or information otherwise 

obtained in the administrative investigation from said employees shall be shared or 
disseminated to the criminal investigators. Interviews of department employees 

who were witnesses to the incident at issue may be shared with criminal 

investigators at the discretion of the Professional Standards Commander. 
  

  
3106 INFORMATIONAL INQUIRIES 

  

 B. Procedure 
  

  1. An informational inquiry is a method used by the Internal Affairs Sergeant or 
another supervisor to address and document a citizen concern or question about a 

policy, procedure, or tactic used by the Police Department. 
  



  2. When a citizen questions the actions of a police employee and it is determined by 

the receiving supervisor that the employee acted within prescribed Police 
Department policy, procedure, or tactics, the matter shall be handled as an inquiry. 

  
  3. It is the responsibility of the supervisor or Internal Affairs Sergeant receiving the 

inquiry to obtain all pertinent details necessary to make an inquiry into the 

employee's actions. 
  

  4. The supervisor or Internal Affairs Sergeant receiving the inquiry from the citizen 
shall make every attempt to explain to the citizen the circumstances as to why a 

particular policy, procedure, or tactic is sanctioned by the Police Department. 
  

  5. The inquiry, at the discretion of the supervisor or Internal Affairs Sergeant     

receiving the inquiry, may be documented on the AIM report including the nature 
of the inquiry and the response to the citizen.  Any related reports or 

documentation concerning the inquiry may be attached in the exhibits portion of 
the AIM report. 

  

  6. When for any reason an oral response cannot be made, a letter approved and 
signed by the Chief of Police or his designee shall be forwarded as soon as possible 

by the Internal Affairs Sergeant to the reporting party. 
  

  7. After an oral or written response has been given to the reporting party, the AIM 
report shall be forwarded to Internal Affairs Sergeant for closure.  

  

  8. Examples of an inquiry include, but are not limited to: 
 

   a. Why did an agent handcuff a prisoner? 
   b. Why was a field interrogation conducted? 

   c. Why was vehicle emergency equipment used? 

   d. For what reason was a felony car stop made? 
  

  
3107 INVESTIGATIONS AT DIVISIONAL LEVEL 

  

 B. Procedure 
  

  1. Allegations of misconduct, other than those considered to be extremely serious in 
nature, may be investigated at the Divisional level by a supervisor. 

  
  2. The supervisor who investigates an allegation of misconduct shall take the 

investigation to its conclusion, including a full documentation of the investigation, 

application of discipline, which is within his authority to carry out and follow-up 
contact with the reporting party to inform him of the disposition of the case. 

  
  

  3. Supervisory investigations shall be high priority until resolved, to decrease 

turnaround time of the investigation and to establish a cause and effect 
relationship between the misconduct and the administration of discipline. 

  
  4. To avoid duplication of effort, the first-line supervisor who intends to conduct the 

investigation shall notify the Internal Affairs office.  At the conclusion of the first 
line supervisor’s investigation, the AIM file will be tracked through the employee’s 



chain of command. At the conclusion of the chain of command review, the AIM file 

shall be tracked to the internal Affairs Sergeant for closure. 
  

  5. First-line supervisors who conduct investigations of allegations of misconduct shall 
keep in mind these points: 

  

   a. All parties involved in the incident being investigated shall be checked for 
wants, criminal histories, Internal Affairs contacts, and other contacts with 

this department. 
  

   b. Employees against whom allegations are made shall be kept aware of the 
progress of the investigation and informed of its outcome as soon as 

possible. 

  
   c. Employees shall not be routinely contacted when off duty for investigation 

of minor complaints. 
  

   d. When an allegation is sustained against an employee, that employee's 

disciplinary record and other pertinent files reflecting his performance shall 
be reviewed prior to the administration of disciplinary action. 

  
   e. When an allegation of misconduct is sustained, a copy of all written 

reprimands or log entries shall be included with the completed Internal 
Affairs file. 

  

  6. No investigation is necessary where the complaint does not rise to the status of an 
allegation of misconduct.  Generally, minor situations fall into this category, such 

as, those which if observed by a supervisor would normally result in verbal 
counseling or a log entry.  These include such things as tactics (handcuffing), 

officer safety (number of officers at a particular call), and enforcement decisions 

(warning versus a summons). 
  

 C. Rule    
  

  1. Divisional discipline resulting in a letter of reprimand or greater shall be assigned 

an Internal Affairs case number.  Cases resulting in counseling and log entries can 
be assigned an Internal Affairs number when requested by a supervisor. 

  
     

3108 EMPLOYEE RIGHTS AND RESPONSIBILITIES DURING INTERNAL AFFAIRS INVESTIGATIONS 
  

 A. Policy 

  
  The security of the citizens of Lakewood and the integrity and reputation of the Lakewood 

Police Department depend to a great extent on the manner in which personnel of this 
department perform their varied and difficult duties.  The performance of such duties 

involves those employees in all manner of contacts and relationships with the public. 

  
  Out of such contacts and relationships may arise questions concerning the actions of 

employees of the department.  These questions require prompt investigation by designees 
of the Chief of Police. 

  
  The following procedures are hereby established to ensure that investigations are 



conducted in a manner conducive to good order and discipline, while observing and 

protecting the individual rights of each employee of the department. 
  

  This policy shall not be construed to supersede, in part or in whole, any ordinance or 
administrative regulation of the City of Lakewood or any section of the Department Manual. 

This policy shall be subordinate to any ordinance or administrative regulation.   

  
 B. Procedure 

  
  1. The interview of any department employee shall be conducted at a reasonable 

hour, preferably when the employee is on duty, unless the urgency of the 
investigation dictates otherwise.  If such interview occurs during the off-duty time 

of the employee being interviewed, the employee shall be compensated for his 

off-duty time in accordance with regular department procedures. 
  2. The interview shall take place at a location designated by the investigating agent, 

usually the Lakewood Police Department building. 
  

  3. If requested, the employee being interviewed shall be informed of the name and 

rank of all persons present.  Whenever possible, every attempt shall be made to 
notify the supervisor of an employee who is to be interviewed while on duty. 

  
  4. The employee being interviewed shall be informed verbally of the nature of the 

investigation and the names of all complaining parties before the interview 
commences, unless the disclosure of the complaining party's name will have a 

deleterious effect on the investigation. 

  
  5. The interview session shall be for a reasonable period of time, depending upon the 

seriousness of the investigation.  
  

  6. Reasonable rest periods shall be allowed during the interview session.  If 

requested, time shall be provided for personal necessities. 
  

  7. The employee being interviewed shall not be subjected to any offensive or abusive 
language, nor threatened with dismissal or other disciplinary action.  Nothing 

herein is to be construed as to prohibit the interviewer from informing the 

employee that his conduct can be the subject of disciplinary action should he 
refuse to obey a lawful order from the ranking officer.  No promise of reward shall 

be made as an inducement to answering any question. 
  

 
  8. The employee being interviewed shall be asked questions by and through no more 

than two investigators. 

  
  9. The employee shall not be required to be interviewed by or provide information to 

the news media without his consent, nor shall his home address, telephone 
number, or photograph be given to the news media without his express consent; 

however, this shall not in any way affect records or documents that are otherwise 

available to the public by law. 
  

  10. If an employee is suspected of committing a criminal act, two separate 
investigations shall be conducted.  One investigation shall be for administrative 

purposes only and the other shall be for the potential filing of criminal charges. 
  



  11. When the employee is being interviewed for criminal charges, he shall be informed 

of his constitutional rights including his right to be represented by counsel of his 
choice. 

  
  12. When an employee is being interviewed for administrative purposes, he shall not 

be advised of his rights, nor shall he be allowed the presence of counsel during the 

interview.  The employee shall truthfully and completely answer all questions 
concerning the investigation posed to him by the interviewing officer.  If the 

employee refuses to answer such questions, he shall be informed that his refusal 
to answer can become the subject for disciplinary action. 

 13. If the employee is being interviewed for administrative purposes in cases that 
involve post-critical incident trauma, he shall be permitted to consult with an 

attorney prior to the administrative interview in accordance with the department's 

post-critical incident trauma policy. 
 

  14. When an employee is being interviewed in a noncriminal matter and there is a 
likelihood that the interview may reveal criminal conduct on the part of the 

employee, the results of the interview cannot and shall not be used against him in 

a criminal prosecution.  However, he shall be required to answer all questions to 
assist in the administrative process.  This does not mean that criminal charges 

cannot result from a separate criminal investigation. 
  

  15. During administrative investigations, no tape recording shall be made of the 
interview without prior advisement.  There shall be no "off-the-record" questions 

during a recorded interview. 

  
 

 C. Rule 
  

  1. No employee of this department shall be compelled to submit to a polygraph 

examination on a complaint.  An employee may be requested to submit to a 
polygraph examination under the following circumstances: 

  
   a. The complaining party submits to a polygraph examination beforehand 

and passes the examination, demonstrating truth in the complaint. 

  
   b. There is sufficient corroborating evidence to warrant such an examination. 

  
  2. An employee may at any time request a polygraph examination to be provided by 

the department. 
 

3. Nothing contained herein shall preclude or prohibit any employee from pursuing 

civil litigation for false or malicious complaints. 
  

  4. City-owned desks, lockers, storage space, rooms, offices, equipment, work areas, 
and vehicles are the sole property of the City of Lakewood and subject to 

inspection at any time deemed necessary by the Chief of Police or his designee.  

Private property can be stored in areas mentioned above, however, privacy shall 
not be expected.  No one, who is not acting in his official capacity, shall be 

authorized to search areas assigned to others. 
  

  5. Any telephone call made or received on a department telephone is departmental 
business and is not confidential to the caller or his authorized agents.  Due to the 



very nature of the complex problems that face law enforcement and the need for 

accuracy in reporting, those using police telephone lines could reasonably expect 
that security will take the form of monitoring or recording incoming or outgoing 

calls. 
 

  6. Employees will not be armed during interviews with Internal Affairs staff, or during 

pre-disciplinary/disciplinary hearings with the Chief of Police or designee. 
 

  7. All weapons shall be safely secured in the designated gun boxes located in Internal 
Affairs. 

 3109 ADJUDICATION OF INTERNAL AFFAIRS COMPLAINTS 
  

  B. Procedure 

  
  1. After the investigation of complaints, the case file shall be forwarded electronically 

to the involved employee's chain of command for staff review. 
  

  2. During the staff review, the staff member shall ensure that the internal affairs file 

is properly secured in order to protect the integrity and confidentiality of that file. 
  

  3. The first-line supervisor shall review the investigative file and make a factual 
finding regarding the allegation of misconduct.  The first-line supervisor will make 

a disposition recommendation. 
  

  4. The section Commander shall review the investigative file and make a factual 

finding regarding the allegation of misconduct.  The section Commander will make 
a disposition recommendation. 

  
  5. The Division Chief shall review the investigative file, make conclusion of fact 

regarding the allegation of misconduct and determine the final disposition of each 

allegation.  The file will then be forwarded to the Internal Affairs office. 
  

  6. The final disposition of each allegation of employee misconduct shall be classified 
in one of the following ways: 

  

   a. SUSTAINED:  substantiated misconduct. 
  

   a1. MISCONDUCT NOT BASED ON COMPLAINT:  substantiated employee 
misconduct, not alleged in the complaint, but disclosed by the 

investigation. 
  

   b. UNFOUNDED:  the allegation is either false or not factual. 

  
   c. NOT SUSTAINED:  the allegation is not substantiated.  There is not 

sufficient evidence to prove or disprove the allegation. 
  

   d. EXONERATED:  the incident occurred, but the employee involved acted 

lawfully and properly. 
  

  
  7. Any recommended personnel action memorandums, letters, etc., shall be prepared 

by the section Commander and returned, electronically if possible via the chain of 
command, to the Internal Affairs office with the completed investigation file.  The 



Internal affairs office will attach the documents if necessary to the exhibit portion 

of the AIM report 
  

  8. The Internal Affairs Sergeant shall review the file for completeness, compose the 
citizen response letter, and forward the case to the Professional Standards Section 

Commander. 

  
  9. The Professional Standards Section Commander shall review the file and, if it is 

complete, sign the letter and have it mailed to the reporting party. 
  

  10. When there is misconduct found and the discipline administered is a written 
reprimand or greater the disciplined employee’s Division Commander shall brief the 

Chief of Police. 

  
  11. The Internal Affairs Sergeant shall then forward the notification of case disposition 

to the employee and a copy through the chain of command. 
 

  

3110 FINAL DISPOSITION OF ALLEGATIONS OF MISCONDUCT 
  

 B. Procedure 
  

  1. The Chief of Police or his designee shall inform the reporting party of the results of 
the department's investigation. 

  

  2. Completed inquiries do not ordinarily require a letter to the citizen from the Chief 
of Police, except in such cases where the reporting party cannot be satisfied by 

oral explanation. 
  

  3. When an allegation in a complaint is found to be either unfounded, not sustained, 

or exonerated, the involved employee shall be so informed via memorandum. 
  

  4. If one or more of the allegations is sustained, or if misconduct not based upon the 
complaint is sustained, the appropriate disciplinary measures shall be implemented 

by the Chief of Police, the Division chief, or the supervisor of the involved 

employee depending upon the nature of discipline administered. 
  

   a. Documentation of the disciplinary action taken shall be included in the 
case file prior to its being closed. 

  
   b. The documentation (original) of the disciplinary action taken shall be 

included in the employee's discipline file maintained in the Professional 

Standards Section. 
 

  5. If an investigation of employee misconduct results in dismissal, the Chief or that 
employee's Division chief shall, at the time of termination, provide the employee 

with the following information: 

  
   a. A statement outlining the reasons for dismissal. 

   b. The effective date of the dismissal. 
   c. An explanation of the employee's right to appeal the termination. 

  
  6. Human Resources shall, at the time of termination, provide the employee with the 



following information: 

  
   a. A statement of the status of fringe and retirement benefits after dismissal. 

   b. A statement defining the content of the employee's employment record 
relating to the dismissal. 

  

  7. The completed investigation is then closed and filed electronically. 
  

  
 

C. Rule 
  

  1. No record of an allegation or an administrative review case shall appear in the 

employee's personnel file unless it has been sustained. 
  

  2. All documentation relating to disciplinary action which amounts to written 
reprimand or greater shall be copied to the employee's personnel file in Human 

Relations.  These are not public record. 

 
  3. All records of allegations of misconduct, inquiries, or investigative reports of the 

Use of Force Review Board shall be stored in the AIM computer data base 
maintained by Internal Affairs. These files are not public record.  All files are to be 

securely maintained by the Internal Affairs Sergeant. 
  

  4. Internal Affairs files are confidential and shall not be released without approval of 

the Chief of Police or his designee. 
  

  5. Copies of internal affairs files shall only be prepared at the direction of the Chief of 
Police or his designated representative. 

 

 
 3111  PERFORMANCE AUDIT SYSTEM 

  
A. Policy 

  

The Performance Audit System (PAS) is intended to assist police supervisors and managers 
in identifying employees whose performance warrants review and, where appropriate, 

intervention in circumstances that may otherwise have negative consequences for the 
employee, the department, or the community.  The Performance Audit System is an 

essential component of good discipline within a well-managed organization.  The system 
provides a mechanism for tracking and reviewing incidents of possible risk to the involved 

employees, the department and the community.  It is the duty of all supervisors to directly 

monitor the performance and behavior of personnel assigned to them. The Performance 
Audit System is a tool to assist supervisors in monitoring employee performance and 

identifying employee patterns of misconduct. 
  

B. Procedure 

  
1. The Internal Affairs Sergeant shall be responsible for the collection and 

maintenance of data related to the Performance Audit System and generation of 
reports specified in this policy or as otherwise directed by Command Staff. 

  
2. The Internal Affairs Unit shall receive copies of the following reports: 



 
    

  
a. All AIM/ AIC Reports involving allegations of employee   

 misconduct; 

b. Critical Incident Reports involving the use of force; 
c. Preventable On-duty employee involved traffic collisions; 

d. All notices of intents to sue and/or lawsuits against the department or its 
employees arising out of work related incidents; 

e. All commendations and awards. 

 
  

3.   The Internal Affairs Unit shall collect and report on the data and information 
based upon department norms.  The norms established to activate the 

Performance Audit System are listed below:  
  

a. Two use of force complaints in a 12-month time period; 

b. Five Internal Affairs investigations in a 12-month period; 
c. Three preventable traffic accidents in a 12-month time period; 

d. Three sustained internal affair complaints in a 12-month time period; 
e. Two notices of intent to sue and/or lawsuits during a 12-month time 

period in which the employee was a primary participant;  

f. Five use of force incidents within a 12 month period. 
  

4. The Internal Affairs Sergeant shall print a Performance Audit System report 
whenever an employee has exceeded the norms established by the agency 

requiring supervisory review. The Internal Affairs Unit will provide a brief 
summary of past allegations of employee misconduct and disposition, use of 

force reports, and/or performance indicators via the employees Division Chief 

and chain-of-command for review. 
  

5. The PAS report is intended to assist supervisors evaluate and guide their 
subordinates.  

  

6. Supervisors shall review the PAS report with their employee and discuss the 
Performance Audit System report with the employee.  

  
7. The employee’s Supervisor and Commander shall meet to discuss the 

Performance Audit System report, to include the employee’s comments regarding 

the report, to determine if corrective actions are warranted.  These actions may 
include but are not limited to the following: 

  
a. Refer the employee to a department peer counselor; 

b. Refer the agent to the department psychologist; 
c. Provide the employee with appropriate training to address the area 

needing additional development; 

d. Initiate a reassignment; or, 
e. Conclude that no further review or corrective actions are necessary. 

  
8. A PAS report of action recommendations shall be forwarded to the Internal 

Affairs Unit via the employee’s chain of command to be included in the 

employees Performance Audit System file. 
  

9. If an action plan is developed to help the employee improve performance in an 



 
    

identified area, it shall be included in the employee’s annual Performance Review 
and Development. 

  

10. Supervisors shall monitor and document the employee’s performance in 
achieving the goal(s) established in the action plan in the employee’s log and 

performance evaluation. 
  

11. Annually, the Internal Affairs Sergeant shall conduct a review and analysis of 

organizational findings of the Performance Audit System to identify collective 
patterns of behavior.  

C. Rule 
  

 1. Performance Audit System Reports shall not form the basis for a   
  disciplinary action. 

  

  2. An employee may only be ordered to submit to a psychological evaluation 
when it is appropriate under Section 4.08.010 of the Lakewood Municipal 

Code. 
  

 3. The Performance Audit System records shall be purged following the same 

purge policy as found in 3113 PURGE POLICY FOR INTERNAL AFFAIRS 
RECORDS. 

  
  

 
3112 REVIEW OF POLICE VEHICLE TRAFFIC COLLISIONS 

  

 B. Procedure 
  

  The AIM Traffic accident module shall be used for the internal review of any traffic accident 
involving an on-duty Lakewood Police Department employee or the use of a City vehicle.  

  

  1. The supervisor of the involved employee shall complete the AIM accident review 
module and include other necessary reports or documentation and then 

electronically forward (track) this completed AIM report to the Division 
Commander, via his chain of command.  The Division Commander shall make the 

final determination of the accident’s cause as being preventable or non-

preventable. 
  

  2. After the Division Commander has made his finding the AIM accident report shall 
be forwarded (tracked) to the Internal Affairs Unit for closure. A copy of the AIM 

accident report shall be sent to Human Resources, Risk Management, only if the 
accident was determined to be preventable.   

  

  
3113  PURGE POLICY FOR INTERNAL AFFAIRS RECORDS 

  
A. Policy – None 

 

B. Procedure 

 



 
    

The Internal Affairs Sergeant shall during January of each year purge the Internal Affairs Unit 
files and records specified. 

 

1. Internal Affairs Unit files are to be kept in their entirety for 11 years (10 years + current).  

This includes misconduct investigations, inquiries, use of force reviews, traffic accident 

investigations and Performance Audit System files.  At the expiration of this time period, all 

Internal Affairs investigative files with a finding code of Sustained, Misconduct Not Based on 

Complaint, and Use of Force Review reports with a finding of not justified, which have 

resulted in disciplinary action of a written reprimand or greater, shall have the following 

portions removed and retained indefinitely: 

a. Chronological summary of investigation 

 

b. Memorandum to employee setting forth discipline being considered 

 

c. Memorandum imposing discipline 

 

All other documentation from these files shall be destroyed. 

 
At the expiration of this time period, all dated Internal Affairs Unit files with a finding of 

Unfounded, Not Sustained, Exonerated, Inquiries, and use of force reviews shall be destroyed 
in their entirety including Internal Affairs Unit files which resulted in a log entry.  

 

2. Exceptions to the purge schedule: 

 

a. Investigative files pertaining to an employee who is the subject of a   pending notice of 

intent to sue or civil litigation shall be maintained and not purged. 

  

b. Critical Incident Response Team investigations into officer involved shootings shall be 

maintained and not purged along with the Internal Affairs investigative file. 

 

c. Annual Internal Affairs statistical reports as well as monthly reports shall be maintained 

indefinitely by the Internal Affairs Unit.  

 

d. Internal Affairs investigative files which resulted in the issuance of a Brady letter by the 

District Attorney’s Office of City Attorney’s Office shall be maintained as long as the 

Brady letter continues to be issued by the prosecuting agency.   

 
 

 

3200 PHYSICAL FITNESS 
 

 
3201 MEDICAL EXAMINATIONS 

 
 A. Policy 

 

  The medical screening process is intended to protect the applicant, employee, and the City. 
In order to minimize the long-term effects of stress and to ensure department personnel 

are physically able to perform the duties required of them, the department requires certain 



 
    

employees to undergo initial and periodic medical examinations.   
 

 B. Procedure 

 
  1. All police agents are required to have an initial medical examination prior to hiring. 

Pre-employment physical examinations for civilian positions are at the discretion of 
Human Resources. 

 

  2. The Chief of Police may require an employee to undergo a medical examination 
when it appears the employee's physical or mental condition is such that it 

adversely affects the employee's ability to perform his duties. 
 

  3. When an employee is required to undergo a medical examination, Human 
Resources will send a notice to the employee to schedule an appointment with the 

physician currently utilized by the department.  The medical examination form has 

a medical history section, which shall be filled out by the employee prior to the 
examination. 

 
  4. After the examination the department physician shall return the form to Human 

Resources, with a recommendation as to the employee's fitness for duty, any 

further tests, which the physician may recommend, and a statement of any 
conditions which would limit the employee's performance. 

 
  5. If the department physician determines, in the course of the examination, that the 

employee is unfit for duty or that there are limiting conditions which could affect 
the employee's performance, then he will personally so notify the Human 

Resources Risk Manager.  The Risk Manager shall then arrange for notification of 

the concerned employee's Division Commander. 
 

 C. Rule 
 

1. All employees of the department shall submit to a medical examination if required or 

whenever ordered to do so by the department. 
 

2. Medical examinations required or ordered by the department shall be paid for at City 
expense. 

 

 
3202 PHYSICAL FITNESS STANDARDS 

 
 A. Policy 

 
  This physical ability examination measures job-related physical skills which are necessary 

for successful performance as a police agent. 

 
 

 B. Procedure 
 

 1. All applicants selected for hire, as recruit police agents, must pass the “essential 

functions” examination by accomplishing the designated tasks within the 
established time limits, thereby demonstrating their ability to perform the essential 

functions of the job. 



 
    

 
  2. All sworn personnel, at the rank of agent and sergeant, shall take the 

department’s Physical Fitness Test on an annual basis.  This is a different test 

than the "essential functions" examination. The Physical Fitness Test is 
comprised of four components, a step test, flexibility (sit and reach), bench press 

and sit-ups.  The test is gender and age specific, in contrast to the "essential 
functions" examination.  The Cooper Institute norms for age and gender testing 

are used to determine the 51st percentile for every sworn employee.  Personnel 

need to obtain a 51st percentile score for each individual component of the test in 
order to successfully pass.   

 
   a. The fitness reporting form shall be used for reporting the results of the 

physical fitness evaluation.  A copy of the completed test form and medical waiver, 
if applicable, shall be used for reporting the results of the physical fitness 

evaluation.  The original documents shall be maintained by the Training Unit. 

 
   b. Those members unable to participate in any part of the physical fitness 

evaluation due to medical reasons shall obtain a memorandum from a licensed 
physician indicating the reason for their not participating.  The individual member 

shall provide the physician’s memorandum prior to the end of the testing period.    

 
  3. Individuals who fail the annual Physical Fitness Test will have ninety (90) days to 

retake and pass the test.  During that time, those individuals are encouraged to 
actively work with the department’s Physical Fitness Assessors, or with 

representatives from the City’s Wellness Program, which will be paid for by the 
Police Department.  Should the employee fail to pass the Physical Fitness Test on 

the second attempt within the 90-day period, the employee will be required to take 

and pass the Essential Functions Examination.  Prior to that examination, however, 
the employee must obtain the approval of either their personal physician, or that 

of the physician with whom the City contracts, to determine if the “essential 
functions” test would put the individual at risk.  If not, the “essential functions” 

examination will be administered to determine the individual’s ability to perform 

the essential functions.  Failure to obtain physician approval, or failure to pass the 
subsequent Essential Functions Examination, will result in the initiation of the Duty 

Fitness Review process. 
 

  4. Employees who have been on transitional status for 180 days or longer and 

released to full duty, and others so designated by the Duty Fitness Review Board 
will be required to pass the “essential functions” examination before being 

considered “fit for duty.”  Individuals who fail the “essential functions” examination 
will have ninety (90) days to retake and pass the test.  During that time, those 

individuals are encouraged to work with the department’s Physical Fitness 
Assessors, or with representatives from the City’s Wellness Program, which will be 

paid for by the Police Department. 

   
  5. The Professional Standards Section shall be responsible for the administration of 

physical fitness assessments. 
 

   

 
3204 DUTY FITNESS REVIEW BOARD 

 



 
    

 B. Procedure 
 

  1. A departmental Duty Fitness Review Board is established to make determinations 

of an employee's fitness for duty, in accordance with applicable City of Lakewood 
Personnel Rules and Regulations, and Lakewood Police Department Policies and 

Procedures. 
 

  2. The Duty Fitness Review Board shall be composed of the Police Department 

command staff. 
 

  3. A fact-finding team shall be composed of the section Commander of the 
Professional Standards Section or a designee, and other persons as are necessary 

to investigate the disability claim, including a representative from Human 
Resources. 

 

  4. In reviewing the facts to determine an employee's fitness for duty, the command 
staff may, to the extent necessary, consider the circumstances resulting in the 

injury, illness, or condition of the employee, all available medical reports, and any 
other material deemed pertinent. 

 

  5. The responsibility of the Duty Fitness Review Board extends to all cases (job-
related or non-job-related) where there is a concern that an employee's physical or 

mental condition is such that it adversely affects the employee's ability to perform 
the essential functions of the employee's position. 

 
   a. The primary criteria in determining an employee's fitness for duty is that 

the employee be able to return to full duty and perform all the essential 

functions of the employee's occupational classification. 
 

   b. The very nature of the department's mission and limited resources 
prevents the development of permanent alternative duty assignments. 

 

   c. The minimum criteria for all sworn personnel is the ability to perform the 
duties in a patrol assignment, i.e., "essential functions examination." 

 
   d. Each case shall be considered individually and must be reviewed in the 

context of the employee's occupational classification, extent to which the 

employee's condition has impacted his ability to perform the job, desire of 
employee, medical prognosis for recovery, and best interest of the 

organization. 
 

  6. A member of this department, no matter what rank or position, will be deemed to 
be physically/mentally fit for duty once hired in this department unless one of the 

following occurs: 

 
   a. It is obvious that an individual exhibits some form of physical/mental 

injury or illness that precludes him from performing his job on a day-to-
day basis.  At that time, the Transitional Status Administrative Regulation 

adopted by the City shall apply. 

 
   b. A supervisor recommends that an employee undergo scrutiny as to his 

duty fitness for some observable reason or due to employee conduct, 



 
    

which causes a question as to fitness for duty. 
    

   c. Since there is a safety factor for the individual and the public inherent in a 

sworn member's ability to physically perform the job, a sworn employee's 
failure to obtain a passing score on the physical fitness test will require the 

employee to retest within 90 days.  Failure to achieve a passing score on 
this retest and on a subsequent Essential Functions Examination, will 

require that the process of duty fitness review be initiated as noted in 

Section 3202 B. 2 above. 
 

  7. If any of the above circumstances occur, a Duty Fitness Review Board will be 
initiated.  The Board, at its sole discretion, will make one of the following 

determinations: 
 

   a. Employee is fit for duty. 

 
   b. Employee to be granted a leave of absence in accordance with City policy. 

 
   c. Request additional information. 

 

   d. Place the employee in alternative duty in accordance with City guidelines. 
 

   e. Require that a sworn employee be assessed for duty fitness through the 
"essential functions" physical ability examination.  The individual will be 

required to undergo a medical examination by a doctor to determine if the 
"essential functions" test would put the individual at risk. If not, the 

"essential functions" examination will be administered to determine the 

individual's ability to perform the essential functions.  A determination as 
to duty fitness will then be made.   

 
    Whenever a sworn person is unable to perform his or her regularly 

assigned job for more than six months, whether on alternative duty or not 

due to illness or injury (duty-related or not), the Duty Fitness Review 
Board will make the determination of whether the situation necessitates 

passing the essential functions test prior to returning to a regular duty 
status.  If the injury or illness may have affected the employee’s strength 

or mobility, then the essential functions test will be required.  The six-

month time frame will commence at the onset of the condition wherein 
the employee can no longer perform the job assignment.  Should a 

condition exist for an employee who has been off the job for less than six 
months and the Duty Fitness Review Board believes the situation 

necessitates passing the essential functions test due to concerns regarding 
the employee’s strength or mobility, then that test will be required. 

 

   f. Termination for medical reasons. 
 

8. In the case of a police agent who continues to work during her pregnancy, it 
may become necessary to evaluate the employee’s ability to perform the 

essential functions of the employee’s position to the extent the employee’s 

pregnancy creates a safety risk to the employee, co-workers, and/or the public.  
The department will discuss the issue with the employee and attempt to achieve 

a reasonable temporary solution. 



 
    

 
a. The pregnant agent will be given the opportunity of continuing in her 

current assignment.  When, she can no longer perform the essential 

functions of the position to the extent that the employee’s pregnancy 
creates a safety risk to the employee, co-workers, and/or the public, the 

pregnant employee may be temporarily reassigned to another position.  
 

b. If upon discussion with her supervisor, the pregnant police agent 

requests reassignment from her current assignment, the reassignment 
will occur as circumstances warrant.  

 
c. This temporary reassignment will be to a position, which is deemed to be 

in the best interest of the police department.  This temporary solution 
will not include a reassignment to the patrol Division as a patrol agent 

assigned to routine patrol duties or as a desk agent.   

 
d. If a sworn employee has not taken the Physical Fitness Test within the 

last year due to her pregnancy, the employee shall take the test within 
30 days of returning to full duty.  As required of all sworn personnel, 

individuals who fail the Physical Fitness Test will have ninety days (90) to 

retake and pass the test.  Failure to pass the Physical Fitness Test on the 
second attempt will result in the initiation of the process outlined in 

Section 3202 B. 2. above. 
 

  9. An employee whose physical or mental condition requires an extended disability or 
worker's compensation leave shall be transferred to another Division if appropriate. 

 

  10. The Professional Standards Section shall be responsible for coordinating the 
employee's status with Human Resources. 

 
 C. Rule 

 

  An employee's past performance is not a factor in determining fitness for return to duty 
and shall not be considered, except as to the extent to which the employee's condition 

impacts on performance. 
 

 

 
3205 DRUG TESTING FOR APPLICANTS AND EMPLOYEES 

 
 A. Policy 

 
  The Police Department is the most conspicuous unit of local government.  To the majority 

of people, it is a symbol of stability and authority upon which they may rely.  Effective law 

enforcement depends on a high degree of trust and cooperation between the department, 
the public it serves, and other public agencies.  The public demands that the integrity of its 

law enforcement personnel be above reproach.  The dishonesty of a single department 
member may impair public confidence and cast suspicion upon the entire department.  In 

addition, the stresses of law enforcement and the potential liability attached to every action 

taken under the color of his authority require an employee to be mentally alert and 
physically responsive. 

 



 
    

  Therefore, the Police Department has adopted this written policy to ensure an employee's 
fitness for duty as a condition of employment; to ensure drug tests are ordered based on 

reasonable suspicion following a written policy and procedure; and to ensure that the 

employee knows drug testing is a condition of employment. 
 

 B. Procedure 
 

  1. All potential sworn employees, as part of the final screening process, shall undergo 

a physical examination by the department's contract physician.  Included, as part 
of the examination shall be the screening for the presence of drugs.  The results of 

the examination shall be evaluated along with results of all the other phases of the 
selection process in determining the most qualified candidates.  Potential civilian 

employees shall also be required to submit to a drug screening. 
 

  2. When an employee or applicant is required to submit to a drug test, every effort 

shall be made to preserve the dignity of the individual employee and maintain 
confidentiality of the subsequent investigation to protect the individual from unjust 

treatment. 
 

  3. Drug testing shall occur only in the following circumstances: 

 
   a. During the screening and hiring process for potential employees. 

 
   b. When reasonable suspicion exists that an employee is using illegal drugs, 

abusing prescription drugs, or is impaired in his ability to perform his 
duties due to drugs, including alcohol. 

 

   c. During an assignment to the West Metro Drug Task Force pursuant to the 
Task Force policies and procedures. 

 
  4. For employees, tests are conducted based upon the existence of reasonable 

suspicion.  EXCEPTION: Random testing may be conducted only as a condition for 

participation in the West Metro Drug Task Force. 
 

   a. The decision to require a test shall be made by a member of the 
department at the rank of Commander or above. 

 

   b. Prior to the testing, the grounds supporting the reasonable suspicion shall 
be fully disclosed to the employee and the employee shall be given an 

opportunity to explain his conduct.  The employee should be questioned 
as to whether he is taking or had recent exposure to any prescribed or 

non-prescribed drugs or chemicals. 
 

   c. If it is determined that a test will be completed, the decision-maker shall 

complete an AIC report and articulate the facts which constitute 
reasonable suspicion.  He shall contact the Internal Affairs Unit and obtain 

a formal Internal Affairs number.  This number shall be used in place of 
the employee's name when labeling test products. 

 

  5. Testing procedure 
 

   a. If alcohol is suspected, a breath test shall be administered utilizing 



 
    

departmental equipment.  The test shall be administered by a certified 
operator and the procedure for completing breath testing followed, 

including booking the sample into property. 

 
   b. If alcohol is not the primary substance suspected, a urine or hair 

examination shall be used. 
 

   c. Urine testing 

 
    (1) Obtain a urine test kit from the armory. 

 
    (2) Select a bathroom, which is secluded from the general public, and 

limit the access of other employees. 
 

    (3) A member of the same sex as the employee shall accompany the 

employee into the bathroom for indirect monitoring.  (Subject in 
stall while person administering the test listens for the normal 

sounds of urination.)  Direct observation may be required if the 
decision-maker suspects that the employee is attempting to 

substitute or tamper with the urine sample.  After the sample is 

obtained, the directions contained in the urine kit are followed. 
 

    (4) If an employee is unable to provide a urine sample, he shall be 
monitored until a sample is provided.  The employee shall be 

under direct observation until the sample is obtained. 
 

    (5) If an employee refuses to provide a sample, he shall be advised of 

the consequences of insubordination and immediately suspended 
with pay. 

 
    (6) After the sample is obtained, the employee shall be driven home, 

if necessary, and assigned there pending the completion of the 

investigation. 
 

    (7) The urine kit shall be kept by the Property Control Unit until 
transported to the testing facility by Internal Affairs personnel. 

 

    (8) An EMIT (Enzyme Multiplied Immunoassay Technique) test will be 
completed by an independent certified laboratory during pre-

employment screening and when reasonable suspicion exists. If 
the EMIT test is "positive," a gas chromatograph/mass 

spectrometer test (GC/MS) shall be used to verify the EMIT test. A 
second sample shall be maintained and available to the employee 

for testing by a laboratory of his choice at his own expense. 

 
    (9) The sample obtained through this administrative procedure is not 

intended for use in the enforcement of criminal laws and shall not 
be used as evidence against the employee in criminal 

proceedings. 

 
 

3300 PERFORMANCE EVALUATION SYSTEM 



 
    

 
3301 PROBATIONARY SYSTEM 

 

 A. Policy 
 

  The probationary system ensures that newly hired or promoted employees are aware of 
the expectations of their supervisors and are apprised of their progress during the 

probationary period.  The probationary period allows supervisors to set forth specific goals, 

establish standards of performance, and decide whether or not newly hired or promoted 
employees meet the requirements necessary to continue in the positions to which they 

have been appointed. The probationary period also provides the employee with an 
opportunity to receive and respond to direct and timely feedback.  Probationary periods for 

all positions shall be in accordance with administrative regulations, which are published by 
Human Resources. 

  

 B. Procedure 
 

  1. The probationary period for police agent recruits is two years from the date of hire.  
 

  2. The probationary period for lateral police agents, police dispatchers, 

communications supervisors, and records employees shall be one year from the 
date of hire.  The probationary period for other newly hired police employees shall 

be six months.  Probationary periods may be extended in 90-day increments to a 
maximum probationary period of one year. 

 
  3. The administration of the probationary period forms for police recruits shall not 

begin until the police recruits graduate from the field training program and are 

assigned solo duty. 
 

  4. Newly promoted or laterally transferred employees are required to serve a 
minimum six-month probationary period, which may be extended up to a 

maximum of one year if necessary. 

 
   Employees who are laterally transferred within a department to classified positions, 

which do not entail substantial changes in duties and responsibilities are not 
required to undergo probationary periods. 

 

  5. The supervisor of the probationary employee must establish goals and standards 
and communicate them to the employee.  Goal setting discussions with the 

employee should take place within the employee's first week of work.  The 
supervisor should complete the applicable sections of the probationary evaluation 

form including the goals.  The supervisor will maintain the original copy of the 
form, send one copy to Human Resources, and provide one copy to the employee.  

Additionally, follow-up meetings with the employee shall take place at the 

employee's second month, fourth month, and six-month anniversaries in order to 
review performance and provide feedback necessary for the accomplishment of 

goals.  Supervisors will complete the narrative portions of the performance and 
development form for the two-month review periods.  If a probationary period is 

longer than six months, the employee will continue to receive written feedback 

every two months until the completion of the probationary period. 
 

  6. Upon determining that an employee's probationary period has been successfully 



 
    

completed, the supervisor should complete the third rating period narrative for 
each goal, discuss the review with the employee and have the employee make 

his/her comments on the form.  A Notice of Personnel Action (NOPA) is prepared 

recommending the employee for permanent full-time status.  The NOPA and 
completed probationary period forms shall be routed through the chain of 

command to Human Resources. 
 

  7. The probationary employee and the supervisor shall meet throughout the 

probationary period to discuss goals and expectations.  The employee shall direct 
to his supervisor any questions regarding goals or standards in order to ensure 

understanding.  The probationary employee is expected to meet or exceed the 
standards for each established goal. 

 
  8. Each employee during initial orientation shall receive an explanation of the 

probation system and schedule for periodic reviews.  Completed forms will be 

reviewed by Human Resources’ staff and filed in the employee's personnel file.  
Human Resources’ staff will be available to advise when a problem arises for 

supervisors or probationary employees during probationary periods. 
 

  9. If an employee has met the necessary standards of performance by the end of the 

probationary period, he shall have subsequent goals and expectations set in 
accordance with procedures used in the Performance Review and Development 

evaluation system.   
 

   If an employee has not met the requirements, which have been set by the end of 
the initial probationary period, 3 options are available: 

 

   a. Continuation of the probationary period for a length of time deemed 
appropriate by the supervisor after consultation with Human Resources 

not to exceed a probationary period of more than one year for most 
positions and an extra three-period for police agent recruits, lateral police 

agents, communications, and records employees.  A second extension of 3 

months is possible for a developing employee should the situation warrant. 
 

   b. Termination from the position.  Probationary employees may be 
terminated prior to conclusion of the probationary period. 

 

   c. In a case in which an employee has been promoted from another position 
within the City, the employee may be reassigned to his previous position 

or be assigned to one in a pay range similar to the prior position. 
 

   
  10. Probationary employees who disagree with performance reports may contest the 

reports to the rater's immediate supervisor.  That supervisor shall review the 

reports and discuss them with the employee and the rater.  The decision of the 
reviewing supervisor is final. 

 
  11. The probationary employee may make written comments on the performance 

reports. 

 
 C. Rule 

 



 
    

  1. Probationary employees are not eligible for rotating or permanent 
positions outside Patrol, nor for any specialized assignments such as SWAT, K-9, or 

SET. 

 
 

3302 EMPLOYEE LOGS 
 

 A. Policy 

 
  It is the responsibility of the Police Department to conduct ongoing and meaningful 

evaluations of employee performance.  This process provides a foundation for recognizing 
and rewarding employee performance that exceeds the standard and addressing 

unsatisfactory employee performance issues before they develop into serious problems.  
This responsibility begins with the first level of supervision through the use of the employee 

log. 

 
  Supervisors are responsible for the recording of significant incidents, accomplishments, 

problems, and other performance factors of their employees.  In order to facilitate recall, 
and provide a convenient method of documentation, an employee log is maintained on 

each full-time employee.  Logs may also be used for part-time employees. 

 
 B. Procedure 

 
  1. Human Resources shall provide the necessary forms to compile and maintain the 

employee log. 
 

  2. Supervisors are to make entries into the log that briefly describe the employee's 

accomplishments, significant achievements, or problems.  Anything that will assist 
both the supervisor and the employee during the review period may be 

documented in the employee log.  Notations in the employee log should include 
information related to the employee’s ability to meet their job specific factors as 

outlined in the Employee Review and Evaluation System. 

 
  3. Because the employee log is primarily used to assist a rater in completing an 

evaluation, entries shall be as specific as possible. One focus of entries should be 
on performance in the areas of the key evaluation elements. 

 

4. To facilitate the meaningful documentation of information related to the 
employee’s performance, supervisors should consider the following sources: 

 
 a. Direct observation of performance 

 b. Performance data records (range scores, physical fitness tests, etc.) 
 c. Citizen feedback 

 d. Work samples 

 e. Absenteeism records 
 f. Commendations 

 g. Discipline 
 h. Notes from other supervisors 

 i. Feedback from other sources (peers, investigators, etc.) 

 j. Performance Audit System 
 k. Any other appropriate sources. 

 



 
    

  5. Whenever an employee's performance is deemed to be unsatisfactory, the 
employee log shall serve as written notification to the employee of the 

unsatisfactory performance and shall define actions that should be taken to 

improve performance levels.  It is expected that this notification will be timely and 
will be provided to the employee at least 90 days prior to the annual evaluation.  

(It is recognized that 90 days notification will not be possible for all unsatisfactory 
performance, such as incidents that occur within the 90 days before a scheduled 

evaluation.) 

 
  6. When a pattern of unsatisfactory performance is noted by a supervisor, they 

should consider the variety of available tools to assist with correcting the behavior.  
These include but are not limited to: 

 
   a. Verbal counseling with the employee 

   b. Documentation of the behavior in the employee log 

   c. Individual training for the employee 
   d. A change of assignment 

   e. The Department’s Peer Support Group (for Critical Incidents) 
   f. The City’s Employee Assistance Program 

   g. The special evaluation process 

   h. The Department’s discipline process 
   i. The Department’s mentoring program 

 
  7. Unsatisfactory employee performance that persists should be addressed through 

the special evaluation, annual evaluation or discipline process, depending on the 
nature of the problem. 

 

  8. Each log entry shall be initialed with employee number and dated by the 
supervisor making the entry. 

 
  9. After reviewing the employee log entry, employees shall initial with employee 

number and date each entry. 

 
  10. Employees may make written comments or responses in the employee log. 

 
  11. Each employee may have access to his own log during normal business hours. 

 

  12. The supervisor is responsible for maintaining the security of the employee log. 
 

  13. Entries in the employee log shall be retained for a minimum of 2 years. 
 

   a. At the end of 2 years, generally in conjunction with an evaluation due 
date, the outdated entries may be given to the employee or destroyed. 

 

   b. Relevant entries should have been transferred into the employee's 
Performance Review and Development Form and/or made a part of the 

employee's permanent personnel file. 
 

  14. The general information sheets contain personal data on each employee's skills, 

knowledge, and abilities.  Each supervisor is responsible for annually updating the 
general information sheet of each of his subordinates. 

 



 
    

 C. Rule 
 

  1. At least once during each month, supervisors shall complete an entry in 

each employee's log.  In cases where a subordinate is absent for a major portion 
of the month an entry shall be made in the log indicating the absence. 

 
3303 PERFORMANCE EVALUATIONS 

 

 A. Policy 
 

  Supervisors of the Police Department are required to conduct timely and meaningful 
evaluations of their subordinates.  The City Performance Review and Development system 

provides the formalized and uniform procedures by which the department supervisors 
accomplish this task.  Performance evaluations assist in the administration of the personnel 

merit system, principles of which include:  "retaining and compensating employees on the 

basis of the adequacy of their performance, correcting inadequate performance, and 
separating employees whose inadequate performance cannot be corrected." 

 
  Performance evaluations are not, in themselves, disciplinary actions.  Special evaluation 

status, for a period not to exceed 180 days, is not disciplinary action.  Placing an employee 

on special evaluation status is an action that may occur to enhance the performance 
evaluation process and, as such, is not disciplinary action. 

 
  If a less than desirable result from a performance review exists, the employee's supervisor 

must identify applicable changes in performance to indicate to the employee those specific 
areas that require improvement.  This is accomplished through special evaluation status, 

that shall be no less than 180 days and no longer than one year.  The requirement for a 

performance review may, or may not, correspond with future salary increases and largely 
depends on the employee's performance.  Therefore, special evaluation status of 180 days 

or less is not a disciplinary action, but rather a process in which a supervisor can identify 
deficiencies in performance in order to improve that performance, and as a result, obtain a 

salary increase if warranted, based on positive performance.  Salary advancement shall be 

in conjunction with the appropriate pay plan and dependent upon performance. 
 

 B. Procedure 
 

  1. Performance evaluations are to be regarded as planning tools and to serve as a 

basis for: 
 

   a. Counseling employees as to their expected job performance, strengths, 
and weaknesses 

 
   b. Goals and development 

 

   c. Determining training needs 
 

   d. Promotions and transfers 
 

   e. Reemployment decisions 

 
   f. Building the working relationship between the employee and supervisor. 

 



 
    

  2. Every employee shall be evaluated at least once a year. 
 

  3. Employees whose performance is deemed to be unsatisfactory may be placed in a 

special evaluation status.  Written notice of being placed in such status shall be 
given to the employee.  The written notice shall describe those aspects of 

performance requiring improvement and the standard that must be met.  Such 
special status shall not be less than 180 days, and no longer than one year.  At the 

end, an evaluation shall be written by the employee’s immediate supervisor. 

 
  4. As circumstances dictate and as directed by superiors, supervisors may complete 

performance evaluations at other than normally scheduled times. 
 

  5. When an employee changes supervisors, regardless of the amount of time of 
assignment, such as in a transfer or at watch change and at a time when an 

evaluation is not due, the previous supervisor shall complete a partial evaluation 

for inclusion in the employee's log.  Log sheets shall be used for this purpose.  The 
partial evaluation shall include documentation of the employee's performance. 

 
  6. When an employee is due for an evaluation and has been under the super- vision 

of the proposed rater less than 3 months, the employee's previous supervisor shall 

either complete the evaluation or review the present rater's evaluation.  Areas of 
agreement or disagreement may be included in the evaluation by use of a 

supplemental narrative to the evaluation. 
 

  7. An employee's "rater" shall normally be the present immediate supervisor. 
Supervisors shall receive training in the Performance Review and Development 

process prior to evaluating a subordinate. Supervisors shall attend training classes 

as required by Human Resources. 
 

  8. A "reviewer" normally shall be the person of next highest rank within the rater's 
chain of command.  The reviewer shall sign all evaluations after reviewing the 

contents for completeness and appropriateness. 

 
  9. All supervisors shall be responsible for obtaining the evaluation due dates for all 

employees under their command and for completing all evaluations due on a 
timely basis. 

 

  10. Goals shall be prepared for all department employees.  Such goals need not be 
numerous, but may focus on special projects, training, task forces and committees, 

education, workshops or seminars, individual study, professional organizations, 
outside activities, skill maintenance, or specific assignments.  Goals shall be jointly 

determined after a thorough review of performance, training records, employee 
needs, and organizational needs. This shall be accomplished in the context of 

career development. 

 
  11. By the form provided, the rater shall review the previous evaluation period and 

indicate if goals were completed. 
 

  12. For new employees other than police recruits, the goals and development planning 

period shall begin with the date of initial employment. (See probationary system) 
 

  13. Once goals have been identified, the supervisor must establish the means for 



 
    

identifying achievement qualitatively in terms of observable and definable 
behavior. 

 

  14. Four weeks prior to the evaluation due date, the supervisor should notify the 
employee of the approaching review date and request that the employee conduct 

a self-appraisal utilizing the Performance Review and Development form. 
 

  15. Each employee's performance will be evaluated relative to critical key elements, 

key elements, and job specific factors established for those elements.  An 
explanatory narrative for each element documents specific reasons for the rating 

given. 
 

16. Supervisors can compile a comprehensive performance record to be used in the 
evaluation process by reviewing the following sources: 

 

 a.  Direct observation of performance 
 b.  Performance data records (range scores, physical fitness tests, etc.) 

 c.  Citizen feedback 
 d.  Work samples 

 e.  Absenteeism records 

 f.  Commendations 
 g.  Discipline 

 h.  Notes from other supervisors 
 i.   Feedback from other sources (peers, investigators, etc.) 

 j.   The Early Warning System 
 k.  Any other appropriate sources 

 

  17. Supervisors shall include a section at the beginning of the overall/supplemental 
narrative, which describes "Special Skills."  This initial narrative section should 

describe and acknowledge extra effort in specialized or voluntary assignment, 
training, or abilities, which promote the professionalism of the department.  SWAT, 

SIU, K-9, CSI, Beat Project participation, range instructor status, arrest control 

instructor, or foreign language skills are examples of areas where extra effort on 
the part of employees should be recognized. 

 
  18. After presentation to the employee, the rater shall forward the evaluation through 

the chain of command. Following review by Department staff and Human 

Resources, the original shall be placed in the employee's personnel file, a copy will 
be returned to the employee, and a copy will be returned to the employee's 

supervisor for inclusion in the employee log. 
 

  19. Employees may and are encouraged to make written comments or responses 
about their evaluation in the space provided on the evaluation forms.  Employees 

shall sign and date the evaluation forms to indicate that they have read the forms. 

 
  20. An employee may make a written response to his/her evaluation, which will be 

kept permanently in his/her personnel file.  The written response and evaluation 
will be reviewed by the employee’s chain of command. 

 

21. Reviewers of evaluations shall be responsible for reviewing all comments made by 
employees on evaluation forms.  The reviewer shall make written comments on 

the evaluation forms concerning contested evaluations. 



 
    

 
22. Supervisors shall evaluate raters regarding the quality of ratings given employees, 

and their ability to carry out the rater’s role in the performance evaluation system. 

The Supervisor should ensure that the raters apply ratings uniformly. 
 

23.  Human Resources is responsible for providing the forms and format of the formal 
evaluation system. 


