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I. PURPOSE

A. Establishes the general responsibilities and duties of the Agency's personnel.

B. Establishes Agency operational guidelines, the chain of command, and duties attached to positions in the Agency.

C. Identifies other personnel management topics which should be addressed in the Manual.

D. Establishes a standard operating procedure for evaluat​ing work performance.

II. RULES AND REGULATIONS

A. General Responsibilities

Within the jurisdiction, officers of the Agency shall always take appropriate action to:

1. Protect life and property;

2. Preserve the peace;

3. Prevent crime;

4. Detect and arrest violators of the law; and

5. Enforce all federal, state and local laws and ordinances coming under the Agency's jurisdiction.

B. Duty Responsibilities

Officers of the Agency are always subject to duty, although they may periodically be relieved of its routine performance. They shall always respond to the lawful orders of superior officers and other proper authorities, as well as calls for police assistance from citizens.  Proper police action must be taken whenever required.  All officers are accountable for their use of delegated authority.  Even when assigned special duty, officers are expected to exercise their police authority as necessary. 

C. Discharge of Duties

1. All officers and employees of the Agency shall discharge their duties with calmness and firmness in a professional manner.  They shall assist and protect each other in the maintenance of peace and order and in the performance of all of their duties.

2. Officers and employees of the Agency who may have questions concerning the performance of their duties shall direct such questions to their immediate supervisor.
D. Command Responsibility

1. A commanding officer has responsibility and accountability for every aspect of his/her command.  Within policy guidelines and legal constraints, the com​mander has the authority to coordinate and direct assigned personnel and other allocated resources to achieve organizational objectives.  The commander must perform the full range of administrative functions, relying upon policy, direction, training, and personal initiative to ach​ieve the highest level of performance possible.

2. Upon a change of command, the commanding officer being replaced has a duty to lend his/her full assistance in making the command transition as smooth and orderly as possible.  Orientation of a new commanding officer should include information concerning unique problems of the command and assistance in continuing community and professional contacts relative to the command.

E. Chain of Command

Organizationally, the number of persons who report to the Chief Executive Officer are limited.  To ensure unity of command, clearly defined lines of authority must be drawn so that there is a formal, structural relationship between each employee and the Chief Executive Officer.  Each employee must be aware of his/her relative position in the organization.  This includes understanding to whom he/she report and likewise, who reports to him/her.  Employees should strive always to operate within the chain of command and to keep their supervisors informed as to their activities.  As depicted in the Agency's Organization Chart, each employee is accountable to only one supervisor at any given time.  The Chief Executive Officer is available (by appointment) to any employee of the Agency.

F. Assignment of Rank

The number of ranking positions in the Agency will be as specified and required by the organizational structure.  Ranked positions are defined as those positions above the rank of patrolman, and will include the positions of corporal, sergeant, lieutenant, captain and major.  Appointments of individuals to these positions will be made by the Chief Executive Officer in accordance with the Agency's promotional practices.

G. Flexibility of Organization

The ability of the Agency to make organizational adjustments to meet changing needs is essential in obtaining the maximum benefit from the expenditure of assigned resources.  To ensure stability and continuity, the basic Agency structure should not be changed without a demonstrated need or to satisfy temporary requirements. There must be continuous monitoring to ensure that agency organizational needs are being met.  In addition, each commanding officer has the responsibility to maintain the organizational viability of his/her command through constant evaluation.

H. Organization

Any organization, including a law enforcement agency, cannot function without an organizational structure that assigns responsibilities and functions to specific individuals or groups of individuals.  Each person employed by the Agency is responsible and accountable for assigned functions and tasks.  The function of an employee holding supervisory responsibilities is to see that persons under his/her supervision are performing their tasks.

ATTENTION CEO: Agencies many want to include other common principles of organization (e.g., group by function, specialized units, lines of demarcation, channels of communication, span of control, unity of command, etc.).

I. Agency Structure

1. Executive

a) The Chief Executive Officer shall be responsible to the Chief Administrative Officer of the City/County, or to the jurisdiction's constituents.  The Chief Executive shall formulate agency policies, administer rules and regulations and insure that all general and special orders are understood and enforced.

b) Agency operates under the direct supervision of the Chief Executive Officer.  The Chief Executive Officer shall designate a second in command.  In the absence of the Chief Executive Officer, the second in command shall be regarded as the Chief Executive Officer's representative and his/her commands obeyed.

ATTENTION CEO: For a variety of reasons, some agencies rotate command responsibilities in the absence of the Chief Executive Officer.

c) The Agency conducts (or contracts for) an annual staffing analysis to determine if changes are needed in the number of personnel assigned to each division, in order to meet organizational goals and objectives.

d) The Agency is organized into three divisions; the Uniform Patrol Division, the Criminal Investigation Division, and the Support Ser​vices Division.  Each division performs separate and distinct activities which are interrelated.  A description of the Agency's rank structure and employees' work responsibilities follows.

2. Uniform Patrol Division

a) The Uniform Patrol Division shall be commanded by an officer with the rank of ______________.  The number of shift supervisors per shift shall be based on workload demands.  When two ranking officers are on duty, the highest ranking officer shall be responsible for deciding who super​vises the patrol activities.




Duties and responsibilities of personnel are as follows:


1)  Patrol Division Commander is directly responsible to the Chief Executive Officer for the following:

(a) Providing overall supervision for all officers and employees under his/her command, subject to a higher authority;

(b) Ensuring employee compliance with the Agency's policies, procedures and regulations;

(c) Ensuring employee compliance with the Agency's personnel management system;

(d) Evaluating the Division's productivity  and performance of employees; 

(e) Maintaining Division records;

(f) Preparing and monitoring the Division's budget;

(g) Making shift assignments;

(h) Keeping the Division personnel updated on changes on both the law and operational policies and procedures;

(i) Scheduling employees' training;

(j) Making recommendations to the Chief Executive Officer on the status of vehicles (maintenance), communications equi​pment, and manpower assigned to the Division; and

(k) Coordinating with the Criminal Investigation Division Commander for manpower allocations for special operations.
2)  Shift Supervisor - Provide direct supervision to his/her subordinates.  The supervi​sor is accountable for the work performance of his/her subordinates and is responsible to the Patrol Division Commander for the following tasks:

(a) Informing the Patrol Division Commander of any changes in the status of his/her shift including:

(i) absences (authorized and unauthorized);
(ii) injuries/accidents involving shift personnel;
(iii) equipment malfunctions/repairs needed; and
(iv) any incident which potentially could bring adverse public reaction or discredit to the Agency.

(b) Monitoring statistics and directing selective enforcement at targeted crime and traffic​ areas as applicable;
(c) Conducting roll call as follows:

(i) line-up 15 minutes before shift change;
(ii) conduct inspection of personnel;
(iii) brief watch on current information affecting operations;
(iv) assign patrol zones; and
(v) supervise vehicle check before departure.

(d) Acting as primary back-up to his/her patrol officers;

(e) Maintaining information on the whereabouts of his/her patrol officers;

(f) Taking and completing assignments when his/her patrol officers are engaged in other activities; 
(g) Advising and assisting patrol officers in all phases of law enforcement; 
(h) Serving as the exclusive authority on his/her shift for "calling out" the Patrol Division Commander and/or CID personnel in emergency situations;

(i) Reviewing all reports generated by his or her shift for accuracy, completeness, and conformity to reporting procedures;

(j) Evaluating shift and employee productivity;

(k) Briefing the in-coming shift supervisor on shift activity and the status of equipment;
(l) Keeping shift personnel updated on the changes in law and in operational policies.

3)  Patrol Officer - Works directly under the supervision of the shift supervisor. A patrol officer is responsible for carrying out all lawful orders of his/her supervisor in a timely, accurate and thorough manner.  A patrol officer is charged with the following tasks: 

(a) Responding to and handling calls for service;

(b) Conducting preliminary and/or full investigations of crimes, offenses, inci​dents and unusual conditions;  

(c) Directing traffic and enforcing federal and state criminal statutes and local ordinances;

(d) Providing emergency services; and

(e) Conducting preventive patrol.  This includes making person and property inquiries and inspections focused on preventing crimes and accidents, maintaining public  order, and discovering hazards; and

(f) Promptly preparing thorough, complete and accurate reports of all occurrences and incidents.
3. Criminal Investigation Division 

The Criminal Investigation Division (CID) shall be commanded by an officer with the rank of ________________.  The number of shift supervisors shall be based on workload demands (see organization chart). The Division Commander will assume responsibility for direct employee supervision in the absence of a shift supervisor.




Duties and responsibilities of personnel are as follows:

1)  CID Division Commander - Directly responsible to the Chief Executive Officer for the following tasks:

(a) Providing overall supervision for all officers and employees under his/her command, subject to a higher authority;

(b) Ensuring employee compliance with the Agency's policies, procedures and regulations;

(c) Ensuring employee compliance with the Agency's personnel management system;
(d) Evaluating the Division's productivity and employee performance;
(e) Maintaining Division records;

(f) Preparing and monitoring the Division's budget;

(g) Organizing, evaluating and making case assignments;

(h) Keeping Division personnel updated on changes in law and operational policies;

(i) Scheduling employee training;

(j) Making recommendations to the Chief Executive Officer on the status of the equipment and manpower assigned to the Divi​sion; and

(k) Coordinating with Patrol Division Commander for manpower allocations for special operations.
2)  Shift Supervisor (CID) - Provide direct supervision to his/her subordinates.  The supervisor is accountable for the work performance of his/her subordinates and is responsible to the Criminal Investigation Division Commander for the following tasks:

(a) Assigning and supervising investigators' caseload; 

(b) Coordinating crime scene activity; 

(c) Keeping apprised on unsolved cases and persons sought;

(d) Keeping investigators updated on changes in law and operational policies;

(e) Reviewing all reports generated by his or her shift for accuracy, completeness, and conformity to reporting proce​dures;

(f) Evaluating the shift and employee productivity;


(g) Briefing the in-coming shift supervisor on shift activity and the status of equipment.

NOTE:  When the shift supervisor also serves as an investigator, his/her duties will include the following:

(h) Conducting investigations into criminal activity within the jurisdiction;

(i) Locating/interviewing/interrogating victims, suspects, and 
witnesses;

(j) Making arrests for violations of laws or ordinances (either on-scene apprehension or by warrant);

(k) Maintaining records of investigations and preparing detailed offense and case reports;

(l) Assisting prosecuting attorneys in preparing cases for court; and

(m) Cooperating with local, state, and federal law enforcement officials in inves​tigating criminal offenses.
3)  Investigation - An investigator is expected to conduct investigations and to make routine duty work decisions independently, although technical and legal advice is available from a supervisor.  The tasks assigned to investigators are as follows:

(a) Apprehension activity - occurs during preventive patrol and in response to calls for service.  Investigators may be called to investigate any crime.  However, they should initially respond to calls involving homicides, forcible rapes, armed robberies, aggravated assaults and.
ATTENTION CEO: The Agency should list all offenses that investigators should initially respond.  (For example: homicide, robbery, burglary…) 
(b) Conducting preliminary investigations, interviews, inquiries;

(c) Collecting evidence and maintaining the chain of custody;

(d) Administrative activity such as evaluating and managing caseloads, providing service to the public and other activi​ties not associated with assigned cases; and

(e) Follow-up activities such as arrests, reports, and preparation for court.
4. Support Services Division

The Support Services Division provides support services for the Agency, especially communications and records maintenance.  The Support Services Division shall be commanded by an officer with the rank of ______________. The Communications Center shall be supervised by ______________ who reports directly to the Commander of the Support Division.  Functions and work units of the Support Services Division include:

a) Communications Center - All citizen calls for assistance are received here, and then dispatched to the appropriate units.  This center also monitors VHF frequencies of public service agencies on a full-time basis.  Constant contact is maintained with the Georgia Crime Information Center (GCIC) and the National Crime Information Center (NCIC) via a computer terminal.
b) Records Unit - Master Case Files are maintained by this unit.  The monthly Uniform Crime Report to the FBI is generated here.  Further, this unit handles the physical security and records of all property under custody of the Agency.

c) Equipment Maintenance - All requests for repairs of vehicles, radios and other equipment are coordinated by Support Service Division personnel.

d) School Patrol - This section schedules and coordinates the activities of part-time personnel assigned to school crossings.

e) Research/Planning and Crime Analysis - The activities included with this function include: developing long-range plans, goals and objectives that include: anticipated workload and population trends, anticipated personnel levels and anticipated capital improvements and equipment needs; analyzing crime; providing technical assistance to other units within the Agency; conducting special studies; analyzing proposed legislation; developing and suggesting plans for improving law enforcement services; review​ing and evaluating the Agency's operations; performing a central role in preparation of the Agency's budget; identifying potential sources of grants and preparing proposals; and disseminating appropriate findings to the Chief Executive Officer and other Agency personnel. 

ATTENTION CEO: If your Agency does not have an individual assigned the responsibilities of research and planning and crime analysis, you as CEO must assume these duties.
Duties and Responsibilities - The Commander of the Support Services Division is directly responsible to the Chief Executive Officer for the following:

a) Providing overall supervision for all officers and employees under his/her command, subject to a higher authority;


b) Ensuring compliance of his/her employees with the Agency's policies, procedures and regulations;

c) Ensuring compliance of his/her employees with the Agency's personnel management system;

d) Evaluating the Division's productivity and employee performance;

e) Maintaining Division records;

f) Preparing and monitoring the Division's budget;

g) Making duty assignments;

h) Keeping Division personnel updated on changes in law and operational policies;

i) Scheduling employee training;

j) Making recommendations to the Chief Executive Officer on the 
status of equipment and manpower; and

k) Performing the activities associated with research/planning and crime analysis functions.

For a description of duties with respect to records management, see Chapter 14 Records and Information Management.

For a description of duties with respect to communications, see Chapter 15.

J. Organization Chart

ATTENTION CEO:  Insert the Agency's Organization Chart at this point in this chapter.

STANDARD OPERATING PROCEDURE

ISSUED ___________ EFFECTIVE ___________ 

S.O.P. 3-1 HIRING PRACTICES (NEW 2007)

O.C.G.A.:  50-1872; 35-8-8
I. PURPOSE: 
The purpose of this policy is to outline and direct the hiring process and practices for employment as a sworn member of this agency.
II. POLICY: 
The policy of this agency is to hire only those persons qualified for employment in law enforcement.  This agency seeks the highest level of professionalism and integrity by its members and recognizes that this commitment begins with the selection of candidates for this agency.
III. PROCEDURE:
A. The department shall provide each applicant with a step-by-step checklist outlining the process by which this agency selects individuals for employment as a sworn police officer.
B. The checklist shall include all requirements that must be met prior to consideration for employment by the agency, i.e. U.S. Citizenship, educational level attained, valid driver’s license, POST Certification where applicable pre-application.
C. The department shall provide each applicant with a declaration of anti-discrimination with respect to the hiring process.  Each applicant must apply in writing using the department prescribed application form.
D.  All questions on the form must be answered completely and truthfully.
E. Any determination by the department that an applicant has been deceptive in a response either verbally or in writing during the hiring process shall be immediate grounds for dismissal from the process.
F. Any determination by the department that a candidate who has been hired was deceptive during the hiring process shall be grounds for termination from the agency.
G. Each applicant must provide documentation of the essential requirements, i.e. driver’s license, social security card, high school and college diplomas, DD214, proof of citizenship etc. upon submission of the application.
H. Each applicant must sign prescribed waivers with respect to prior medical, psychological, credit, education, & criminal history including sealed and juvenile records. 
I. Each applicant must sign an affidavit indicating whether they have ever been the subject of a domestic restraining or protective order or whether they have ever been previously convicted of a domestic violence related offense.
J. Each applicant who successfully passes, at the level prescribed by this agency, the written examination, will proceed to the fitness test.  The fitness levels prescribed by this department are objective fitness standards that are set in conformity with the necessities of carrying out the law enforcement function of a patrol officer.
K. The fitness standards of this agency are set in conformity with standards prescribed by the agency in accordance with the bona fide occupational qualifications.
L. The fitness process shall be supervised by a certified fitness instructor.  Each applicant who successfully passes, at the level prescribed by the agency, the fitness test, will then proceed to the background examination process.  This process shall include:
1. Verification of applicant’s responses in the written application.
2. Applicant’s driving history.
3. Criminal History check of applicant including checks in all former states of residency.
4. Survey law enforcement agencies in locales where applicant has resided or known to frequent.  This survey should include a CAD inquiry of the applicant’s former residences during the period of the applicant’s residency.
5. Credit History report.
6. Check of National Database that registers officers who have been de-certified by a state POST.
7. References listed as well as removed references (background investigator should ask the listed references for the identities of additional persons who know the applicant allowing the investigator to speak to persons who have knowledge of the applicant but who were not listed by the applicant.
8. All former employers, to the extent possible, must be interviewed.
9. Un-named persons known to the applicant, such as neighbors, former neighbors, school officials etc. should be sought out and interviewed.
10. In cases where form letters have been sent out to references but have not been returned, the investigator shall make every effort to contact that individual either face-to-face or by telephone to make an inquiry as to the applicant’ suitability for employment by the agency.
11. If the applicant has already been through the basic academy for POST certification, interviews of staff members that had direct contact with the applicant must be conducted.
12. Following the background investigation, the investigator shall compile a background summary and make a recommendation with respect to the applicant’s suitability for employment with the agency.  In cases where the investigator is recommending that the applicant not be considered for employment, the investigator shall provide specific, detailed information as to the reasons supporting the recommendation.
13. The agency shall require polygraph or voice stress testing for each candidate applying for the position of police officer following the background investigation, but prior to the oral interview process.
14. Following the successful completion of the background investigation each remaining applicant shall undergo an objective interview.  Each applicant interviewed shall be asked the same group of specific questions.  Follow-up questions for clarification may be asked by the interviewer(s).  Additionally, interviewers shall be provided with the applicant’s background investigation prior to the interview so that questions relating to the background may be incorporated into the interview process.
15. Once all applicants have been interviewed, the interviewer (s) will make recommendations to the hiring authority with respect to which applicants should be considered for employment.
16. The agency will not consider persons for hire where the background examination, interview, polygraph, voice stress, or any other portion of the application process puts the agency on notice that the candidate has a propensity to engage in conduct that could harm a member of the public.
17. Conditional offer of employment-Prior to medical and psychological exams, it is necessary under federal law to make a conditional offer of employment to the candidate.  A conditional offer essentially holds that if the candidate passes the medical and psychological exam, they will be hired by the agency.
18. Medical Examination: A licensed medical practitioner who is familiar with the job tasks of a law enforcement officer will conduct this exam.
19. Drug screening shall be conducted of all candidates who have received a conditional offer of employment.
20. The medical examination will include a review of the candidate’s medical history of injury/illness that may impact the candidate’s ability to meet the job task of a law enforcement officer.  This review of medical records is limited to review by the doctor who will determine whether the candidate is medically cleared for a position with this agency.
21. Psychological Testing-Each applicant who has received a conditional offer of employment shall undergo the prescribed psychological testing to determine his or her suitability for the law enforcement profession.
NOTE:  Psychological screening may be accomplished by administering the 

CSR-LE as available through Morris & McDaniel, Inc.  A face-to-face meeting with a psychologist is not required.
STANDARD OPERATING PROCEDURE

ISSUED ___________ EFFECTIVE ___________ 

S.O.P. 3-2 PERSONNEL ISSUES
The Agency abides by the personnel practices established and promulgated by the local governing authority that designates ______________ as the hiring authority.  The Agency's Chief Executive Officer is responsible for_______________.   Further, the City/County's personnel practices address the following: organization, definitions, selection, performance appraisal, leave and benefits, employment rules, progressive discipline, grievance and appeals, separations, classification plan, compensation plan, records and working environment. 

ATTENTION CEO:  Due to the diversity of local government personnel management systems, this S.O.P. is provided in OUTLINE FORM ONLY.  It includes a listing of personnel management topics which should be addressed in the Agency's Manual. Of course, the provisions of the Manual should be in compliance with your jurisdiction's personnel policies and procedures.

TABLE OF CONTENTS

I. CONDITIONS OF EMPLOYMENT

A. Work Hours

B. Overtime

C. Compensatory Time

D. Holidays

E. Observation

F. Attendance

G. Prohibited Activities

H. Political Activities

I. Outside Employment

J. Gifts and Gratuities

K. Conflict of Interest

L. Employment of Relatives

M. Use of Intoxicants

N. Abuse and Misuse of Equipment and Supplies

O. Garnishments

P. Sexual Harassment

Q. Other Harassment

R. Outside Employment
 EMPLOYMENT PRACTICES

A. Objectives


1. Appointment Procedures/Selection Process (Job Related)

2. P.O.S.T. certified written exams;

3. Physical agility assessment;

4. Medical exam, including drug screening;

5. Psychological screening;

6. Oral interviews;

7. Other testing, e.g., polygraph, truth/honesty testing.
B. Competitive Appointment

C. Non-Competitive Appointment

D. Temporary Appointment

E. Announcements

F. Security Clearance

G. Work Test

H. Job Mobility

I. Transfer

J. Promotion

K. Performance Appraisal

L. Instrument

M. Frequency

N. Interview

O. Signature

P. Separations

Q. Voluntary Resignation

R. Job Abandonment

S. Separation/Termination

T. Reduction-in-force

U. Equal Employment Opportunity Statement

V. Announcements

ATTENTION CEO:  Background investigations on potential employees should include:  identifying the purpose of the investigation, identifying potential sources of information, using the information collected, controlling the distribution of collected information, and purging the records.

ATTENTION CEO:  An Agency policy should be developed that regulates the release of employment information.  Former employees who are discharged or resigned involuntarily present a dilemma for law enforcement administrators when prospective employers inquire about them.  One way to avoid this dilemma is to require the prospective employer to furnish an executed release from the former employee authorizing the disclosure of information.  The release should authorize: 1) the release of information contained in the personnel files (including performance evaluations, disciplinary records and any other relevant information pertaining to past employment); 2) a liability waiver releasing the jurisdiction from any and all liability arising from the disclosure; and 3) consent to an oral interview of the former employer.  It should be remembered; however, it is always safer to put any character reference in writing so there is no dispute as to what was said.    

ATTENTION CEO: Much of the information contained in a government employee's personnel file is subject to the Open Records Act (OCGA 50-18-70).

III. LEAVE

A. Type of Leave

B. Anniversary Date

C. Annual Leave

D. Eligibility

E. Accumulation Rate

F. Maximum Accumulation

G. Request for Leave

H. Sick Leave

I. Eligibility

J. Accumulation Rate

K. Maximum Accumulation

L. Reporting

M. Approval

N. Physician's Certificate

O. Military Leave

P. Ordered Duty

Q. Declared Emergency

R. Leave-of-Absence

S. Court Leave

T. Temporary Disability

U. Leave Without Pay

V. Administrative Leave
NOTE: Chapter 6 contains the same outline for Discipline, Grievance and Appeal as listed below.
IV. DISCIPLINE

A. Progressive Discipline

B. Cause of Actions

C. Types of Actions

D. Reprimands

E. Oral Reprimands

F. Written Reprimands

G. Adverse Action

H. Suspension Without Pay

I. Salary Reduction

J. Demotion

K. Dismissal

L. Notification of Response

M. Notice of Proposed Adverse Action

N. Employee Response to Proposal

O. Notice of Final Action

P. Postponement of Deadlines

Q. Emergency Action

V. GRIEVANCE

A. Grievance Procedures

B. Purpose

C. Definition

D. Filing

E. Steps

F. Notification and Scheduling

G. Hearing

H. Review and Reporting

I. Non-grievable Areas

J. Posting Procedures

VI. APPEALS

A. Appeals

B. Purpose

C. Reasons

D. Filing

E. Hearing

F. Representation

G. The Decision

H. Further Appeal
VII. POSITION CLASSIFICATION PLAN

A. Administration

B. Allocation Appeals

C. Allocation of Positions

D. Amendments

E. Definition (Job or Position)

F. Interpretation of Classification - Description / Specifications

G. Maintenance of Plan

H. Official Copy
VIII. PAY PLAN

A. Demotions

B. Maintenance of Plan

C. New Appointees

D. Objectives

E. Other Step Increases

F. Part-time Employment

G. Pay Plan in Effect

H. Promotions

I. Reallocation Downward

J. Step Increases

K. Step Increases/Merit Increases

L. Step/Probationary Increase




IX. AMERICANS WITH DISABILITY ACT (ADA)

X. FAIR LABOR STANDARDS ACT (FLSA)

A. Declared Work Period

B. Duty Tours (8, 9, 10 or 12 hour shifts)

C. Work Cycles

STANDARD OPERATING PROCEDURE

ISSUED____________ EFFECTIVE____________ 

S.O.P. 3-3 PERFORMANCE APPRAISAL SYSTEM

I. POLICY

The primary purpose of performance appraisal is to identify how well employees are doing their work and how they can improve their performance.  Performance appraisal can also be used in determining salary increments; as a factor in determining order of lay-offs; as a basis for training and promotion, demotion, transfer or dismissal; and for other purposes as set forth in regulations.

A. PERIOD OF EVALUATION

All newly appointed and promoted employees, except temporary workers, shall be evaluated at the end of          months of service, and annually thereafter.  Employees shall also be evaluated at the time of separation.

B. MERIT INCREASE

An employee shall not be eligible for a merit raise until the performance appraisal has been completed.

C. EVALUATION

Performance appraisal reports shall be prepared by each employee's immediate supervisor and reviewed by the Chief Executive Officer or his/her designee.  A supervisor who is leaving his/her position may be required to prepare performance appraisal forms on all those employees under his/her supervision who have not yet been evaluated within the previous six months.

D. REVIEW WITH EMPLOYEE

The Chief Executive Officer or his/her designee shall discuss each performance appraisal with the employee being evaluated.  If an employee disagrees with any statement in an appraisal, he/she may submit, within ten days following the conference with his/her supervisor, a written request for review through the chain of command.  If an employee still disagrees with the evaluation, he/she may file a grievance (see S.O.P. 6‑2 Grievance).

ATTENTION CEO: The content or rating of a performance appraisal is non-grievable except when the employee can show illegal discrimination, capriciousness in its administration, or that it is not job related.
E. PERFORMANCE EVALUATION CONFIDENTIALITY

A performance appraisal shall be confidential and shall be made available only to the employee evaluated, the supervisor(s) involved, the Chief Executive Officer and/or the governing authority's Chief Administrative Officer.
STANDARD OPERATING PROCEDURE

ISSUED____________ EFFECTIVE____________ 

S.O.P. 3-4 AUDITS AND INSPECTIONS (NEW 2007)
I. PURPOSE
Some police operations and tasks have a high risk, high liability potential.  These police operations must be undertaken in a consistent, methodical manner in an attempt to undertake the necessary police operation/task, yet reduce the liability potential.  This liability potential can be reduced when the agency can document that the procedures in place were consistently followed.  A police agency must conduct formalized, regular audits and inspections of these high risk, high liability operations and tasks.

II. POLICY 
This agency will conduct audits and inspections of designated police operations and tasks on a both a scheduled and unannounced frequency.

III. PROCEDURE 
The following operations and tasks shall be audited and inspected by a person/unit designated by the Chief of Police.  This person/unit shall be directly responsible to the Chief of Police.  The person(s) conducting the audit/inspection shall use the formal checklist to ensure that all relevant areas on concentration are addressed in the audit/inspection.  The ultimate purpose for these inspections is to ensure that operation/task is being conducted consistent with agency policy/procedure and the law.  Scheduled inspections shall enlist and involve the personnel of the unit/function being inspected, unless there is an indication that this would inhibit the process of the audit/inspection.  Unannounced audits/inspection shall be conducted at the direction of the Chief of Police.  The following operations/tasks shall be audited/inspections on the following schedule:

A. Access to the criminal information system

Quarterly
B. Citizen complaint investigations

           

Annual
C. Use of Force/Control of Resistive Persons Reports
Monthly/Annual 
D. Pursuit Report





Quarterly/Annual
E. Property/Evidence (Narcotics, Money, Guns)
        
Quarterly
F. SWAT equipment and training 

           

Annual
G. Crowd control contingency plans and equipment
Annual
H. Less lethal weaponry




Monthly
I. Video camera supervisory reviews


Quarterly
J. Mandated training





Quarterly/Annual
IV. THE PROCESS OF THE INSPECTION/AUDIT - Shall respect the dignity of all agency personnel and conducted in a professional manner.  

V. WRITTEN REPORT
Each audit/inspection shall be recorded in writing.
A. Specific examples of positive and negative issues, if observed, shall be identified.
B. This report shall be forwarded directly to the Chief of Police.
VI. FOLLOW-UP REQUIREMENTS
Each audit/inspection report that identified a deficiency or area of concern shall result in a follow-up audit/inspection within one month of the discovery of the deficiency.

VII. MAINTENANCE OF AUDIT/INSPECTION REPORTS
All reports of audit/inspections shall be maintained in a secure location for a minimum of five (5) years or longer where required by state law.
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