
 

 4000  OPERATIONS 

4001 COMMANDER'S ON - CALL RESPONSIBILITY 

 B. Procedure 

  1. Members of the command staff (Chief of Police and Division Chiefs) are on call 

at all times while they are in the metropolitan area.  Other Commanders (such 
as SWAT Team Commanders) may be on call as needed. 

  2. Commanders are equipped with radio paging devices, to be worn at all times 

while on call and away from the department or their residential telephones. 

  3. Commanders shall respond to the department or to the scene of any incident 

that, in their judgment, potentially has serious impact on the personnel, 
equipment, or mission of their command. 

4002 ARREST STANDARDS 

 A. Policy 

  One of the management techniques adopted by the department, in its efforts to best 

utilize its available resources, is the implementation of arrest standards guidelines.  The 
arrest standards guidelines define the authority and circumstances when sworn 

personnel may exercise discretion and select alternatives to arrest and confinement.  

The arrest standards guidelines will provide better utilization of police resources in the 
arrest, booking, and jail processing of criminal suspects. 

 B. Procedure 

  Arrest Standards Guidelines: 

  1. Non-arrest  

   a. No charge filed. 

    Those situations where the offense is verified and the participants 

identified but no charges will be filed.  The situation is considered 

resolved by the officer at the scene. 

    (1) Informal Resolution/Victim Restitution 

    (2) Hostile Victim/Witness 

    (3) Conditional Violations 

   b. Charge Open For Review 



    Those situations where charges might not be filed due to conditional 

or mitigating circumstances.  Assessment of the likelihood of 
conviction of the defendant is the primary consideration. 

    (1) Probable Victim/Witness F.T.A. 

    (2) Relationship between Offender - Victim/Witness 

    (3) Informant Status 

    (4) Questionable/Weak I.D. by Victim/Witness 

    (5) Improper/Questionable Motives of Victim/Witness 

    (6) Affirmative Defenses 

    (7) Victim Instigated or Involved in Offense 

    (8) Witness Instigated or Involved in Offense 

    (9) Degree of Culpability 

    (10) Intent 

   c. Charges Pending 

    Formal charging of a criminal act is probable, however, further case 

development requirements coupled with low F.T.A. probability justify 
non-arrest at time of initial processing. 

    (1) Evidence - Quantity/Quality 

  2. Arrest 

   a. Release with charges 

    Formal charging of defendant concurrent with formal processing other 

than incarceration in the county jail. 

    (1) Alternate lodging 

     (a) Mental Health 

     (b) Detoxification for Alcohol/Drugs 

    (2) Summons and Complaint 

     (a) Officer summons 

      1) Municipal ordinance 



      2) Petty offense 

      3) Misdemeanor 

     (b) D.A. Summons 

   b. Incarceration 

    Formal charging of a defendant concurrent with lodging in the county 

jail. 

    (1) Appearance 

     (a) Lack of positive I.D. 

     (b) Warrant / holds 

     (c) Probable F.T.A. 

    (2) Protection 

     (a) Risk of continuation of offense (Victim-society-officer) 

      1) Protection from further injury 

      2) Protection from further property damage 

     (b) Degree of defendant non-cooperation 

    (3) Seriousness of Offense 

     (a) Incarceration required by law (domestic violence, 

etc.) 

     (b) Felonies - Crimes not appropriate for D.A. summons 

     (c) Suspect in additional felonies 

 
4003  ARRESTS OF FOREIGN NATIONALS 

 
A. Policy 

 

The Lakewood Police Department, in compliance with the Vienna Convention on Consular 
Relations (VCCR), will ensure the timely notification of designated foreign consular officials 

following the arrest or detainment of their foreign nationals. This policy does not affect any 
diplomatic immunity rights or policies. 

 

 
 



B. Procedures 

 
1. Citizens of other nations who reside in or are visiting Colorado are subject to Colorado 

law and except as indicated below, foreign nationals who are arrested will be treated 
in the same manner as U.S. citizens. 

 

2. A foreign national who is arrested (taken into custody) will be informed they have a 
right to have their country’s embassy or nearest consulate notified of his or her arrest 

and detention.  
 

a. For the purposes of this section, “arrest” refers to a custodial arrest and 
detention and does not include a release on citation. 

 

b. Unless the accused is a national from the countries listed below, do not notify 
the embassy/consulate unless the accused requests they be notified.  

d. By law, if a citizen of the following countries is arrested, the on-duty Sergeant 
or their designee will notify the nearest consulate or the embassy of the arrest. 

e. Notification of the consulate will be made at the time the accused is booked.  

f. It should be documented in the police report that the person arrested was 
advised of their right and whether or not the accused requested that the 

embassy/consulate be contacted. 

 

LIST OF MANDATORY NOTIFICATION COUNTRIES  
 

Algeria, Antigua, Armenia, 
Azerbaijan 

Barbados, Bahamas, Belarus, 
Belize, Brunei Bulgaria 

China, Costa Rica, Cyprus, 
Czech Republic 

Dominica, Figi, Gambia Republic of Georgia, Ghana, 

Grenada, Guyana 

Hong Kong, Hungary, Jamaica 

Kazakhstan, Kiribati, Kuwait, 
Kyrgyzstan 

Malaysia, Malta, Mauritius, 
Moldova, Mongolia 

Nigeria, Philippines, Poland 

Romania, Russia St. Kitts & Nevis, St. Lucia, St. 
Vincent, Seychelles 

Sierra Leone, Singapore, 
Slovakia 

Tajikistan, Tanzania, Tonga, 

Trinidad & Tobago, Tunisia 

Turkmenistan, Tuvalu, 

Ukraine, United Kingdom 

USSR, Uzbekistan, Zimbabwe 

 
 

This list is subject to amendment without notice from the Federal Government.  List may be verified 
via website: http://www.state.gov 

 

 
3. Diplomatic and consular officers have the legal right to consult with their citizens who are 

detained by federal, state or local authorities. The right of consular access and communication 
are generally subject to local laws and regulations concerning prisoner visitations. 

 
a. Consular officials may be searched prior to contact with an arrestee. 

 

b. Consular officials are entitled to speak confidentially with an arrestee although the 
consular official and arrestee may be kept in sight for security reasons. 

http://www.state.gov/


 

4. If the foreign national who is arrested is in possession of a Passport, Visa, Border Crossing 
Card, Resident Alien Card, Consular Identification Card, or Alien Registration Card, the arresting 

officer shall make a photo copy of the documents and attach them to the arrest/booking report.  
A copy should also be made of any other identity or travel documents in the possession of the 

accused. 

 
5. When completing the arrest/booking report, obtain the following information: 

 
a. Complete home address (foreign address) of the accused 

 
b. Complete local address for the accused 

 

c. The officer who contacts an embassy or consulate on behalf of an accused foreign 
national will document the date, time and the name of the person who received the 

call at the embassy or consulate in the police report. 
 

6. If a foreign national is arrested for a felony the Department of Homeland Security will be 

notified at the same time as the Consular. 
 

7. If the foreign national is unable to communicate in English, a supervisor will be contacted and 
every effort made to obtain a translator.  Miranda warnings must be translated before a 

questioning can begin.  The investigating officer will include the name, address, telephone 
number and relationship of the translator to the victim/witness in the police report. 

 

8. Contact Information 
 

a. U.S. Department of State website, http://www.state.gov/s/cpr/rls/fco/ 
202-647-7277 or 202-647-1512 Consular Duty Officer (24/7) 

 

 
4004 BIASED BASED PROFILING 

 
 A. Policy 

 

 Biased based profiling is a practice that presents a great danger to the fundamental 
principles of our constitutional republic and is abhorrent and cannot be tolerated.  

Biased based profiling means the practice of detaining a suspect based on race, 
ethnicity, national origin, religion, age, gender, gender identity/expression, sexual 

orientation, immigration status, disability, housing status, occupation, or language 
fluency of any individualized suspicion of the particular person being stopped. 

 

B. Procedure 
 

 In order to ensure that no citizen is subjected to bias based profiling, the department 
will: 

 

1.   Train agency enforcement personnel about biased based profiling.  Training shall 
be conducted during new-hire initial training and annually thereafter.  Such 

training should include legal aspects and biased based issues, field contacts, 
traffic stops, search issues, asset seizure and forfeiture, interview techniques, 

cultural diversity, discrimination and community support. 
 

http://www.state.gov/s/cpr/rls/fco/


2. The department will conduct an annual administrative review of agency 

practices pertaining to biased based profiling derived from any information 
alleging biased based profiling and citizen concerns.  The review will include 

any corrective measures needed or taken. 
 

3. In compliance with state law, the department shall annually compile any 

information derived from telephone calls received due to the distribution of 
business cards, as described below, which allege biased based profiling.  This 

information is available to the public but shall not include the names of police 
employees or reporting parties and the internal affairs investigatory file. 

 
4. If a complaint of biased based profiling is sustained, the employee will 

receive appropriate discipline and training. 

 
C. Rule 

 
1. No employee shall engage in biased based profiling to include field contacts, 

traffic stops, search issues, asset seizure and forfeiture. 

 
2. Police agents shall provide, without being asked, his or her business card to 

any person whom the police agent has detained in vehicle stop but has not 
cited or arrested.  The business card shall include the police agent’s name, 

division, badge number, and a telephone number to the internal affairs unit 
which may be used, if necessary, to report any comments, positive or 

negative, regarding the traffic stop. 

4005 LIAISON WITH CRIMINAL JUSTICE SYSTEM 

 A. Policy 

  The department shares responsibility with the judiciary and other law enforcement and 
prosecution agencies in the criminal justice system.  All elements of the system work 

toward common objectives and each element is functionally complimentary.  

Cooperative and harmonious working relationships are essential in obtaining those 
objectives. 

 B. Procedure 

  1. Agents should be aware of the effect of criticism upon law enforcement or any 
other law enforcement or prosecution agencies or individual members of the 

judiciary.  However, it is not intended that there be any infringement of an 
employee's right to express his personal views regarding the criminal justice 

system in general or any trends which seem destructive of its efficacy. 

  2. The department maintains a close working relationship with other law 

enforcement agencies and makes available to them information concerning 
techniques and procedures developed or used by the department. 

  3. The department shall maintain a cooperative exchange of information to 
enhance the arrest and return of fugitives, the exchange of information in 

criminal investigations, the establishment of joint plans for dealing with such 



things as criminal conduct and traffic operations, and the sharing of statistical 

and support services. 

  4. This liaison provides feedback from the court to the department of any 
investigative error or courtroom error; it also allows for greater under - 

standing by prosecution of law enforcement problems; provides useful 

information to probation and parole agencies about law enforcement 
objectives; and maintains a communication flow with correctional agencies. 

4006 DIVERSION PROGRAMS 

 A. Policy 

  As an integral part of the community, the Police Department may, from time to time, 

be asked to participate in various diversion programs.  The Chief of Police shall review 
and approve each request for participation and designate a department member to 

represent the Police Department in the program.  The department's role in these 
programs is to provide professional law enforcement input to programs that allow 

sentencing alternatives to qualified defendants. 

4007 TREATMENT OF TRANSGENDER PERSONS 

A.  Policy 

 

The Lakewood Police Department is committed to working with all of our diverse 

communities which it serves, including the transgender community, with fairness and dignity.  

Police personnel, including sworn, non-sworn, and volunteers, shall interact with all citizens, 

including the transgender community, in a manner that is professional, respectful, and 

courteous.  The Lakewood Police Department will not discriminate against anyone for any 

reason and will not assist in the discrimination against anyone. 

Definitions: 

1. “Gender expression” is a person’s external appearance, including characteristics or 

behavior typically associated with a specific gender. The gender someone expresses can 

be different from the gender with which he/she identifies.  Cross-dressing (dressing in a 

manner typically associated with the opposite sex) is a form of gender expression. 

 

2. “Gender Identity” is that person’s innate sense of his or her own gender. The gender 

someone identifies with may be different from the gender assigned at birth. 

 

3. Public accommodation:  Any place of business engaged in any sales to the public and any 

place offering services, facilities, privileges, advantages, or accommodations to the 

public, including but not limited to any business offering wholesale or retail sales to the 

public; any place to eat, drink, sleep, or rest, or any combination thereof; any sporting or 

recreational area and facility; any public transportation facility; a barber shop, 

bathhouse, swimming pool, bath, steam or massage parlor, gymnasium, or other 

establishment conducted to serve the health, appearance, or physical condition of a 

person; a campsite or trailer camp; a dispensary, clinic, hospital, convalescent home, or 



other institution for the sick, ailing, aged, or infirm; a mortuary, undertaking parlor, or 

cemetery; an educational institution or any public building, park, arena, theater, hall 

auditorium, museum, library, exhibit, or public facility of any kind whether indoor or 

outdoor.  ”Place of public accommodation” shall not include a church, synagogue, 

mosque, or other place that is principally used for religious purposes. 

 

4. “Sexual orientation” means a person’s orientation toward heterosexuality, homosexuality, 

bisexuality, transgender status or another person’s perception thereof. 

 

5. “Transgender status” is an umbrella term that describes an individual whose gender 

identity or gender expression is different from that traditionally associated with that 

individual’s sex at birth. 

 

B. Procedure 

 

1. Access to public accommodations: 

 
a. The Colorado Anti-Discrimination Act has been expanded to eliminate discrimination on the 

basis of sexual orientation including transgender status in access to public 

accommodations.  Places of public accommodations may not deny any person participation, 

entry, or services based on the person’s sexual orientation, including transgender status, 

Section 24-34-601, C.R.S.  

 
b. Public accommodations must allow individuals the use of gender-segregated facilities (e.g. 

restrooms, locker rooms, and dressing rooms) that are consistent with their gender 

identity.   

 

c. Police agents will not assist owners of public accommodations (including private 

businesses) or their designees in removing of individuals from establishments for use or 

attempted use of these facilities in accordance with their gender identity.  

 
2. Department personnel shall not use language that a reasonable person would consider 

demeaning, offensive, lewd, or harassing to another person, in particular, language 

aimed at a person’s actual or perceived gender identity or gender expression or sexual 

orientation. 

 

3. Department personnel shall treat all transgender persons in a manner appropriate to 

that individual’s gender identity, which includes addressing them by their preferred or 

legal name, and shall use personal pronouns appropriate to the gender that the person 

identifies with.  Employees are encouraged to ask persons they suspect may be 

transgender how they wish to be addressed.  

 

4. When an individual self-identifies as being a transgender person, employees shall not 

question this identity except for articulable reasons (i.e. the person’s gender is related 

to a crime.) 

 

 



 

 

 

5. Documenting transgender individuals: 

 

a. Employees will document a transgender individual’s legal name and legal gender 

on all legal documents to include citations, face sheets, affidavits, and booking 

paperwork. 

 

b. A transgender person’s chosen name should be documented in the AKA or alias 

section on citations, face sheets, and booking paperwork. 

 

c. In circumstances where there is doubt as to the legal name or gender of an 

individual, employees will defer to what is documented on identification issued to 

the individual by the State of Colorado or any other government issued form of 

identification such as passport or driver’s licenses.  

 

6. Searching transgender individuals: 

 

a. Transgender persons shall not be subject to more invasive search or frisk 

procedures than non-transgender persons. 

 

b. When a pat down search/ frisk for weapons is necessary for safety, it may be 

conducted by an agent of either sex. 

 

c. Request to remove appearance related items such as prosthetics, clothing, wigs, 

a cosmetic items shall be consistent with requirements for the removal of similar 

items for non-transgender persons.  

 

7. Transporting of transgender arrestees: Whenever practical, transgender arrestees 

shall be transported separately.   

 

8. Processing of transgender arrestees: 

 

a. Transgender prisoners shall be placed in their own temporary holding cell. 

 

b. Agents booking a transgender arrestee at the Jefferson County Sheriff’s 

Department shall notify the receiving staff member of the arrestee’s transgender 

status and gender identity.  

 

4010 LINE INSPECTIONS 

 B. Procedure 

  1. Line inspection is an ongoing process conducted by those in direct command - 

- those who have the authority to act or to require immediate action of 



subordinates.  Ongoing authoritative inspection is a duty of every manager 

and supervisor. 

  2. Field supervisors, responsible for line operations, conduct individual and team 
inspections to ensure that: 

   a. Acceptable levels of appearance and personal hygiene are maintained 
by assigned personnel. 

   b. Personal and issued equipment is operational and in conformance with 
department and technical requirements. 

  3. Line inspections of team personnel are conducted by the assigned line 

supervisor periodically, or quarterly at a minimum. 

  4. Follow-up actions will include the re-inspection of the personal or issued 

equipment to ensure it is operational and in conformance with department 
standards.  Documentation of discrepancies discovered by line inspections is 

accomplished by appropriate entries in the employee’s log and includes 

remedial and follow-up actions to correct the discrepancies. 

  5. Discrepancies with physical plant facilities shall be reported to the Patrol 
Support Coordinator and recorded in the Sector Commander’s log.  The Patrol 

Support Coordinator is responsible for ensuring that corrective remedies are 

made and corrective actions documented. 

 

4011 CITY EQUIPMENT USE 

 C. Rule 

  1. City equipment or other resources shall be used only for official business. 

  2. Office equipment such as personal computers (PCs) and typewriters may be 
used for personal business if done in accordance with City rules and 

regulations and not during normal duty hours. 

 

4012 OPERATIONAL READINESS OF EQUIPMENT 

 C. Rule 

             1. Department equipment and property shall be stored in a state of operational 

readiness, and shall be readily available for deployment.   

  2. Each person to which equipment or property is issued and designed to protect 
the employee’s person (vest, personal protective equipment (PPE), respirator, 

etc.) shall inspect the property at least monthly and be responsible for its 

maintenance, repair, and operability. 



  

 3. The supervisor of each organizational component to which equipment or 

property is assigned shall ensure a documented inspection of the property is 
conducted at least quarterly and will be responsible for its maintenance, repair 

and operability.  This will include equipment designated for use in support of a 

critical incident. 

4013 DATA FILES 

 A. Policy 

  In the interest of having consistently accurate data and data which is maintained in a 

form that is useful for all personnel, a review process is necessary before changes are 

made to any computer program affecting the storage and/or retrieval of data. Through 
a process of staff review and evaluation, proposed changes can be made from the best 

vantage point. 

 B. Procedure 

  1. Changes in the collection and tabulation of the department's data shall be 

reviewed by staff for concurrence. 

  2. Changes in computer programs affecting data reporting or data retrieval shall 

be reviewed by staff for concurrence. 

  3. Any changes in data storage or data retrieval shall be noted in the computer 
program file for historical purposes. 

 
 

4020 POLICE UNIFORM 
 

B. Procedure 

 
The procedure describing the police uniform will be defined in four categories. 

 
1. Issued Equipment 

a. The official police uniform of this department includes items 
currently authorized for issue or wear.  A specific list of items issued 

to each individual shall be maintained by the supply room. 

b. Civilian clothing may be authorized for wear by on - duty sworn 

personnel upon approval of the Chief of Police or an employee's 
Division Commander when it is determined that civilian clothing is 

more appropriate for a job assignment than the police uniform. 

c. Neither the official department uniform, nor parts of the uniform 

(other than   weapon, ammunition, ammunition holder, handcuffs, 
and handcuff case) are worn off duty, except: 



    (1) When traveling to and from work. 

   (2) When appearing in court regarding a duty - related matter. 

   (3) When engaged in an official auxiliary department function. 

 2. Optional Equipment 

 a. In order to provide a more practical choice of uniform wear, 

depending on the situation and weather conditions, optional wear may 
include the pullover sweater, fleece jacket, nylon web gear, and 

exterior vest.  

 b. A list of optional uniform apparel has been established and shall be 

maintained by the supply unit. Examples include pullover sweater, 
fleece jacket, nylon web gear, and exterior vest. 

 c. Optional equipment must be purchased and maintained by the 

employee. 

3. Non-authorized Equipment 

 a. Non-authorized items of clothing or equipment must be authorized by 
the  employee’s Commander.  

 4. Identifiers, insignias and medals 

a. Official department medals, when issued, are worn with the 
department uniform, and are worn centered on and immediately 

below the second stitch on the left pocket flap of the uniform shirt. 

 b. The official department nameplate is worn with the department 

uniform centered on and affixed so that the entire nameplate is 
immediately above the top stitch on the right pocket flap of the 

uniform shirt.   

c. Department issued insignia pins consisting of alphabetic letters that 

identify a specialized function, e.g. CIT, CSI, or FTA are worn 
centered above the nameplate.  Up to three such insignia may be 

worn provided they are part of one single, horizontal bar.  Because 
the bars are longer and more prone to breaking, personnel choosing 

this option will do so at their own expense.  Otherwise, two 

individual department issued insignia pins are authorized for wear.  
Alphabetic insignia shall measure ¼ inch in height.  Up to two unit 

pins, such as the ones worn by SWAT and the Peer Support Team 
are also authorized. 

d. All sworn personnel with the rank of Sergeant or above wear the 
insignia of their rank upon the official department uniform in the 

manner prescribed below. 



    Chief of Police - Three gold stars are affixed to each side of the collar 

of the uniform shirt.   

    Division Chief - Two gold stars are affixed to each side of the collar of 
the uniform shirt.   

    Commander - One gold star is affixed to the center of each side of the 
collar of the uniform shirt.   

    Sergeant - Cloth Sergeant chevrons are worn on both sleeves of 
department uniform shirts and the uniform winter jacket with the 

point of the chevron centered 1/2 inch below the bottom edge of the 
department patch. Sergeants with at least 15-years experience as an 

LPD Sergeant shall wear a rocker added to the bottom of the chevron 
displayed on their uniform shirt and winter jacket. The most senior 

sergeant in the Patrol Division shall wear insignia with a single star 

centered below the bottom of the chevron. 

e. The following gold sleeve braid shall be affixed to both sleeves of the 
winter jacket approximately 3 inches above the sleeve opening 

starting with the 1/2 inch braid.  Approximately 1/4 inch shall separate 

the individual braids. 

    (1) Chief of Police - Two 1/2 - inch gold sleeve braids 

    (2) Division Chief - Two 1/2 - inch gold sleeve braids 

(3) Commander - One 1/2 - inch gold sleeve braid. 

   f. Sworn personnel that are currently enlisted in the military or are 
veterans/retired are authorized to wear a 1” x 1” military pin on the 

police uniform for the following branches of the military: 

 United States Navy 

 United States Army 

 United States Air Force 

 United States Marine Corp 

 United States Coast Guard 

    The military pin will be worn centered on the pocket below the badge. 

    C. Rule 

1. Agents may choose any approved combination of uniform to include issued and 

optional items.  Agents shall maintain one full dress uniform consisting of one 
pair of regular style (non-cargo) pants, long sleeve shirt, necktie, and either 

black basket weave or black nylon duty belt and gear.  The dress uniform shall 

be worn at all formal events, e.g. funerals, award ceremonies, or council 
presentations, or at the direction of the chief of police. 



  2. Other than department - issued belt, shoes, handcuffs, and handcuff case no items 

of the official department uniform are worn with civilian clothing when on duty. 
Exceptions will be determined at the discretion of the employee’s Commander. 

   3. Maintaining issued and optional uniform items in clean, neat, functional condition is 

the responsibility of the sworn person to whom the items were issued. Periodic 

inspections will be completed by supervisors.  

4. Sworn personnel required to wear the department uniform have the option of 
wearing the issued long-sleeved shirt or short-sleeved shirt. A necktie, black 

turtleneck shirt, or black mock turtleneck shirt or a black t-shirt may be worn with 

the long-sleeved shirt.  Either a black or white t-shirt is authorized for wear with 
the short-sleeve shirt. 

 
5. The issued jacket is worn at the discretion of the agent.  It is worn with shoulder 

patches, service stripes, nameplate or embroidered nametape, and cloth badge.  

The nameplate or embroidered nametape will be affixed above the seam on the 
right pocket.  The embroidered name on the tape will be silver for agents and 

sergeants and gold for commanders and above. 

6. Sworn personnel required to wear the department uniform have the personal 

option of wearing the issued low - quarter uniform shoes, the issued uniform 
boots, or optional authorized footwear with the department uniform. All footwear 

must be black, and capable of being highly shined. 

7.  The department issued helmet, the issued black knit watch cap, optional military 

round hat, and optional baseball-style cap are the only head gear authorized to 
be worn with the uniform.  Baseball-style caps shall be of a department 

approved color and design.  They shall only be worn during periods of adverse 
weather conditions, e.g. rain, snow, extreme heat, etc.  The caps are not to be 

worn indoors or while on routine patrol.  This policy does not apply to SWAT or 
other special units for which ball caps are authorized while engaged in 

specialized activities. 

 
8. The official police badge of the Police Department is worn with the official 

department uniform, and is affixed to the tabs provided on the uniform shirt.  
The department issued cloth badge or the embroidered badge are authorized for 

wear exclusively on the standard issue uniform jacket, polo-style “soft” uniform 

shirts, approved “raid” jacket, or the optional pullover knit sweater.  They are 
worn on the upper left chest area. 

9. All sworn personnel shall wear the official department uniform while on duty in the 
manner prescribed in the above sections of this order unless the Chief of Police or 

an employee's Division Commander specifically authorizes exceptions to the 
regulations contained in this order. 

4021 COMMAND STAFF UNIFORM 

 B. Procedure 

  1. The official staff dress uniform of this department for sworn personnel with the 

rank of Division Chief or above includes items currently issued for wear. 



  2. The dress uniform shall be worn at all official public appearances and 

ceremonies, as directed by the Office of the Chief of Police or at the discretion 
of each Division Commander. 

  3. The official police badge of the Police Department and the nametag shall be 

worn on the tunic and shall be affixed to the tabs provided on the coat. 

  4. When wearing the dress uniform, personnel shall wear the insignia of their 

rank on the shoulders of the tunic and not on the collars of the uniform shirt. 

 

4022 SUPPLY OF UNIFORMS AND EQUIPMENT 

 B. Procedure 

  1. The issuance and supply of uniforms and equipment is the responsibility of the 
Property Control Unit supply room. 

  2. For items normally stocked in the supply room a uniform requisition 
memorandum is completed and submitted through an employee's chain of 

command for approval. 

  3. The approved uniform requisition memorandum is then submitted to the patrol 

secretary for approval by the Patrol Support Coordinator.  It is then forwarded 
to the Support Services Section. 

  4. The Support Services Section issues the uniforms or equipment immediately, if 
the requested items are in stock, or advises the requesting employee of the 

approximate delivery date of back ordered items. 

  5. For items not stocked in the supply room a purchase order number is added to 

the uniform requisition by the patrol secretary. 

  6. The requesting party is then given a copy of the uniform requisition to be 
taken to the appropriate vendor for fitting, or they can call the vendor and 

have the requested items mailed to the Support Services Section.  Depending 

on the vendor, a department credit card may be used in conjunction with a 
uniform requisition. 

4023 ALTERATION OR REPAIR OF UNIFORMS AND EQUIPMENT 

 B. Procedure 

  1. Cleaning of uniforms will be done by the City’s authorized cleaning service for 
Patrol uniforms and as approved by the Division Chief of Support Services. 

  2. Uniform alterations or repairs should be referred to the Property technician 
assigned to the supply room to ensure that proper steps are taken to comply 

with the request. 



  3. Uniform alterations made for weight gain are made at the employee's 

expense. 

4024 REPLACEMENT OF DAMAGED OR LOST EQUIPMENT 

B. Procedure 

  1. Lakewood Agents are authorized to own and carry a multitude of various 

weapons and equipment including, but not limited to, primary and secondary 

weapons, shotguns, AR15, batons, ASP, uniforms, jackets, leather gear and 
various reference materials.  It is incumbent upon each Agent to ensure that 

his or her equipment is kept clean and in good condition.  Additionally, it is the 
Agents’ responsibility to keep all equipment in a safe and secure environment 

to minimize the chances it will be lost or stolen. 

  2. Department - issued equipment, which is lost or damaged in the performance 

of the employee’s duties, shall normally be replaced at no cost to the 
employee.  However, the employee's Division Chief may require the employee 

to pay for items damaged or lost due to the negligence of the employee. 

  3. The repair or replacement of non-issued equipment approved for on - duty use 

in lieu of department - issued equipment is the responsibility of the employee. 

  4. The repair or replacement of personal equipment approved for on - duty use in 

addition to issued equipment is the responsibility of the employee. 

  5. Employees who, in the performance of their duties, lose or damage necessary 
personal items or equipment not issued by the department, such as eye 

glasses and wrist watches, shall be reimbursed for the cost of repair or 

replacement of such items up to a maximum of $400.  The employee's Division 
Chief shall have the option to deny reimbursement for equipment lost or 

damaged through the negligence of the employee. 

  6. Personal clothing of department employees who work in civilian attire may be 

repaired or replaced at department expense when that clothing is damaged in 
the performance of the employee's duties. 

 C. Rule 

             1. Agents shall not store any equipment in a vehicle overnight unless the vehicle 
is secured in a garage. 

2. Agents shall be responsible for the replacement of lost or stolen items if not 

stored properly regardless of whether the equipment is department issue or 

personally owned. 

3. Any damaged, lost or stolen equipment for which the department is 

responsible for repair or replacement must have a Uniform Requisition 
approved for the repair or replacement of the item. 

4025 CLEANING OF UNIFORMS 



 B. Procedure 

  1. All cleaning done at City expense is done by the City's authorized cleaning 

service. 

  2. Sworn members of the Investigation Division, and such other employees as 

designated by their respective Division Chief are the only employees 
authorized to have non-uniform clothing done by the City’s authorized cleaning 

service. 

  3. Generally, all items made in such a way or of such a material that they are 

expensive to have dry-cleaned may not be cleaned at City expense.  Examples 
of such items are leather or suede coats, coats trimmed or wholly made of 

natural fur, heavily pleated skirts, shirts or pants made of leather, or any 
clothing that requires special handling. 

  4. Male Agents are authorized to have 5 shirts laundered each week; 4 articles in 
any combination of suits, sport coats, light-weight jackets, and pants cleaned 

or laundered each week; 1 tie a week.  Outer garments such as winter coats 
or topcoats may be cleaned no more than 3 times a year at City expense. 

  5. Female Agents are authorized to have 5 blouses laundered each week; 4 
articles of any combination of sweaters, jackets, suit vests or slacks; or 2 

dresses cleaned or laundered each week.  They may have an outer type 
protective garment cleaned no more than 3 times each year at City expense. 

 C. Rule 

             1. Any civilian clothing cleaned at City expense must, in fact, be worn on duty. 

4026 SERVICE STRIPES 

 A. Policy 

  Service stripes shall be used by this department as a symbol of recognition for years of 
service by all sworn Agents; one service stripe for every 5 years of service   in any 

municipal, county, or state law enforcement agency. 

 B. Procedure 

             1. The service stripes shall be sewn on the lower portion of the left sleeve of the 

long - sleeved uniform shirt with the lower point of the bottom stripe 1 inch 

above the top edge of the cuff; the top edge of the stripe shall be sewn to the 
inside and touching the permanent sleeve crease.  Service stripes shall also be 

worn by all sworn personnel below the rank of Commander on the left sleeve 
of the uniform jacket.  The lower point of the bottom stripe shall be on the 

outside of the sleeve 4 inches above the bottom of the cuff.  Service stripes 

shall be furnished by the department and shall be sewn on at the department's 
expense. 

 C. Rule 



             1. Only those service stripes authorized by the department shall be worn and the 

wearing of said stripes by authorized Agents shall be mandatory. 

4027 RETURN OF UNIFORMS AND EQUIPMENT 

 B. Procedure 

  1. Upon termination of employment with the Police Department, employees are 

responsible for the return of all issued uniforms and equipment except boots, 

shoes, and socks. 

  2. Uniforms are to be returned cleaned and pressed. 

  3. The Support Services Section is responsible for checking the returned items 

against the inventory of equipment issued to the terminating employee. 

  4. If all issued equipment is returned, a Division Commander shall sign the 
inventory form and forward it to Human Resources. 

  5. If the terminating employee does not return all issued equipment, his Division 
Commander may require that the department be reimbursed for the missing 

equipment.  This reimbursement would be prior to the inventory form being 
signed as complete and forwarded to Human Resources. 

  6. Civilian personnel who are issued equipment shall have those items listed in 
their personal inventory of equipment. 

  7. Upon the termination of a civilian employee, the employee's immediate 
supervisor shall be responsible for verifying the return of all issued equipment. 

4028 OFFICIAL POLICE BADGE 

 B. Procedure 

  1. The official police badge of the Police Department is issued to all sworn 
employees and bears the employee number and rank. 

  2. When a sworn employee is promoted, the promoted employee may keep his 
old badge.  A new badge is issued with the new rank designation and 

employee number. 

  3. Badges, which have been returned to the Support Services Section, are 

maintained in inventory until required for reissue.  At least 20 agent badges 
are maintained in inventory with the next 20 employee numbers mounted. 

  4. The Support Services Section shall provide for the removal of employee 
numbers and the placing of new employee numbers on all department badges. 

  5. Departing sworn employees with more than 5 years service may be allowed to 

retain the official police badge which shall be mounted on a plaque. 



  6. All sworn employees have the option at any time, up to and including the time 

of resignation, of purchasing an unnumbered flat badge at the current cost 
through the Support Services Division. 

4029 OFFICIAL IDENTIFICATION CARD 

 B. Procedure 

  1. Newly hired employees shall report to the Professional Standards Section to 

obtain their employee number. 

  2. The employee's name and employee number shall be maintained in the 
Professional Standards Section. 

  3. When the new employee responds to the Criminalistics Section for completion 
of the ID card process, that employee shall also complete the routine process 

of being fingerprinted and having a "mug photograph" taken by the 
Criminalistics Section personnel. 

  4. Sworn personnel shall wear a Police Department uniform shirt and tie when 
being photographed for an identification card.  When possible, the photo to be 

used on sworn personnel ID cards shall be the official department ID card 
photo which will represent the employee in accordance with existing 

department standards. 

  5. To replace a currently issued card that is lost, stolen, damaged, or for a legal 

name change or other correction an employee shall report to the Professional 
Standards Section.  The remainder of the procedure shall be as in 2 - 4 above, 

except that in addition the old card (unless lost or stolen) shall be surrendered 

at the time the employee picks up the new card. 

6. Replaced cards shall be shredded by the Professional Standards Section. 

a. The Commander of the Professional Standards Section may authorize 

retention of replaced cards. 

  7. Employees in good standing with five or more years of service with 
the department may retain their ID card provided it has been voided 

by punching four or more holes through it. 

  8. Employees with less than five years of service, or employees who are 

not in good standing at the time of their resignation or termination 
must surrender their ID card to the Commander of the Professional 

Standards Section or his/her designee. 

 C. Rule 

  1. Identification cards shall be carried by all sworn and civilian employees of the 
Police Department while on duty, unless directed not to do so by the 

employee's Division Commander or designee due to the nature of a specific 



assignment or task.  The carrying of identification cards off duty, while not 

required is encouraged. 

  2. While on duty within the public safety building, and depending on the nature 
of their assignments, non-uniformed employees and volunteers shall be 

required to display their identification cards attached to their clothing unless 

their clothing clearly identifies them as a Police Department employee. 

4030 FLASHLIGHT 

 B. Procedure 

  1.  Availability 

   a.  At the beginning of their employment, agents are supplied with a 
flashlight by the department.  This flashlight will be of a make and 

model determined by the Department as “standard issue.” 

 b. Agents are responsible for keeping the flashlight in workable 

condition.  Repair or replacement of a deficient flashlight will be 
accomplished by the agent’s assigned division and at the division’s 

discretion. 

 c. The Patrol Division will keep a supply of loaner flashlights on hand for 

temporary replacement use.  Loaner flashlights must be signed out 
and returned as soon as possible to the armory. 

 d. The Administrative Patrol Coordinator will maintain an extra supply of 

batteries in the Armory and with the Patrol Equipment Technician for 

use in standard issue flashlights. 

 2.  Optional Flashlight 

 a. Agents may purchase and use a personal flashlight as their primary or 

secondary duty light. 

  b. Optional flashlight purchase and maintenance are the sole 

responsibility of the agent. 

 c. Rechargeable flashlights are authorized, however, agents electing to 
use their own rechargeable flashlights as primary duty lights will also 

have the Department issued flashlight available to them as a back-up 

light.       

 C.  Rule 

 1.  Agents will have a working flashlight available at all times during official duty 

assignments and are responsible for the care and maintenance of the light. 

 2.  Rechargeable / secondary flashlights are optional items of equipment that may be 

purchased and used by individuals. 



 3. Agents electing to use their own personal flashlight as their primary light will also 

have the Department issued flashlight available to them as a back-up light while on 
duty. 

4031 BODY ARMOR 

 B. Procedure 

  1. Availability 

   a. Body armor is made available to all sworn members of the 

department. 

   b. Personal body armor purchased by individual employees must meet or 

exceed the specifications for issued equipment. 

  2. Specifications 

   a. At the time of issue, body armor shall meet the current National 

Institute of Justice standard for Type II armor. 

  3. Replacement 

   a. Sworn personnel shall inspect their body armor regularly for 

serviceability and damage.  Sworn personnel are responsible for 
submitting an equipment request for new body armor prior to its 

expiration date.  Body armor shall normally be replaced after five 

years.  Equipment request forms are completed for reissue of body 
armor. 

   b. Carriers for body armor may be replaced following completion of an 

equipment request form and inspection by a supervisor. 

 C. Rule 

  1. Every agent in the Patrol Division, to include those working extra-duty  

   assignments in a patrol uniform shall wear body armor.  This is not applicable 

   to Command Staff working normal business hours within the station and sworn 
   personnel attending law enforcement funerals. 

  2. For sworn personnel in the station and sub-stations, body armor shall be worn 

   or be immediately available while on duty. 

  2. For sworn personnel, body armor shall be worn during the execution of all  

   planned operations. 

  3. Community Service Officers, Code Enforcement Officers and Animal Control 

   Officers, who are out in the field, or who are participating in planned  
   operations, shall wear body armor.  Exceptions will be determined at the  

   discretion of the employee’s Commander. 



 

4032   PERSONAL GROOMING 

              A.       Policy 

Public confidence is enhanced when members of the department present a neat, 

clean, and professional appearance. The appearance of the police should reflect the 
values and expectations of the public they serve.  The nature of law enforcement 

and the need for visibility in the basic police function requires a degree of uniformity. 

A neat and professional appearance inspires respect and generates cooperation from 
the public. Uniformity in appearance fosters esprit de corps within the department 

and establishes a positive image with the public. Additionally, the department has an 
obligation to provide for the personal safety of its employees.  

  
B.         Procedure 

  
1. All employees must present a neat, clean, and well-groomed appearance.  

  
2. Agents assigned to special assignments may be authorized to dress and 

grow facial hair based upon the needs of their assignment and at the 

direction of their supervisor. 
  

3. The Division Chief will be the final judge of whether an employee’s personal 

appearance is acceptable for duty.  
 

4. For the purposes of this policy and procedure, the term “body art” is defined 
to include but not be limited to any tattoos, brandings, or mutilations. 

  
C.              Rule 

  
1. No employee shall have body art on the head, face, neck, or scalp. Cosmetic 

tattooing may be permitted on a case-by-case basis by the employee’s 

Division Chief.     

 
2. Visible body art on the arms and legs is required to be covered by clothing 

unless written approval is obtained from the Chief of Police or his designee. 
Approval to display visible body art may be granted so long as it does not 

depict the following: 
 

a. Alarming or provocative symbols or words; 

b. Offensive or potentially offensive body art to include nudity, sexually 
explicit, or vulgar art, or words;  

c. Profane language; 
d. Symbols that incite a negative reaction; 
e. Offensive acronyms; 
f. Racial, gender, or ethnic references; or, 
g. Excessive amounts of body art on the visible portion or the arm or 

leg to include but not limited to full or half sleeves. 
 

 
3. Employees wishing to display visible body art shall complete a memorandum 

to the Chief or his designee requesting such authorization.  The criteria 
outlined herein shall be applied when deciding to grant a request.   



 

4. Employees shall complete a memorandum for all existing and any new body 
art they want to display.   

  
5. No employee shall have a tattoo that demonstrates allegiance or attitudes 

that may give reason to doubt the employee’s ability to deliver a service 

based on fairness, impartiality, and equality. Examples of prohibited tattoos 
include, but are not limited to, the following: 

  
a. Tattoos that display racist, violent, or patently offensive words or 

illustrations; or 
  

b. Tattoos that depict symbols used by hate groups or criminal gangs. 
  

6. Employees appearing in court shall wear appropriate clothing that covers all 

body art.  

 
7. All facial and tongue jewelry are prohibited except as set forth 

herein.  Uniformed female Agents may wear post earrings of small studs or 

stones for pierced or non-pierced ears, up to three per ear. Non-uniformed 
female Agents and civilian female employees may wear up to three earrings 

per ear as long as they maintain a professional appearance. Male employees 
are not permitted to wear earrings while on duty. All other jewelry shall be in 

good taste and not jeopardize safety.   
  

8. The use of gold, platinum, or other unnatural veneers or caps for purposes 

of ornamentation is prohibited. Teeth, whether natural, capped, or veneer, 
shall not be ornamented with such things as designs, jewels, initials, or other 

items.  
  

9. Sworn and/or uniformed male employee’s hair must be neatly groomed and 

shall not exceed the shirt collar in length. Sideburns must be conservative in 
style and neatly trimmed. A neatly trimmed mustache may be worn if it does 

not extend significantly beyond the corners of the mouth and is deemed 
appropriate by the employee’s immediate supervisor.  Mustaches, such as 

the handlebar and horseshoe are not authorized.  Beards and other facial 
hair are not permitted. 

  
10. Sworn and/or uniformed female employee’s hair must be neatly 

groomed.  Female uniformed Agents’ hair that exceeds the shoulder in 

length must be secured back and away from the face. 
  

11. Extreme hair colors or styles are not permitted for any employee.                
 

4040 HONOR/COLOR GUARD 

 A. Policy 

  The Lakewood Police Department Honor/Color Guard shall be a voluntary unit 
comprised of Agents who are interested in representing the department at certain 



ceremonial functions, i.e., police funerals, recruit graduations, Lakewood on Parade, 

etc. 

 B. Procedure 

  The chain of command for the Honor/Color Guard shall be as follows: 

  1. Special Teams Commander of the Patrol Division 

  2. Supervisor of the Honor/Color Guard (a Sergeant or Agent who is a member of 
the honor/color guard). 

 C. Rule 

  1. The members of the Honor/Color Guard shall periodically attend practice drill 
sessions to develop and maintain proficiency for honor/color guard 

assignments. 

  2. Honor/Color Guard members shall maintain proper grooming, physical and drill 

proficiency in order to carry out Honor/Color Guard requirements. 

  3. The Honor/Color Guard uniform shall be based on the regular uniform of the 

Lakewood Police Department with certain refinements as set forth by the 
Commander in charge of the unit as approved by the Patrol Division Chief. 

  4. The Honor Guard shall function at the direction and discretion of the Patrol 

Division or the Special Teams Commander.  Members of the Honor/Color 

Guard shall be assigned to attend certain funeral services and other 
ceremonial functions as the official representatives of the Lakewood Police 

Department.  The Patrol Special Teams Commander shall designate the 
Sergeant or Agent responsible for planning and supervising each event where 

the Honor/Color Guard is assigned. 

  5. The Color Guard shall function at the direction and discretion of the Patrol 

Division Chief or the Special Teams Commander and they shall be assigned to 
present "colors" at certain ceremonies and parade functions as the official 

representatives of the Lakewood Police Department.  The Special Teams 
Commander shall designate the Sergeant or Agent responsible for planning 

and supervising each event where the honor/color guard is assigned. 

 

4100 COMMUNITY INTERACTION 

 A. Policy 

  Police - community interaction is based upon the principle that in a democratic society 

the police are an integral and indivisible element of the public they serve.  Community 
relations are manifested by positive interaction between the people and the police and 

represent their unity and common purpose.  Establishment of a liaison with community 



organization and community groups is an effective and recommended method to 

enhance this interaction. 

  A system of law and its enforcement is not superimposed upon an unwilling public in a 
free society; the law is created by the people themselves to control the behavior of 

those who would seek to interfere with the community welfare and existence. 

  The department must strive for the establishment of a climate wherein an Agent may 

perform his duties with the acceptance, understanding, and approval of the public.  
Additionally, the willing and practiced participation of the people in enforcing the law is 

essential for the preservation of freedom. 

4101 COMMUNITY LIAISON BY COMMANDERS 

 A. Policy 

Commanders have a responsibility to cultivate and maintain community contacts.  
They shall take an active role in identifying and addressing law enforcement needs 

within the community. 

 B. Procedure 

1. Quarterly, the Community Action Team (CAT) will prepare a report 

addressing the Department’s response to community concerns by sector.  

The purpose of this shall be to evaluate the effectiveness of various 
programs and initiatives within the Department.  This quarterly report shall 

be forwarded through the chain of command to the chief of police. An 
evaluation shall be completed once every three years to determine action 

priorities. 

 
2. It is incumbent upon all members of the Police Department to forward 

relevant information regarding community concerns and issues to other 
personnel who deal with, or may be in a position to impact these concerns or 

issues.  The respective Sector Logs are the means by which this information 
is documented and conveyed. 

 

3. The City of Lakewood conducts citizen surveys biennially and includes 
attitudes and opinions of police with respect to:  

 
 a. overall agency performance; 

 b. overall competence of agency employees; 

 c. citizens’ perception of officers’ attitudes and behavior; 
d. community concern over safety and security within the service area; 

and, 
 e. citizens’ recommendations or suggestions for improvement. 

4102 COMMUNITY ORIENTED PROBLEM SOLVING 

 A. Policy 

  The department must be responsive to the needs and problems of the community.  

While the department's task is governed by law, the policies formulated to guide the 



enforcement to the law must include consideration of the public will.  This 

responsiveness must be manifest at all levels of the department by a willingness to 
listen and by a genuine concern for the problems of individuals or groups.  Employees 

will ensure that these problems and concerns, either from individuals or groups, are 
conveyed to the department.  The total needs of the community must become an 

integral part of the programs designed to carry out the mission of the department. 

  Community Oriented Problem Solving (COPS) is an innovative approach to law 

enforcement that provides employees with the opportunity to expand their role in 
assisting the community to combat its problems.  Employees are in a unique position to 

identify situations that are worthy of attention, and they are given the responsibility to 

develop and implement solutions.  Mobilizing various segments within the community, 
in both the private and public sectors, to develop strategies directed toward identifying 

problems is a key concept in the successful implementation of community oriented 
problem solving. 

  COPS is an interactive process between employees and the citizens who work or reside 
in the community to mutually develop ways to identify problems and concerns.  

Working together, they assess viable solutions and provide valuable resources from 
both the Police Department and community to address the problems or concerns. This 

process includes publicizing department objectives, problems and successes alike to 
the community.  The purpose of COPS is to identify the underlying causes of recurring 

problems and to eliminate those causes.  One means to measure the competence of 

agency employees, officers’ attitudes toward citizens, community concerns, perceptions 
of crimes and recommendations for improvement of services is a citizen survey.  

Conducted at regular intervals, the citizen survey is designed to measure the agencies 
performance and attitude with respect to the service it provides to the community. 

 B. Procedure 

1. In order to better serve the community, department members who become 
aware of problems or potential problems in the community will develop a 

course of action to resolve the problems. 

2. Employees are encouraged to utilize the following strategy in dealing with 

problems identified as requiring a department response to community 
concerns. 

a. Scanning:  Instead of relying only on broad, legal concepts (robbery 
and burglary for example), employees are encouraged to group 

individual, related incidents that come to their attention as "problems" 
and define problems in more precise and, therefore, useful terms. 

   b. Analysis:  Employees working on a well - defined "problem" then 
collect information from a variety of public and private sources - - not 

just police data.  They use the information to illuminate the underlying 

nature of the problem and suggest its causes and a variety of options 
for its resolution. 

c. Response:  Working with citizens, businesses, and public and private 

agencies employees tailor a program of action suitable to the 

characteristics of the problem.  Solutions may go beyond traditional 



criminal justice system remedies to include other community agencies 

or organizations. 

d. Assessment:  The employees evaluate the impact of these efforts to 
see if the problems were actually solved or alleviated. 

   e. Maintenance:  Periodic review of problem status should be completed 
to determine if further action is necessary. 

3. Division Chiefs, Patrol, and Investigation Division Commanders will routinely monitor 
and assess the COPS process and make recommendations to the Department 

Command Staff as appropriate. 
 

4103 COMMUNITY ACTION TEAM (CAT) 

 A. Policy 

    The Community Action Team (CAT) is established to implement innovative community 

crime prevention, community resource referral and enforcement action. The 
establishment of the Community Action Team (CAT) does not relieve other department 

personnel from the responsibility of developing and implementing community-police 
partnerships and facilitation of problem-solving strategies as circumstances dictate.    

B. Procedure 

1. The Community Action Team (CAT) consists of selected police agents working 
under the direct supervision of the assigned sector commanders.  Duties, 

which are subject to review and change, include: 

a. Developing proactive crime prevention strategies based on crime 

data, type, geographic area and community concerns through 
programs to include National Night Out, Crime Prevention Through 

Environmental Design (CPTED), Business Crime Prevention – WARN, 

Neighborhood Watch and others; 

b. Speaker/Community Presentations; 

c. Crime Free Multi-Housing Program, Hotel/Motel Interdiction; 

d. Participation in department/community/neighborhood group 

meetings; and; 

e. General quality of life service requests. 

 2. Community Action Team (CAT) agents are each assigned to work in one of two patrol 

sectors in the city. Requests for community presentations, mediation services and 

targeted enforcement efforts are assigned based on those geographic areas. The 
Community Action Team (CAT) members will maintain a liaison with various 

department, city and community work groups and organizations to constantly evaluate 
the value of programs currently offered. 



 3. The Community Action Team (CAT) sergeant will conduct a documented evaluation of 

crime prevention programs at least every two years for presentation to the Chief of 
Police and Command Staff. 

 

4104 DEPARTMENT SPEAKERS 

 A. Policy 

The department recognizes its obligation to educate local citizens as to how they     

can minimize their risks of becoming victims of violent crime.  The department also 
realizes its responsibility to inform the community about police operations, procedures, 

and the reasons behind each. 

Police employees who volunteer for speaking presentations shall, in addition to their 

regular duties, give oral presentations and programs on crime prevention and 
community relations’ topics to local groups and organizations. 

B. Procedures 

1. The Patrol Services Technician receives requests for presentations.  They are 
then forwarded to the appropriate Community Action Team (CAT) agent or 

the sergeant of the Department team having the expertise in the requested 

area for assignment to a speaker. 

  2. Police Agents and Sergeants are authorized to receive overtime for 
presentations done on their regular off - duty time. 

  3. When selecting an employee to give the presentation, the Sergeant shall select 

an individual with known interest and expertise in the subject area involved.  
(Example:  burglary prevention, child abuse, etc.). 

  4. The Sergeant shall attempt to contact a potential speaker as far in advance of 
the presentation date as circumstances allow.  At least 2 to 3 days lead-time 

should generally be anticipated. 

  5. The employee handling the presentation shall be responsible for picking up 

and returning any departmental equipment needed for the presentation 
(electronic equipment, displays, etc.). 

  6. Employees who are doing presentations off duty shall advise their own 

supervisor that they will be handling a presentation assignment.  Any 

scheduling conflicts shall be decided in favor of the employees' regular duty 
assignment. 

   7.  Employees eligible for overtime (cash or compensatory time) shall complete an 

overtime slip and submit it to their supervisor. 

8. Personnel completing a speech or presentation shall document the  



pertinent information using the on-line Report of Speech or Presentation log 

located on each sector’s web pages. 

 


